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OFFICIAL PERSONNEL FOLDERS (OPFS) 

1.  Purpose. To establish procedures for custody of an Official Personnel Folder (OPF) and requesting information from OPF’s.

2.  Background. The OPF is the file that contains records covering an individual's employment history.  OPF’s will reside at the Human Resources Service Center, Southeast (HRSC-SE).  Documents are filed in the OPF in accordance with federal regulations.  Requests for information will be handled in accordance with Freedom of Information Act and Privacy Act Regulations.  Information from the OPF is available from several sources. The Department of Navy has an integrated database that serves as an electronic personnel data record.  This application will display a wide range of individual employee data and provide standard reports.  Data elements available include most information contained in the OPF such as basic payroll information, salary, leave balance, work schedule, premium pay and costs, training history, benefits (health, life, TSP), awards, and education.  Designated managers and administrative personnel have access to this data.  Access to information via this system can reduce or practically eliminate the necessity to request the actual OPF.

3.  Responsibilities.  Access to and control of OPFs will be as

follows:


a. Management/Employee: Managers and employees should ensure that the data needed from an OPF is not readily available via other alternative means (electronic data systems, internal files, etc.) before submitting a request to the HRSC-SE for information.  If the information is not available, the requester should complete enclosure (1) and submit it to the HRSC-SE.  The request must describe specifically what is needed.  This form is also available at www.hrojax.navy.mil/forms/rqstopf.doc.


b. HRSC-SE:



1. OPF Document Search - If a specific document or information is needed from an employee's OPF, a member of the HRSC-SE staff will access the OPF and provide the requested information.  Information from the OPF will normally be provided within 3 working days of the request via fax or mail according to employee instructions.
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2. OPF request - The activity or employee may request to review an OPF by sending enclosure (1) to the HRSC-SE.  The OPF will normally be mailed within three working days to the appropriate HRO Jacksonville Office for review by the employee.  OPFs will be viewed in the HRO Office.


c. HRO Jacksonville: The HRO will sign a receipt for delivery of the OPFs and accept full responsibility for the security of the folder until it is returned to the HRSC-SE.  The OPF should be returned to the HRSC-SE within 3-5 working days unless arrangements are made to keep it longer.  When OPFs arrive the HRO will notify the requester and set a time for review.


[image: image2.wmf]OPFRF.2.doc


Click on this link to view Encl (1)
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PREPARATION AND SUBMISSION OF REQUEST FOR PERSONNEL ACTION (RPA)
1.  Purpose. To establish procedures for documenting and submitting a Request for Personnel Action (RPA) via the automated system to the HRSC-SE, via the HRO.

2.  Background.  The RPA is used to initiate action concerning an employee, a position, or both. It is also used to officially report the death of an employee.  The automated system will be used to electronically transmit a RPA from management to the HRSC-SE, via the HRO. The RPA and detailed instructions for preparing an RPA are provided by accessing the Persaction Submission Guide at www.hrojax.navy.mil/forms/submission%20pkg.doc.  Enclosure (1) is a recruitment checklist which can be accessed at the HRO JAX website under FORMS or by clicking on this direct link: http://www.hrojax.navy.mil/forms/RECRUITMENT%20CHECKLIST.doc.

3.
Responsibilities. The RPA is submitted by management to the HRSC-SE via the HRO.  Awards are forwarded directly to HRSC-SE.  The following responsibilities are:


a. Management:



(1) Activities will prepare the RPA and submit it to the HRO.  The submission guide contains instructions for completing the required information on the RPA.  When lack of connectivity prohibits receipt of the RPA via the automated system, individual site manager policy will determine how the action will be transmitted to the HRSC-SE.



(2) If the purpose of the RPA is to recruit for a vacancy, the applicable information listed in enclosure (1) must be provided in the NOTES section of the RPA.  This ensures the HRSC-SE has the information necessary to fill the vacancy.  



(3) Print and distribute Notification of Personnel Action (NPA) forms to employees upon receipt from HRSC-SE in accordance with local policy.



