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INTRODUCTION
The information provided in this Handbook is designed to provide guidance for implementing the Department of the Interior (Department) Merit Promotion Plan (Plan) (370 DM 335).  The Plan contains the key principles of the Federal merit promotion policy, as implemented by the Department.  Bureaus may use this Handbook to implement the Department=s Plan.   Bureaus may want to set specific operational procedures where flexibilities and discretionary actions are allowed, and must ensure that such procedures are based on strict conformance with merit principles. 

Section 1.  Purpose and Scope

tc \l1 "Section 1.  Purpose and Scope
This Handbook applies to all competitive service positions in the Department.  Personnel actions that are covered by or excluded from merit promotion and placement procedures are listed in the Plan (see 370 DM 335 (c)(1) and (c)(2) and Exhibit 1 of this Handbook).

Section 2.  Rights and Responsibilities 

tc \l1 "Section 2.  Rights and Responsibilities 
Servicing Personnel/Human Resource Professionals - Human resource professionals will be held accountable for implementing the Department=s Plan; for advising managers and selecting officials to ensure that the selection programs produce a high quality workforce to accomplish the mission and goals of the Department;  and providing periodic education and training to management and employees on the Department=s merit promotion practices and selection procedures.

Equal Opportunity Program Professionals - Are generally responsible for assisting in the identification of recruitment sources for underrepresented groups, maintaining Federal Equal Opportunity Recruitment Program (FEORP) files, and advising and assisting management, as appropriate, in identifying barriers to representation.

Management - Management will be held accountable for ensuring that their role in the selection process as well as selection decisions are consistent with the Department=s Plan, Merit Principles and other applicable laws.  Management has the right to select or not to select from among properly ranked and certified candidates and to select from other appropriate sources, such as reassignment, reinstatement, VRA, student career experience etc.  Management also has the right to promote or not to promote an employee based on merit factors.

Employees - Employees are responsible for submitting the required application materials for placement opportunities in a timely manner;  becoming familiar with the Department=s Plan and specific Bureau policies; and availing themselves of self development and job training opportunities. 

Bureau and Office Directors - Bureau and office directors are responsible for implementing the Department=s Plan and for issuing any individual Bureau guidance that ensures selections based on merit after fair and open competition.

Section 3.  Definitions of Commonly Used Terms

tc \l1 "Section 3.  Definitions of Commonly Used Terms
Accretion of Duties.  Promotion of an employee whose position is reclassified at a higher grade because of the performance of additional duties and responsibilities.  (See Section 8.  Accretion of Duties).

Agency.  For this Handbook, the term Aagency@ refers to the Department.

Area of Consideration.  The organizational and/or geographic boundaries within which a  search is made for eligible candidates to be considered for a specific merit promotion and placement action.  All areas of consideration must be set to promote fair and open competition and to maintain a diverse work force.  Appropriate areas of consideration may be as small as an individual office, for example, or as large as Government wide.

Best Qualified Candidates.  Those applicants determined by the rating and ranking process to possess the job-related knowledge, skills, and abilities required or desired in applicants for a particular position to a greater degree than other qualified applicants being considered and who are subsequently referred to the selecting official.

Career Ladder.  Grade range from the entry level through and including the previously established full performance level of a position.

Career Promotion.  Promotions without current competition when the employee competed earlier for an assignment intended to prepare the employee for the position being filled, and the intent was made a matter of record and made known to all potential candidates.

Certificate.  A document referred to the selecting official containing the names of eligible candidates.

Change to Lower Grade.  For this Handbook, the term Achange to lower grade@ refers to a voluntary reduction in an employee=s current grade level or representative rate.

Competitive Service.  All civilian positions that are: (a) in the executive branch of the Federal Government not specifically excepted from civil service laws by or pursuant to statute, by the President, or by the Office of Personnel Management (OPM), and not in the Senior Executive Service; and (b) all positions in the legislative and judicial branches of the Federal Government and in the Government of the District of Columbia specifically made subject to the civil service laws by statute.

Crediting Plan.  A plan used to rate and rank qualified applicants for a position.  It consists of the quality ranking factors (developed through the process of job analysis) with typically three quality level descriptions for each factor.

Detail.  A temporary assignment of an employee to a different position for a specified period, with the employee returning to his or her regular duties at the end of the assignment.  While on detail the employee continues to hold his official position from which detailed and keeps the same status and pay.

Evaluation Panel.  Evaluation panels are established to rate and rank candidates, and generally consist of individuals at the same or higher grade level than the full performance level of the position to be filled who are familiar with the requirements of the job and occupation.  Qualified candidates are evaluated on the basis of the quality ranking factors identified for the position.

Federal Equal Opportunity Recruitment Program (FEORP).  The Federal Equal Opportunity Recruitment Program requires agencies to establish targeted recruitment programs for categories of positions where a determination of underrepresentation, manifest imbalance, or conspicuous absence of women and/or minorities has been made.

Full Performance Level.  The highest grade level to which an employee may be promoted through successive noncompetitive career promotions. 