(4) Print resignation/retirement RPA, have the employee sign, and forward the printed RPA to the HRSC-SE, via the HRO.
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b. HRO:



(1) Review RPA as submitted by management.  Transmit completed RPA to HRSC-SE via the automated system with required attachments.  When attachments are not available through electronic means, annotate the associated RPA request number on the document and forward it to HRSC-SE.

         (2) Forward signed resignation/retirement RPA to HRSC-SE.

    (3) Provide advice and assistance in the completion of the RPA and required attachments and/or documentation.

c.
Employee:
         (1) For employee initiated action such as resignation, retirement, request for leave without pay (LWOP), name change, etc., ensure applicable documentation is provided.

         (2) Provide a forwarding address for resignations, retirements, or leave without pay actions.


[image: image4.wmf]RECRUITMENT 
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Click on this link to view Encl (1)
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MISCELLANEOUS PERSONNEL ACTIONS 

1.  Purpose.  To establish procedures for the processing of RPAs and related information for the following types of personnel actions: Time Limited Promotion/Change to Lower Grade from Time Limited Promotion, Detail, Leave Without Pay/Return to Duty (LWOP/RTD), Resignation, Expiration/Extension of Time Limited Appointment, Name Change, Change in Work Schedule, Change in Duty Station, Suspension, Letter of Reprimand, Removal or Termination, and Denial of Within Grade Increase.

2.  Responsibilities.
a. Management:
(1) Time Limited Promotion/Change to Lower Grade

(CLG) from Time-Limited Promotion. When a Request for Personnel Action (RPA) is submitted for a time-limited promotion, verify whether competitive or non-competitive procedures will apply.  If non-competitive procedures apply, complete a Notice of Time Limited Promotion, enclosure (1), and obtain the employee's signature, annotate the RPA request number on the document and forward it to the HRO.  See article 12335.1.

          (2) Details. An employee may be detailed to a different position or set of duties at the same grade level, a higher grade level, or a lower grade level.  If the detail is to unclassified duties, electronically attach a statement of the duties to the RPA.  For Managing to Payroll activities with delegated classification authority, the notes of the request should indicate if the employee is being assigned higher level duties.  Any detail of 30 days or less need not be officially documented nor will the HRSC-SE process it
.  For specific information on processing details refer to article 12300.

          (3) Leave Without Pay (LWOP)/Return to Duty (RTD).

Prepare an RPA for an employee when LWOP of 80 or more hours is granted because of an on-the-job injury, or when LWOP is scheduled to last more than 30 days.

          (4) Resignation. The activity will obtain all necessary documentation for resignations prior to submitting the RPA.  A resignation RPA will be completed by the employee clearly indicating the following: (a) Social Security # on Part B; (b) statement regarding reason for resignation on Part E, 
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date signed and forwarding address.  Since the employee cannot sign the electronic RPA, available options are to print the RPA for signature or use some other document, such as a memorandum for the record to document the request from the person contacted.  When submitting additional information that cannot be submitted electronically, annotate the RPA request number on the document and forward to the HRO.

          (5) Expiration/Extension of a Time-Limited Appointment.  Expiration of a time-limited appointment is automatically system generated unless an RPA extension is received in the HRSC-SE five working days prior to the effective date.

          (6) Name Change. When a Name Change request is received, ensure that the appropriate documentation (e.g., new Social Security Card and Marriage License or Divorce Decree, etc.) is submitted with the RPA.  When submitting additional information that cannot be submitted electronically, annotate the RPA request number on the document and forward to the HRO.

          (7) Change in Work Schedule. Ensure that the appropriate documentation is annotated on the RPA.  For employees who are changing to a part-time or intermittent work schedule or who are part-time and are changing the number of hours worked, indicate the new number of work hours per pay period that the employee will work.  For part-time work schedules, indicate the actual days and hours the employee will work in the remarks section (Part D) of the RPA.

          (8) Change in Duty Station. Ensure that the RPA is 

annotated with the employee's new duty station location code.

          (9) Suspension. Prepare an RPA.  Provide a copy of the Suspension Letter to the HRO.

          (10) Letter of Reprimand. Provide a copy of the Letter of Reprimand to the HRO.  The HRO will forward the letter to the HRSC-SE for filing in the OPF.

          (11) Removal or Termination. Prepare an RPA and provide a copy of the letter of removal or termination to the HRO.  If the OPF needs to be retained after separation, notify HRO.
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          (12) Denial of Within Grade Increase (WGI).  The HRO

will, upon receipt of the RPA request, enter the Nature of Action Code, the Authority Code, and any appropriate remark codes related to the denial of the WGI.  The RPA must be forwarded to the HRSC-SE at least 15 calendar days before the effective date of the WGI.

b. HRO: The HRO will provide advice to management as needed on the requirements associated with processing miscellaneous personnel actions, including the preparation of all pertinent documentation on the above actions, and forward to the HRSC-SE for processing.

c. HRSC-SE:  Process RPA’s documenting the requested action from management.  Consumate RPAs and forward Notification of Personnel Action forms for distribution to employees.
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DETAILS

1.  References.  CPI 300.8, CPI 335

2.  Policy. 

   a.  Managers may use a detail to meet a temporary need generated by an abnormal workload, special projects, change in mission or organization, or unanticipated absences.  Additionally, details can allow employees an opportunity to try new work experiences.  These experiences not only enhance an employee's qualifications and opportunities for promotion, but also allows managers an opportunity to increase the skills which may be needed to meet future mission requirements. Details also provide the opportunity to improve and balance the representation of minorities, women, and handicapped individuals in all job categories.

   b.  Except for an emergency detail of 30 days or less, an employee may not be detailed within 90 days of receiving a competitive appointment from an Office of Personnel Management register (this will normally be the employee's first career-conditional appointment to the government). 

   c.  Temporary employees may be detailed to another position if the position meets the criteria for temporary employment. Details of temporary employees are subject to the same time limits and documentation as details of permanent employees.

3.  Definition.  A detail is the temporary assignment of an employee to a different position or set of duties for a specified period of time.  No change in base pay occurs and the employee returns to his/her regularly assigned duties at the conclusion of the detail.

4.  Responsibilities.
   a. Management:

      (1) MTP Activities:

         (a) Complete the RPA and forward to HRSC-SE via the automated system. For unclassified duties, management must write a brief description of the duties to be performed and certify that the duties are not higher grade level duties.
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        (b) Satisfy union contract requirements.

      (2) Non-MTP Activities:

         (a) Complete the RPA and forward to HRSC-SE via the automated system.  For unclassified duties, management must write a brief description of the duties to be performed and certify that the duties are not higher grade level duties.

         (b) Satisfy union requirements

   b. HRO:

      (1) Review duties to be performed.

      (2) Advise management as necessary

      (3) Forward RPA to HRSC-SE for processing.

   c.  HRSC-SE:

      (1) Process RPA and file in OPF.

5.  Documentation. Documentation and competitive requirements vary with each situation.

   a.  Details of 120 days or more to the same or lower grade or to unclassified duties require that a Request for Personnel Action (RPA) be forwarded to the HRSC SE.  The effective date is the date the employee was assigned to the detailed position.  A new RPA must be submitted for each extension of 120 days.  The RPA will be filed in the employee's Official Personnel Folder and a copy provided to the employee. For details to unclassified duties in excess of 120 days, management officials are required to prepare a brief task list or paragraph describing the duties associated with the detail and submit the list with the RPA. 

   b.  A detail of 30-119 days to a higher grade or to a position with more promotion potential requires that an RPA be forwarded to the HRSC SE.  If the detail will last 120 days or more, the detail must be competitive and the RPA should request advertisement. 
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   c.  Details of less than 30 days do not require documentation.

d.  For details to unclassified duties in excess of 120 days management officials are required to prepare a brief task list or paragraph describing the duties associated with the detail, and should submit the list of duties with the RPA. 