Job Analysis.  The analysis of a position to identify the basic duties and responsibilities; the knowledge, skills and abilities required to perform the duties and responsibilities; and the factors that are important in evaluating candidates for the position.

Knowledge, Skills, and Abilities (KSA=s).  Also referred to as Knowledge, Abilities, Skills, and Other Characteristics (KASOCs).  The attributes required to perform a job which are generally demonstrated through qualifying experience, education, or training.  Knowledge is a body of information applied directly to the performance of a function.  Skill is a present, observable competence to perform a task with ease and proficiency.  Ability is a present competence to perform an observable behavior or a behavior that results in an observable product.

Priority Consideration.  The referral and considering candidates who are entitled (based on having something happen to them such as being affected by a reduction-in-force), before considering other candidates.
Promotion.  The change of an employee to a higher grade or to a position with a higher representative rate.

Qualified Candidates.  Those applicants who meet both the qualifications standards outlined in the OPM Qualification Standards Handbook (the former X-118) and any selective placement factors identified for the position.

Quality Ranking Factors.  Job related KSAs, documented through job analysis, used in rating and ranking all eligible candidates to distinguish the best qualified ones.  

Rating and Ranking.  The determination of best qualified candidates based on the degree to which each candidate meets the quality ranking factors (KSAs) of the position.  This process is completed by a personnel specialist, subject matter expert, or an evaluation panel.

Reassignment.  A change of an employee from one position to another in the same grade in the same agency.

Reinstatement.  The reemployment of a former employee with competitive status.

Repromotion.  Noncompetitive promotion or placement, permanent or temporary, of an employee to a  grade or full performance level previously held on a permanent basis in the competitive service.

Selective Placement Factor.  Mandatory knowledge, skills, and/or abilities that are essential for successful performance in the position to be filled, in addition to the basic qualifications outlined in OPM=s Qualification Standards Handbook.  Applicants not meeting this factor are ineligible for further consideration.  Selective placement factors must be job related and their validity documented through job analysis.

Temporary Promotion.  A promotion to a higher graded position for a specified period of time to accomplish project work, fill positions temporarily pending reorganization or downsizing, or meet other temporary needs.  Temporary promotions for more than 120 days are subject to competitive procedures.  Service during the previous 12 months in higher graded positions either by noncompetitive temporary promotion or detail counts toward the 120-day limit.  Temporary promotions can be made in any increment up to a maximum period of 5 years.  Temporary promotions may be made permanent when such a possibility was publicized in the original competition notice.

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.

Well Qualified.  Eligible candidates who possess the knowledges, skills, and abilities which clearly exceed the minimum qualifications requirements for the position, as determined by the crediting plan.

Section 4.  Relationship of Merit Staffing Program to the Department=s Career Transition Assistance Plan

The Department=s Career Transition Assistance Plan (CTAP), dated 9/8/97, is a program that provides assistance to individuals who have been or are likely to be separated by reduction-in-force (RIF), in finding other employment.  The CTAP has four components: 1) Career Transition Training and Support Services, 2) Special Selection Priority (SSP), 3) Reemployment Priority List (RPL), and 4) Interagency Career Transition Assistance Plan (ICTAP).  

CTAP will have varying effects on staffing activities and there is an order of selection when filling competitive service vacancies that exceed 120 days, as noted in the Department CTAP.  All vacancies must be advertised unless the personnel action being taken is an exception (such as temporary appointments less than 121 days, details, reassignments, career ladder promotions, accretion of duties, et. al.), or a determination has been made by the servicing personnel office (through contact with other bureaus in the local commuting area of the vacancy) that there are no  Special Selection Priority (SSP) candidates available.   CTAP and ICTAP requirements must be stated in all vacancy announcements.  Sample vacancy announcement language was supplied by the Office of Personnel Management and is contained in Exhibit 3.  The selecting official must select a well-qualified eligible applicant under the SSP component of CTAP before selecting any other candidate from within or outside the Department, unless doing so would cause another employee to be separated by RIF.  In addition, the reemployment priority list (RPL) must be cleared before filling any competitive service position from outside the Department, regardless of whether the organization plans to make a temporary, term, or permanent appointment.  Please refer to the Department CTAP Plan for complete guidance.

Section 5.  Vacancy Notification and Announcements

tc \l1 "Section 5.  Vacancy Notification and Announcements
Areas of Consideration.  Managers, in consultation with servicing personnel/human resources offices determine the area of consideration and the length of time a vacancy announcement will remain open (See 370 DM 335, 2-B).  CTAP may affect the area of consideration and open period of the vacancy announcement.

Special Consideration.  Supervisors should make every reasonable effort to ensure that employees under their direct supervision receive appropriate consideration for vacancies which occur under the supervisor=s immediate jurisdiction while the employee is on an approved, extended absence.  Additionally, each employee is responsible for informing his or her supervisor of those promotional opportunities for which he/she wishes to be considered during periods of legitimate absence and for providing his/her supervisor with an updated written application and other required forms for those vacancies.