5. Detail Chart.  The following chart depicts options of length of details, the documentation required, and the requirement for competitive procedures.
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DETAIL CHART










   COMPETITIVE











    PROCEDURES

DETAIL TO:               DOCUMENTATION            REQUIRED   

___________________________________________________________

Lower grade, same grade or unclassified duties

Less than 120 days             NO                     NO

120 days or more,

consecutive 120-day

increments up to one year      YES (RPA)              NO

Higher grade or position with more promotion potential

30 days or less                NO                     NO

31 - 120 days                  YES (RPA)              NO

In excess of 120 days,

consecutive 120-day

increments up to 1 year        YES (NPA)              YES

Details in an organization undergoing a contracting-out study or closure may be extended for up to two years.
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NOTE:  Many negotiated agreements require that an employee be temporarily promoted if he/she is assigned, for a period in excess of 30 calendar days, to unit positions classified at a grade level higher than his/her regular position.  Check your negotiated agreement and contact your Staffing Specialist if you have questions.










    12307

VETERANS READJUSTMENT APPOINTMENT (VRA) 

1.  References.  5 CFR 307, CPI 307

2.  Purpose.  Federal agencies have the responsibility to provide maximum employment and job advancement opportunities to eligible veterans of the Vietnam era and the post-Vietnam era who are qualified for such employment and advancement.

3.  Policy.  Department of the Navy activities will utilize the VRA authority to provide employment opportunities to eligible veterans.  These appointments should be made in support of the Navy's overall mission and in support of its total EEO program.

4.  Definitions.

a. Vietnam Era.  The period beginning August 5, 1964 and

ending May 7, 1975.

b.  Veteran.  The meaning is given in section 4211(2)(A),

(3) and (4) of Title 38, United States Code.

c.  Post Vietnam-Era Veteran.  An eligible veteran who

first became a member of the Armed Forces or first entered non-active duty as a member of the Armed Forces after May 7, 1975.

d.  Veterans Readjustment Appointment (VRA).  An excepted

appointment to a position otherwise in the competitive service of eligible veterans of the Vietnam era and the post-Vietnam era.  Eligibility for a VRA appointment normally expires ten years after discharge from active duty; however, for veterans with 30% or more service-connected disability, there is no time limit.

5.  Responsibilities.

a.  Management.  Responsible for providing opportunities to

veterans for employment in support of this program.  Examples include:

   (1) Expanded areas of consideration; 

   (2) Job restructuring where feasible; or 
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   (3) Other actions deemed appropriate in support of this

program.

b.  HRO.  Provide administrative and technical support to

management officials in support of the VRA program.  

     c.  HRSC-SE.  Administer VRA recruitment actions, develop training plans when necessary, provide assistance in job restructuring and provide reports.
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EMPLOYMENT OF RELATIVES 

1.  References.  5 CFR 310

2.  Purpose.  To provide information concerning restrictions on

the employment of relatives.

3.  Policy.  In addition to the restrictions in paragraph 4, it is recommended that each activity adopt a policy that relatives not be allowed to work in any superior-subordinate relationship or the same organizational unit or element except in rare or unusual circumstances.

4.  Definitions.

   a.  Relative - father, mother, son, daughter, brother,

sister, uncle, aunt, first cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-sister.

   b.  Public Official - an officer, a member of the

uniformed services, an employee, and any other individual in

whom is vested or delegated the authority by law, rule, or regulation, to appoint, employ, promote, or advance individuals, or to recommend individuals for appointment, employment, promotion, or advancement.

   c.  Chain of Command - the line of supervisory authority

that runs from a public official to the head of his or her agency.

5.  Restrictions.

   a.  Public officials shall not advocate their relatives for appointment, employment, promotion, or advancement to a position in their agency or in an agency over which they exercise jurisdiction or control.

   b.  Public officials shall not appoint, employ, promote, or

advance to a position in their agency or in an agency over

which they exercise jurisdiction or control: (1) One of their relatives; or (2) The relative of a public official of their agency, or of a public official who exercises jurisdiction or control over their agency, if the public official has advocated
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the appointment, employment, promotion, or advancement of that relative.

   c.  For the purpose of this section, a public official who

recommends a relative, or refers a relative for consideration by

a public official standing lower in the chain of command, for

appointment, employment, promotion, or advancement is deemed to

have advocated the appointment, employment, promotion, or

advancement of the relative.