Preparation of Vacancy Announcement.  As a minimum, vacancy announcements should contain the following information:  a number that identifies the vacancy; issuing office; opening and closing dates; address of office receiving applications; position title, series, and grade; entrance pay; number of positions; duty location; duties of the job; qualifications required, including selective placement and ranking factors; evaluation methods to be used; the full performance level of the job; area of consideration; instructions on how to apply; equal employment opportunity nondiscrimination statement; veterans preference information; and any other special requirements, such as CTAP language including the definition of well-qualified.  Further, because it is against the law to use Government franked envelopes and mail services to submit applications (18 USC 1719), the vacancy announcement should indicate that applications submitted in violation of this requirement will not be considered.

Payment of Relocation Expenses.  The decision to pay or not pay moving and related expenses must be made prior to issuing the vacancy announcement.  A statement addressing the payment  or nonpayment must be included in the vacancy announcement.  (See Exhibit 4).

Distribution of Vacancy Announcement.  An approved  announcement system, as determined by the Department,  will be used to advertise all competitive service vacancies with an area of consideration of Department wide or greater.  For limited areas of consideration within a Bureau, local methods of announcing a vacancy may be employed.

Accepting Applications.  Bureaus have the discretion to establish cutoff dates for receipt of applications based on either postmark or the closing date of the vacancy announcement.  Bureaus also have the discretion to decide whether facsimiles or electronic mail transmissions of application materials are acceptable or not acceptable. 

Section 6.  Evaluating Candidates

Job Analysis.  In accordance with Federal regulations, a job analysis must be conducted when filling a position.  The job analysis is used to document the relationship between the basic duties and responsibilities and the knowledge, skills and abilities required to perform the duties and responsibilities.  Methodology for conducting and documenting the job analysis is left to bureau discretion.  (See Exhibit 5).

Minimum Qualifications.  Applicants must meet minimum qualification requirements including all selective placement factors and time-in-grade.  Cutoff dates for meeting qualification standards and time-in-grade requirements will be left to Bureau discretion (see 370 DM 335, 2(C)).  Applications not containing sufficient information to determine qualifications may not receive consideration.  Bureaus are to ensure that applicants are made aware that submission of performance appraisals and narrative statements addressing the knowledge, skills, and abilities identified for the position enhance their prospects for inclusion in the best qualified group from which selection may be made.  (See Employees in Section 2).

Crediting Plan.  Crediting plans are used to rate and rank applications meeting minimum qualification requirements, including  any selective placement factors, against the knowledge, skills and abilities (KSAs) identified through the job analysis.  The crediting plan is developed prior to applicants= being screened for minimum qualifications.  Candidates= experience, education, training, awards, outside activities, self development and supervisory appraisals will be reviewed and evaluated against the crediting plan.  (See Exhibit 6).

Rating and Ranking.  Bureaus must document qualitative determinations which could include the use of a crediting plan in determining which candidates are referred as best qualified.  Methodology for qualitative determinations is left to bureau discretion.  (See Exhibit 7).

Evaluation Panels.  Evaluation panels are convened as appropriate to conduct rating and ranking of qualified applicants.  Selecting officials, in conjunction with the servicing personnel office, determine  when  a panel is needed.  Factors in making this decision include the complexity and organizational level of the  vacant position, any controversy surrounding the vacancy and the number of applicants.  If  convened, these panels consist of subject matter experts at an equivalent or higher grade level than the full performance level of the position being filled; typically the number of panel members is three.  (See Exhibit 8).

Section 7.  Referral and Selection
Referrals.  Selecting officials should have the opportunity to make a choice from among an adequate number of best qualified candidates and an applicant pool that is as diverse as possible.  The rater (or raters) shall designate the best qualified group based on their evaluation of the candidate=s application package against the qualitative job-related criteria.  Referrals will be made to the selecting officials in alphabetical order on the selection certificate and will include each candidate=s application package.  Selecting officials are encouraged to make selections in a timely manner, however, it is within  bureau discretion to set time limits on the life of the certificate.  (See Exhibit 9).

Interviews.  Selecting officials must ensure that all candidates are treated fairly and equitably.  Normally, if one candidate is interviewed, all other candidates should be interviewed.  However, if only certain candidates are chosen to be interviewed, the choice must be based on job-related criteria.  The selecting official is responsible for ensuring that interviews are properly conducted, that all questions are job-related, and that every effort is made to obtain the same information from each candidate.  The interviewer may not ask about or discuss a candidate=s race or ethnic background, color, sex, age, disability, religious beliefs, marital or family status, political affiliation, sexual orientation, or labor organization affiliation or activity.  If distance precludes a personal interview, a telephone interview may be conducted.  The payment of expenses for preemployment interviews is authorized in certain situations (refer to 5 CFR 572).

Noncompetitive Selections.  The selecting official may choose to fill a vacancy noncompetitively as long as such action is consistent with appropriate approved exceptions to merit promotion procedures (Veterans Readjustment Appointment, Student Career Experience Program, reassignments), and CTAP requirements.

Section 8.  Accretion of  Duties

Promotion resulting from the upgrading of an employee=s position because of additional duties and responsibilities is an accretion of duties.  For all cases in which the reclassification of a position would result in the promotion of the incumbent, the supervisor over the position must identify the specific changes in the duties and responsibilities between the old and the new positions and the cause of the changes.