6.  Exceptions.  This section does not prohibit the appointment

in the competitive service of a preference eligible if (1) his or her name is within reach for selection from an appropriate

certificate of eligibles and (2) an alternative selection cannot

be made from the certificate without passing over the preference

eligible and selecting an individual who is not a preference

eligible.  Exceptions can also be granted to meet urgent needs

resulting from an emergency posing an immediate threat to life or property, or a national emergency as defined in 5 CFR

230.402(a)(1).

7.  Remedies and Penalties.
   
a. Termination of Payments. An individual appointed,

employed, promoted, or advanced in violation of this section is

not entitled to pay and money may not be paid.

   
b. Recovery of Funds.  Payments in violation of this section are subject to recovery.

   
c. Disciplinary Remedies and Legal Penalties. Public

Officials that violate the law and regulations governing

employment of relatives are subject to administrative remedies

and legal penalties.

8.  Records. Activities should document all situations where

superior-subordinate relationships of relatives exist and

rationale supporting why other options such as reassignment of

one or the other could not be effected.
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PLACEMENT ASSISTANCE PROGRAMS

1.  References. 5 CFR 330, DOD Manual 1400.20-1-M

2.  Purpose. To define policy and outline responsibilities in the operation of mandatory placement programs including the Interagency Career Transition Assistance Plan (ICTAP), the Reemployment Priority List (RPL), and the Department of Defense (DOD) Program for Stability of Civilian Employment.

3.  Background. The filling of vacancies may be subject to requirements of Federal or DOD mandated placement assistance programs.

     a. The ICTAP and RPL are Federal programs.  ICTAP requires that well-qualified, displaced applicants from non-DOD agencies in the commuting area be afforded selection priority in certain instances.  The RPL requires those qualified, separated DOD employees in the commuting area of a vacancy be given consideration and restricts filling of a position from sources outside DOD.    

     b.  The DOD Program for Stability of Civilian Employment is part of the Civilian Assistance and Reemployment (CARE) Program and serves as the primary placement tool for displaced DOD employees. It consists of a number of different programs designed to enhance the placement of DOD employees or their spouses who are affected by base closures, reorganizations, downsizing, relocations, etc.  These programs are administered via the Automated Stopper and Referral System (ASARS).

 c.  Accurate and timely handling of eligibles in these programs is essential to maximize employee placement opportunities and to meet management needs in downsizing or filling of positions.
4.  Responsibilities.

     a. Activity Heads: Responsible for ensuring that managers, supervisors, and staff officials comply with the policies and procedures of these programs.

     b. HRO.  Responsible for ensuring Activity Heads and key managers are kept informed of and comply with program requirements.
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     c. HRSC-SE.  Responsible for maintenance of the RPL and administration of the ASARS system for the PPP. 

5.  Documentation/Record Keeping.  The HRSC-SE will maintain a record of each ICTAP, RPL and PPP action in accordance with OPM, DOD and Navy policy.
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PRIORITY PLACEMENT PROGRAM (PPP)

1.  Reference.  DOD Manual 1400.20-1-M

2.  Purpose.  The policy of the Department of Defense (DOD) is to promote stability of employment for civilian employees affected by changing manpower requirements and to provide maximum opportunity for placement in other DOD positions.  Consistent with this policy, the DOD administers the Priority Placement Program (PPP) to minimize adverse effects on employees caused by actions required for the effective management of the DOD such as, but not limited to, reductions-in-force, base closures, consolidations, contracting out, position classification decisions, rotation from overseas and transfer-of-function.

3.  Policy.  Department of the Navy activities will support the

DOD Priority Placement Program and ensure that all managers,

supervisors, and staff officials comply with the policies and

procedures of this program.  

4.  Responsibilities.

    a. Management:

      (1) Prepare and distribute an Activity Statement of

Priority Placement Program support upon change of command, enclosure (1).

      (2) Review and select in priority order from PPP resumes

forwarded by the HRO.

    b. HRO:

      (1) Keep management advised of all requirements and

policies affecting personnel actions that are subject to mandatory placement programs (PPP, RPL and ICTAP).

      (2) Notify HRSC-SE when former employees returning from Workers Compensation are to be placed on the RPL.  Activities managing their own programs notify HRO.