The Personnelist shall analyze the job, evaluate the changes, and prepare a summary indicating that the changes did or did not result in a position which is a clear successor to the incumbent=s prior job and to what extent the previous position was absorbed by the new one.  This summary can be made a part of the evaluation statement prepared after mandatory desk audit. 

Supervisors who anticipate requesting a personnel action of this type should not hesitate to seek the advice and assistance of the appropriate Personnelist(s) before initiating  such action.

Documentation of accretion of duties promotion must include evidence that (1) the employee is continuing to perform the same basic function in the new position; (2) the former position is absorbed into the new one; and (3) the promotion does not directly affect other employees in the unit who report to the same immediate supervisor.  (See Exhibit 10).

A noncompetitive promotion is not appropriate when supervisory duties are added to a nonsupervisory position causing it to be classified to a higher grade.

Following are examples of when noncompetitive promotions are not appropriate as a result of planned management action:

A supervisor identifies an employee in his unit he wants to succeed him when he retires 
and coaches that employee as his assistant.  The employee may not be promoted 

noncompetitively.  Competitive promotion procedures must be used to identify the 
understudy.  

A supervisor identifies an employee who appears to have superior ability and singles the 
employee out for the performance of the more difficult duties.  If the position is 

identified (because of the additional higher level duties), as being at a higher grade, 
the employee may not be noncompetitively promoted.  Competitive promotion 

procedures must be followed to identify the employee to be given the additional work.

Section 9.  Complaints and Release of Information

tc \l1 "Section 9.  Complaints and Release of Information
Grievance Procedures.  The Bureau Personnel/Human Resource Office shall respond promptly to questions or complaints  about the program or about a specific selection action.  An employee of the Bureau may submit a complaint under the Bureau=s grievance procedure or under a negotiated grievance procedure as appropriate.  Nonselection from a list of properly ranked and certified applicants is not grieveable.

Use of Complaint Processes.  An employee cannot use the grievance procedures and the EEO complaint process at the same time for the same issue.

EEO Procedures.  If a candidate feels that he/she has been discriminated against in the merit process on the basis of race, color, religion, sex, national origin, physical or mental disability, sexual orientation, or age, every effort will be made to handle the matter on an informal basis with the assistance of an EEO counselor.  If the matter cannot be resolved informally, the candidate may submit a formal complaint according to the procedures for handling equal employment opportunity complaints. 

Corrective Actions.  Bureaus should develop procedures to address corrective actions due to procedural violations or administrative error.

Release of Information including FOIA.  The following information may be released to an applicant or his/her designee when requested:

Whether the requesting applicant was qualified and/or referred for selection; who was selected;  the requesting applicant=s own supervisory appraisal and rating on the ranking elements; procedures used to arrive at the final scores, and cut off scores;  or any other information allowed by the Freedom of Information Act or the Privacy Act.

Section 10.  References
This section provides a listing of references to other related documents, laws, and policies.

Code of Federal Regulations
5 CFR 300

Employment (General)

5 CFR 310

Employment of Relatives

5 CFR 315

Career and Career-Conditional Employment

5 CFR 316

Temporary and Term Employment

5 CFR 330
Recruitment, Selection, and Placement (General)

5 CFR 335
Promotion and Internal Placement

5 CFR 340

Other Than Full-Time Career Employment (Part Time, Seasonal, On-


Call, Intermittent)

5 CFR 720

Affirmative Employment Programs

Departmental Manual
370 DM 315

Career and Career-Conditional Employment

370 DM 300

Employment (General)

370 DM 338

Qualification Requirements

370 DM 339

Qualification Requirements (Medical)

Other

Department of the Interior Career Transition Assistance Plan

Section 11.  Exhibits
The following pages contain sample documentation material that may be used during merit staffing activities.   Exhibits 1, 2, 3 and 4 provide additional guidance and the minimum requirements for documenting staffing and placement decisions.  Exhibits 5-8 (forms) are samples only and may be used as guides for documenting decisions, modified, or reproduced for local use.

Exhibit 1 - The Competitive Process


The Competitive Process

(as found in the Merit Promotion Plan)









	Proposed Action
	Position
	and
	Competition Required

	Reassignment
	at same grade under same pay schedule
	position is one with known promotion potential and employee will gain eligibility for noncompetitive career promotion to grade higher than previously held on a permanent basis in the competitive service
	yes

	
	
	position is not one with known promotion potential
	no

	Change to lower grade
	lower grade under same pay schedule
	position is one with known promotion potential and employees will gain eligibility for noncompetitive career promotion to grade higher than previously held on a permanent basis in the competitive service
	yes

	
	
	position is not one with known promotion potential
	no

	Assignment from one pay schedule to
	higher representative rate under a different pay schedule
	
	yes

	
	same or lower representative rate under different pay schedule
	employee=s pay will be set at a higher rate
	yes

	
	
	employee=s pay will be at same or lower rate, but position is one with known promotion potential
	yes



	Assignment from one pay schedule to (cont.)
	same or lower representative rate under different pay schedule (cont.)
	employee=s pay will be set at same or lower rate, but the position is not one with known promotion potential
	no