      (3) Assist HRSC-SE in maintaining repromotion eligible

lists as needed.  Coordinate referrals to management when required.
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      (4) Forward Requests for Personnel Action (RPA) to HRSC-

SE citing any valid exception to mandatory placement procedures, as appropriate.

      (5) Upon receipt of multiple PPP resumes from HRSC-SE

for covered personnel requests, assist/advise management to identify the order of offers.  Notify HRSC-SE of management's decisions.

      (6) Provide documentation as necessary to facilitate

HRSC-SE's PPP qualification determinations and/or to support qualification disputes, when appropriate.

      (7) Refer employees eligible for mandatory Automated Stopper and Referral System (ASARS) registration to HRSC-SE for counseling and registration.

     (8) Refer military spouses seeking ASARS registration to

HRSC-SE for counseling and registration.

      (9) Advise management regarding eligibility for early

PPP registration when the activity plans to undergo a Reduction-in-Force or Transfer-of-Function.  Obtain required authorization from the Activity Head and forward to HRSC-SE RIF team for action.

     (10) For requests that involve Expanded Voluntary

Separation Incentive Pay (VSIP) registrations more than 120 days prior to expected separation(s), assist management with drafting the appropriate request for early registration.  Forward request to HRSC-SE for appropriate action.

     (11) Assist activities in preparing a statement of PPP

support upon change of command and forward to HRSC-SE for retention.

    c. HRSC-SE:

      (1) Register individuals and execute outplacement

program requirements.

      (2) Maintain official records regarding subject

programs.
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      (3) Notify the HRO of all tentative matches, confirmed

matches, and employees found eligible for VSIP registration.

    d. Employee:

      (1) Provide updated application and requested

documentation to the HRSC-SE for registration into these outplacement programs.

      (2) Reply to an offer under the PPP within 48 hours.

ACTIVITY LETTER HEAD

12330.1

From: Commanding Officer, (Naval Activity)

To:   All Activity Managers and Supervisors

Subj: POLICY STATEMENT ON DOD PROGRAM FOR STABILITY OF CIVILIAN 

      EMPLOYMENT

Ref:  (a) PPP Operations Manual

1.  The DOD Priority Placement Program (PPP) for Stability of Civilian Employment provides the primary avenue for placement of DOD employees affected by base closure, reduction-in-force, and transfers of function outside the commuting area; employees completing overseas tours; and employees on grade retention.

2.  The program seeks to provide stability in civilian employment and simultaneously offers a prime recruiting source for available vacancies.  Referrals from the system are registrants who satisfy qualification requirements for the particular position to be filled.

3.  This activity, along with other Navy activities serviced by the HRO Jacksonville, has established a commendable record of selection, placement, and the smooth assimilation of program registrants into the workforce.

4.  The policies and objectives of the DOD Priority Placement Program, as set forth in reference (a), have my personal support and commitment.  I expect all supervisors and managers involved in the personnel selection process, as well as those employees involved in its administration, to support the program, as fully and as positively in the future, as they have in the past.

                               I. M. SKIPPER

Copy to:

Director, HRO Jacksonville








Encl (1) 12330.1
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VOLUNTARY SEPARATION INCENTIVE PAY (VSIP)

1.  Reference.  DOD Civilian Personnel Manual, Chapter 16

2.  Purpose.  Voluntary Separation Incentive Pay (VSIP) is 

offered to encourage civilian employees to separate voluntarily

from the Federal government thereby creating a vacancy for a

Department of Defense employee scheduled for separation. 

Employees have no entitlement to VSIP.  DOD currently has

Voluntary Early Retirement Authority (VERA) approved for use with this program.  The VSIP program is in effect until further

notice.

3.  Policy.  All activities serviced by the Human Resources Office Jacksonville are participating in the VSIP Program.  The VSIP Program will be administered by activity, HRO Jacksonville and HRSC-SE officials in a fair and equitable manner.

4.  Responsibilities.
   a. Activity Heads.  Ensure their activities participate in the VSIP program as mandated by DOD.  Responsible for implementation of program policies to ensure the program is administered in a fair and equitable manner.

   b. Managers and Supervisors.  Maintain accurate position descriptions, review resumes on Priority Placement Program (PPP) registrants in a timely manner, and ensure fair and equitable VSIP actions are taken for their activities.

   c. HRO.  Provides program oversight, information and guidance to management officials and employees.  Assists the HRSC-SE in accomplishing VSIP matches.

   d. HRSC-SE.  Administers the VSIP program for serviced activities to include: 

      (1) Maintaining a master listing of all employees volunteering for the VSIP program. 

      (2) Querying the Priority Placement Program (PPP) for a match. 

      (3) Receiving resumes of PPP registrants and reviewing 

qualifications with management officials.  Concurrently notifying employee of VSIP match; employee has four calendar days from the date notified to file a VSIP application.
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      (4) Obtaining a VSIP application from employees authorizing the HRSC-SE to offer the employee's position to the PPP registrant.

      (5) Contacting the PPP registrant's servicing personnel office to offer the position.

      (6) Notifying the employee if the VSIP match was successful or not.

      (7) Negotiating release dates for the PPP registrant to report for duty.

      (8) Notifying appropriate officials of action taken and

completing paperwork.

      (9) Computing VSIP payment to be received by employee.

      (10) Obtaining funds cite for VSIP payments from losing activity.

   e. Employee.  File a VSIP application within four days from the date notified.

5.  Documentation/Record Keeping.  The HRSC-SE maintains records and documentation on the VSIP program.
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MERIT PROMOTION

1.  References.  5 CFR 335, CPI 335, 5 CFR 300, 5 CFR 310, 5 CFR 308

2.  Purpose.  To provide guidance for promotion and internal

placement of civilian employees through the Merit Promotion

Program.

3.  Coverage.  This instruction covers Navy activities serviced by HRO JAX except those activities that elect to issue their own internal policy.  Provisions of collective bargaining agreements must be followed in effecting actions under the Merit Promotion Program.  

   a. The following are subject to the Merit Promotion Program:

      (1) Promotion to a higher grade level (based on comparison of representative rates) than that held or previously held on a

permanent basis.

      (2) Temporary promotion of more than 120 days and detail in excess of 120 days to a higher grade or to a position with

promotion potential (or a cumulative 120 days of details and/or

temporary promotions in a 12-month period).

      (3) Time Limited Promotion up to five years.

      (4) Transfer to a higher grade position.

      (5) Reinstatement to a permanent or temporary position at a grade higher than that last held on a permanent basis in the 

competitive service.

      (6) Reassignment, demotion, or transfer to a position with 

higher promotion potential than that held or previously held on a permanent basis.

      (7) Selection for training which is part of an authorized

training agreement, part of a promotion program, or required 

before an employee may be considered for a position.

   b. The following are exceptions to the Merit Promotion Program:

      (1) Promotion resulting from the upgrading of a position

without significant change in duties due to issuance of a new








  
  12335

classification standard or correction of a classification error.
      

      (2) Position change permitted by reduction-in-force regulations.

      (3) Career-ladder promotion without current competition when an employee was previously selected from a civil service register or under competitive promotion procedures when the fact that the position had promotion potential was made known to all

candidates.  Professional and Administrative Career positions are career-ladder positions, along with other positions designated by activities.

      (4) Promotion resulting from an employee's position being

upgraded because of additional duties and responsibilities when:

         (a) The major duties of the old position are absorbed

into the new position and the former position is canceled;

         (b) The new position has no known promotion potential;

and

         (c) The additional duties do not result in 

reclassification of another encumbered position to a lower grade.

      (5) Career-ladder promotion following noncompetitive

conversion of a cooperative education student in accordance with

the provisions of the cooperative agreement.

      (6) Promotion, demotion, reassignment, or transfer to a

position having no higher promotion potential than that held or

previously held on a permanent basis in the competitive service

(except when demoted for cause).

      (7) Temporary promotion or detail to a higher grade position, or one with known promotion potential, for not more than 120 days.

      (8) Temporary promotion or detail for more than 120 days to a grade level previously held on a permanent basis (except when the employee was demoted from that grade for cause).

      (9) Repromotion of a current Federal employee in the

competitive service to a grade (or equivalent level in another

pay system or intervening grade) previously held on a permanent
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basis in the competitive service, except when demoted from that

grade for cause.