	Reinstatement or transfer
	at a higher grade than previously held
	
	yes

	
	at same or lower grade than previously held
	position is one with known promotion potential and the employee will gain eligibility for noncompetitive career promotion to grade higher than that previously held on a permanent basis in the competitive service
	yes

	
	
	position is not one with known promotion potential 
	no

	Detail
	same grade and is not one with known promotion potential
	detail is for any length
	no

	
	higher grade or to position of same grade with known promotion potential
	the detail is for 120 days or less
	no

	
	
	the detail is for more than 120 days
	yes

	Selection for training leading to promotion
	
	successful completion of training is a condition of eligibility for promotion
	yes

	Promotion from position of known promotion potential
	originally identified as the target position to which employee would advance without competition

or

full performance level of a career ladder
	competitive procedures were fully applied at the time of placement into position of known promotion potential and all competitors were informed that selection for the entry position could lead to promotion without further competition
	no



	Promotion
	upgraded by classification
	incumbent=s position upgraded without significant change in duties and responsibilities because of classification error or new or revised standards
	no

	
	
	incumbent=s position reconstituted into a successor position with clearly and solely identifiable duties of the former position and there are no other employees serving in similar or identical positions within the same organization to whom the duties could have been assigned
	no

	
	
	incumbent=s position reconstituted into successor position and position is not a clear successor or there are other employees serving in similar or identical positions within the same organization to whom the duties could have been assigned
	yes

	Promotion 
	to position to which employee was detailed for training or evaluation
	the employee was selected for detail under full competitive procedures and all competitors were informed that the detail could lead to promotion without further competition
	no

	Temporary promotion or extension of temporary promotion
	higher grade under same pay schedule 

or

under a different pay schedule when action is processed as a promotion or represents a promotion under rules above
	the temporary promotion is for 120 days or less total in 12 month period
	no

	Conversion of temporary promotion to permanent promotion
	
	the employee was selected for temporary promotion under full competitive procedures and all competitors were informed that the temporary promotion could lead to permanent without further competition
	no

	Promotion without time limitation
	higher grade under same pay schedule
	is not covered by promotion rules above
	yes


Exhibit 2.  Career Transition Assistance Plan (CTAP)

   Component


         Purpose


       When to Clear
	Special Selection Priority (SSP)
	Priority consideration of well-qualified displaced and surplus DOI employees who apply for vacancies in the local commuting area.
	When filling competitive service positions from within or outside the Department, unless selection causes another employee to be separated by reduction-in-force.

	Reemployment Priority List (RPL)
	Priority consideration of displaced and surplus DOI employees and employees who are fully recovered from a compensable injury after more than one year.
	When filling competitive (temporary, term, or permanent) positions from outside the Department.

	Interagency Career Transition Assistance Plan (ICTAP)
	Priority consideration of well-qualified displaced employees from other Federal agencies who apply for vacancies in the local commuting area.
	When filling competitive service positions from outside the Department.


(See the Department=s CTAP for complete details).

Exhibit 3.  Sample Vacancy Announcement Language - CTAP

 




     

VACANCY ANNOUNCEMENT LANGUAGE TO EXPLAIN

                                                   

      the

                            
CAREER TRANSITION ASSISTANCE PLAN (CTAP)

                                                   

      and

 
INTERAGENCY CAREER TRANSITION ASSISTANCE PLAN (ICTAP)

Below are two sets of vacancy announcement language, supplied by the Office of Personnel Management (OPM), to explain CTAP and ICTAP: a longer version and a shorter version.

I.          Longer Version
SPECIAL SELECTION PRIORITY PROVISIONS FOR SURPLUS OR DISPLACED

FEDERAL EMPLOYEES UNDER A CAREER TRANSITION ASSISTANCE PLAN

(CTAP)

A.
CTAP (for Non ‑ DoD Agencies Only)

If you are currently an employee who has received a Reduction in Force (RIF)

separation notice, a Certificate of Expected Separation (CES), or notice of  proposed separation for declining a direct reassignment or transfer of function outside of the local commuting area, you may be entitled to special selection priority under the Career Transition Assistance Plan (CTAP). To receive this priority consideration you must:

                         1.   Be a current (Insert Bureau Name) career or career‑conditional

                               (tenure group I or 11) competitive service employee who has

                               received a RIF separation notice, a Certificate of Expected

                               Separation (CES), or notice of proposed separation for declining a

                               directed reassignment or transfer of function outside of the local

                               commuting area, and you are still on the rolls of [insert Bureau

                               Name].  You must submit a copy of the RIF notice, CES, or notice

                               of proposed separation with your application.

                         2.   Be applying for a position that is at or below the grade level of the

                               position from which you are being separated.  The position must

                               not have a greater promotion potential than the position from which

                               you are being separated.

                         3.   Have a current (or last) performance rating of record of at least

                               fully successful or equivalent.  This must be submitted with your

                               application package.

                         4.   Be currently employed by (Insert Bureau Name) in the same

                               commuting area of the position for which you are requesting

                               selection priority.

                       5.  File your application by the closing date of the vacancy

                            announcement and meet all the application criteria (e.g., submit all

                            required documentation, etc.).

                       6.  Be rated well‑qualified for the position. To be rated "well‑

                            qualified," CTAP applicants must attain an eligibility rating on this

                            examination of (Insert Score) or higher, not including points for

                            veteran's preference.

             B.
ICTAP (for all Federal Agencies)

SPECIAL SELECTION PRIORITY PROVISIONS FOR DISPLACED FEDERAL EMPLOYEES UNDER THE INTERAGENCY CAREER TRANSITION ASSISTANCE PLAN (ICTAP)

If you are a displaced Federal employee, you may be entitled to receive special selection priority under the Interagency Career Transition Assistance Plan (ICTAP).  To receive this priority you must:

                       1. Be a displaced Federal employee. You must submit with your 


application  a copy of the appropriate documentation, such as a RIF separation notice, a Standard Form 50 reflecting your RIF separation, or a notice of proposed removal for declining a directed reassignment or transfer of function to another commuting area.  The following categories of persons are considered displaced employees:

                 
   a.  Current or former career or career‑conditional (Tenure group I or 11)

                                competitive service employees who:

                      

1) Received a specific RIF separation notice; or

                     

2) Separated because of a compensable injury or illness, whose

                       

    compensation has been terminated, and whose former agency

                        
    certifies that it is unable to place; or

                     
            3) Retired with a disability and whose disability annuity has been, 


    or is being, terminated; or

                    
            4) Upon receipt of a RIF separation notice, retired on the effective

                        
    date of the RIF and submits a Standard Form 50 that indicates

                       

    "Retirement in lieu of RIF," or retired under the discontinued

                      

     service retirement option; or

                                    5)  Received a notice of proposed removal for declining a directed

                        
             reassignment or a transfer of function or directed reassignment

                                         to another commuting area.

                       
   b.  Former Military Reserve or National Guard Technicians who are

                                receiving a special OPM disability retirement annuity under Section

                                '8337(H) or ' 8456 of Title 5 United States Code.

                      2.   Be applying for a position at or below the grade level of the position 

    from which you have been separated.  The position must not have a 

    greater promotion potential than the position from which you were 

    separated.

                      3.   Have a current (or last) performance rating of record of at least fully

                            successful or the equivalent.  You must submit a copy of this 

     
    performance rating with your application package. (This requirement 

    does not apply to candidates who are eligible due to compensable  

    injury or disability retirement)

                       4.  Occupy or be displaced from a position in the same local commuting 

    area of the position for which you are requesting selection priority.

                       5.  File your application by the closing date of the vacancy announcement 

    and meet all of the application criteria (e.g., submit all required 

               documentation, etc.)

                      6.  Be rated well‑qualified for the position. To be rated "well‑qualified," 

   ICTAP applicants must attain an eligibility rating on this examination 

   of (insert Score) or higher, not including points for veteran's preference.

II.
Shorter Version
Individuals who have special priority selection rights under the Agency Career Transition Assistance Program (CTAP) or the Interagency Career Transition Assistance Program (ICTAP) must be well qualified for the position to receive consideration for special priority selection.  CTAP and ICTAP eligibles will be considered well qualified if  (insert definition of well qualified).
Federal employees seeking CTAP/ICTAP eligibility must submit proof that they meet the requirements of 5 CFR 330.605 (a) for CTAP and 5 CFR 330.704 for ICTAP.  This includes a copy of the agency notice, a copy of their most recent Performance Rating and a copy of their most recent SF‑50 noting current position, grade level, and duty location.  Please annotate your application to reflect that you are applying as a CTAP or ICTAP eligible.

Exhibit 4.  Vacancy Announcement Language for Nonpayment of Relocation Expenses

Travel, transportation, and relocation expenses will not be paid by the Department.   Any travel, transportation and relocation expenses associated with reporting for duty in this position will be the responsibility of the selected employee. 

Exhibit 5.  Job Analysis Matrix

	


	
Job Analysis

	A. Duties of the position
	B. KSAs necessary to 

perform duties
	C. Ratable

(Y/N?)
	D. Selective factor

(Y/N?)
	E. Importance
	Rationale for decisions in columns C, D, E 


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Exhibit 6.  Guidance on Devising Crediting Plans


Guidance on Devising Crediting Plans
A.  Crediting Plan.  A crediting plan (or rating schedule/evaluation plan) is a plan developed to rate and rank candidates for a specific position.  It is designed to measure the level at which eligible applicants possess the job related knowledge, skills, and abilities that are necessary for successful performance in the job to be filled. This is done through a review of the applicant's total education, training, experience, activities, awards, supervisory appraisals, and background in relation to each knowledge, skill, or ability identified.

B.  Validity.  Validity refers to the accuracy with which the crediting plan identifies the best qualified candidates.  Careful construction of the crediting plan based on a job analysis and consistent application of the evaluation criteria developed during that analysis are key elements in the preparation and use of a valid crediting plan.

C.  Job Analysis.
(1) 
A job analysis is defined as a systematic examination of a position to determine the duties and worker characteristics which are important for successful job performance.

(2)
To conduct a job analysis, the servicing personnel specialist meets with the selecting official and/or a subject matter expert.  Where a face-to-face meeting is not possible, the job analysis may be conducted by telephone or the selecting official/subject matter expert may complete the forms on his/her own.

(3)
The following guides are useful for preparing the job analysis:

(a)
Office of Personnel Management Qualifications Standards Handbook;

(b)
Official position description;

(c)
Classification standards and evaluation statements;

(d)
Functional statements;

(e)
Organization charts;

(f)
Occupational literature; and

(g)
Performance standards.

D.
Conducting the Job Analysis.
(1)
The first step is to identify and record the major duties of the position.

(2)
Next to each duty, list the knowledge, skills, and abilities (KSAs) necessary to perform those duties.  A KSA may pertain to more than one duty.

(a)
Knowledge - A body of information applied directly to the performance of a function.  It includes information about persons, places, facts, events, systems, ideas, theories, methods, procedures, principles, concepts, or cases, that a person mentally possesses as a result of formal education, training, or personal experience. 

(b)
Skill - A present, observable competence to perform a task with ease and proficiency.  It often requires the use of equipment, machinery, or tools and implies measurable performance.

(c)
Ability - A present competence to perform an observable behavior or a behavior that results in an observable product.  It is often broader and more abstract than skills or knowledge.

(3)
After identifying all the KSAs and characteristics, you must further refine them.

(a)
Which KSAs can be rated from an application and which must be evaluated by another method, e.g., interviews, reference checks, written tests, or assessment centers?

Generally, when developing a crediting plan, you should list as rating criteria only those KSAs that can be evaluated from an application or other supplementary written information.

(b)
Which are necessary to have entering on the job and which may be picked up at a later date after a reasonable amount of training?  Those necessary for immediate performance are selective factors.  They should not be so stringent that they disqualify all but those people who may already be working in the office.  Program knowledge can often be learned on the job.  They often are not appropriate selective factors for lower grade positions.

Selective factors should not be those things that can be learned in the position but something that must be brought from outside, for example, knowledge of a language other than English.

(c)
Of those KSAs that remain, which are most important to doing the work?  How do the KSAs rank against each other?  (These considerations are important in order to document weighting.)  When determining its importance, you should consider the amount of time a KSA will be used, the difficulty/complexity of the KSA, and the consequences of performing the KSA well or poorly. Importance can be stated by a 1, 2, 3 scale (Most important - least important) with documentation as to why that "rating" was chosen.

(4)
Once these determinations have been made, you should have left a reasonable number of KSAs (4-6) to use in an actual crediting plan.

(5)
Make sure your KSAs are properly written.  They should start with "Knowledge of..."; "Ability to..."; or "Skill in...". 

(6)
Verify that you are dealing with only one factor in each KSA.

E.
Defining Performance Levels or Benchmarks.
(1)
A performance level or benchmark is a written, descriptive statement of experience, education, training, awards, appraisal, et cetera, which shows how an applicant could have acquired a KSA at a particular level of competency.

(2)
Many Bureaus use a three level benchmark system such as; Superior, Good, and Satisfactory.  In rare cases, a quality ranking factor may have only 2 levels, (speaking a foreign language may be desirable, but not mandatory.  Someone speaking that language could get an extra point.)

(3)
The use of a numerical system is required.  Using a 5-point system allows for interpolation between described levels;

Superior - 5

Good     - 3

Satisfactory - 1

If a rater (i.e., personnelist, subject matter expert, or evaluation panel member) feels a person does not quite meet an upper level but is better than a lower level, he/she could give 4 or 2 points.  This method allows for some judgment and subjectivity.  Other point system may be used.

(4)
The KSAs should be weighted according to their importance.  It is advised that no KSA should be more than triple weighted (example:  point spread of 3-15).

(5)
Benchmarks should be concrete examples: types of experience -- classifying professional, technical, clerical jobs; writing technical reports, analyzing budget documents; education -- course work in statistics, one college level course in English composition; training -- supervisory training course, OPM course in management analysis.

(6)
Benchmarks should not be written in terms of years of experience, limited/extensive experience, or specific programs/settings.

(7)
There should be a progression in the benchmarks.  This progression may revolve around an action, an object, a purpose, or any combination thereof.

(a)
Action -
Applying regulatory material

Interpreting regulatory material

Developing regulatory material

(b)
Object -
Writing standard letters
Writing technical reports
Writing regulations
(c)
Purpose - 
Preparing budget materials for the office
Preparing budget materials for a major program in the agency
Preparing budget materials for the whole agency
(8)
In general, avoid benchmarks that go beyond the required level of performance of the job.  Example, KSA -- Ability to do simple arithmetical computations:

Superior:  Knowledge of calculus.  This should not be a KSA because calculus may never be used in the job and is no indication of a person's ability to add, subtract, multiply, and divide.

(9)
There may be many examples for one particular benchmark.  Although you may wish to include several, raters must be warned that the benchmarks are not all inclusive.  Raters must exercise judgment in applying benchmarks to a candidate's qualifications statement.


Crediting Plan Format
Vacancy No.:

Position Title, Series, Grade:

Organization:

Location:

Element No. 1
POINTS OR EQUIVALENT




WEIGHTED SCORES
RANKING FACTORS

          10



Superior level

           6



Good level

           2



Satisfactory level

Example

Ability to read and interpret regulatory material.
10 points

Experience developing regulatory material.

 6 points

Experience in a position such as claims examiner, where incumbent was required to interpret the applicability of regulations to difficult cases.

 2 points

Similar experience to above but regulations are applied to clear-cut cases.

Exhibit 7.  Merit Promotion Rating Sheet

	
Merit Promotion Rating Sheet

	Date:
	Announcement No.:

	Position:
	Location:

	Rater:  

	
Name
	
Ranking Factors*
	
Total


Score
	
Comments
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*
If this symbol appears next to a numbered factor, it indicates a weighted factor.  Scores for weighted factors should be totaled (factor X weight) under the corresponding factor number. 
Exhibit 8.  Merit Promotion Panel Rating Sheet

	
Merit Promotion Panel Rating Sheet

	Date:
	Announcement No.:

	Position:
	Location:

	Score for Highly Qualified:

	Panel Members:



	
Name
	
Ranking Factors*
	
Total


Score
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2
	
3
	
4
	
5
	
6
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


*
If this symbol appears next to a numbered factor, it indicates a weighted factor.  Scores for weighted factors should be totaled (factor X weight) under the corresponding factor number.
Exhibit 9.  Selection Certificate

	
SELECTION CERTIFICATE

	Issuing Office

Div of Personnel Mgt


	Issue To
	Type  of Refferal
	Grade Level Certified 

	Announcement No.


	Position To Be Filled (Title, Series, Grade)
	Duty Station

	Type  of Appt./Work Schedule (Mark One) :    ____    PFT       ____   PPT (No. of Hrs/Wk ____)          ____  TEMP NTE __________

	
Action
	Date Interviewed
	
Name
	
PRESENT  POSITION


(Title, Series, Grade)
	
PRESENT AGENCY &


DUTY STATION

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	ISSUING OFFICER (SIGNATURE)


	TITLE
	DATE

	OFFICE FOR HUMAN RESOURCES REVIEW:

	THIS CERTIFICATE IS VALID THROUGH CLOSE OF BUSINESS __________/__________/__________

	SELECTING OFFICIAL (SIGNATURE)


	TITLE
	DATE

	CONCURRING OFFICIAL (SIGNATURE)


	TITLE
	DATE

	AUTHORIZING OFFICIAL (SIGNATURE)


	TITLE
	DATE



*** INSTRUCTIONS TO SELECTING OFFICIAL AND REQUIRED AREAS OF COMPLETION ON REVERSE ***

SECTION 1.   INSTRUCTIONS TO SELECTING OFFICIAL
! 
For certificates of promotion eligibles, if one candidate on a certificate is interviewed, all should  be interviewed.  Candidates on noncompetitive certificates may be interviewed at the selecting official's discretion.

! 
Interviews may be conducted in person or by telephone.  You may request an appropriate Service employee to conduct an interview at a location near the candidate.

! 
Complete Section 2, below, concerning outreach and recruiting efforts.

!
State specifically, under Section 3, the justification for selection of the successful candidate.  Certificates will not be processed without this information.

!
Obtain approval of concurring official and authorizing official of your selection before returning the certificate to the servicing personnel office.  The exception to this approval order is that selections requiring the Director=s approval must be returned to the Chief, Branch of Headquarters Personnel Operations prior to being forwarded to the authorizing official.  Follow the procedures in your region for allowing review by the Regional Office for Human Resources.

!
Use the following symbols in the Action block: S - Selected, D - Declined, NS - Not selected but considered

SECTION 2.  DESCRIBE AFFIRMATIVE OUTREACH AND OTHER RECRUITING EFFORTS

SECTION 3.  JUSTIFICATION FOR SELECTION OF THE SUCCESSFUL CANDIDATE
Exhibit 10.  Documentation for Accretion of Duties

	Old Position





New Position

Title, Series, Grade




Title, Series, Grade

	Briefly list the additional duties and responsibilities which form the basis for the upgrade:

Describe the circumstances which led to the assignment of additional duties and responsibilities to this position:



	Signature of Supervisor:                                                                                      Date:

	Describe duties that justify the higher grade:

Position audit results indicate higher level duties performed

                                                                                                                            Date of Audit


	()

appro.box
	Staffing and Classification Determination

	Competition



	
	Incumbered position upgraded without significant change in duties and responsibilities because of classification error or new or revised standards.

	Not Required

	
	Incumbered position reconstituted into a successor position with clearly and solely identifiable duties of former, the incumbent will continue to perform the work assigned and described by the previous position, and there are no other employees serving in similar or identical positions to whom the duties could have been assigned.
	Not Required

	
	Incumbered position reconstituted into a successor position and the position is not a clear successor or there are other employees in identical positions to whom the duties could have been assigned.

	Required



Classifier







Date


Staffing 






              Date