      (10) Promotion of a candidate who was not given proper consideration in a previous Merit Promotion action.

4.  Policy.  Promotions will be based on fair and open competition and selections will be made based upon merit factors without regard to race, national origin, age, sex, marital status, ethnic group, non-disqualifying physical handicap,  nepotism, personal relationships, or favoritism.  The Merit Promotion Program is but one means of filling vacancies.  Any staffing source may be used concurrently with or in lieu of this program.

5.  Definitions.
   a.  Promotion.  Assignment to a higher grade level (based on

comparison of representative rates) than that held or previously

held on a permanent basis.

   b.  Reassignment.  Assignment to a position with the same

representative rate as the employee's existing pay plan and 

grade.

   c.  Demotion.  Assignment to a position with a representative

rate lower than the employee's existing pay plan and grade.

   d.  Reinstatement.  Reemployment of a former career/career-conditional employee in the competitive service.

   e.  Non-Competitive Eligibles.  Those applicants not required

by law or regulation to compete for a vacancy, e.g., Veterans

Readjustment Appointment Eligibles, 30% Compensable Disabled Veterans,

Executive Order Eligibles, Handicapped Eligibles, applicants

having attained the same grade level or equivalent on a non-temporary basis.

   f.  Priority Consideration Eligibles.  Individuals who are

entitled to consideration as a result of a legal, regulatory,

procedural, or collective bargaining agreement provision.

   g.  Area of Consideration.  The geographic and/or

organizational area from which applicants are being sought to fill a job.  
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   h.  Certificate.  A referral listing of eligible candidates.

6.  Responsibilities.
   a.  Management Officials.  Managers and supervisors are responsible for ensuring the success of the Navy's Merit Promotion Program in meeting its goals, both in terms of high quality employee selections and Equal Employment Opportunity.  
Managers must ensure that areas of consideration are broad enough to allow for competition, and that selections are based on meaningful, job-related criteria.  If a relative of a selecting official applies for a vacancy, nepotism provisions apply and assistance should be sought from the servicing personnel specialist.

   b.  HRO.  The Director and staff of HRO provide advice and assistance to managers regarding the administration of activity 
Merit Promotion Programs.  Additionally, HRO/HRSC-SE provide program oversight and effect mandatory placements where applicable. HRO Jacksonville Offices will maintain documentation for MIC actions.

   c. HRSC-SE.  The HRSC-SE maintains records to allow for reconstruction of Merit Promotion actions in accordance with 5 CFR 335, Department of Defense and Navy policy. The HRSC-SE will provide reports regarding the Merit Promotion Programs for the activities serviced as requested.  The HRSC-SE will announce job, receive applications and issue certificates.

7.  Prior Consideration.  Individuals who are entitled to

consideration as a result of a legal, regulatory, procedural or

collective bargaining agreement provision will be referred before other competitive or noncompetitive actions are taken to fill the position.  Such individuals will be referred in the following order:

   a.  Individuals entitled to priority consideration or similar

remedy as a result of a legal, regulatory, or statutory right.

   b.  Employees on retained grade/pay.

   c.  Individuals who were granted prior consideration because

they did not receive proper consideration for promotion due to a

procedural, regulatory, or program violation.  Prior

consideration is granted for the next substantially similar

vacancy occurring in an activity serviced by HRO Jacksonville.  To be substantially similar:
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       (1) the position must be in the same pay plan and

occupational series; 


(2) the position must have no higher promotion potential than the position for which consideration is

missed; and 


(3) the applicant would be included in the area of

consideration to be used in announcing the vacancy.  This

consideration is given for one year from the date granted.

   d.  Priority Placement Program registrants in priority

categories of 1, 2, and 3.

8.  Administration.  When Merit Promotion procedures are utilized, the following guidelines will be followed.

   a.  Vacancies may be filled through the use of an automated referral system, published vacancy announcements, or through Management Identification of Candidates (MIC).  The area of consideration should be broad enough to provide for a sufficient number of well-qualified candidates. This can range from a Division of a Department within an activity to Appointable Applicants Worldwide.  When the AOC is small enough that all candidates in the AOC may be evaluated and considered for the  position without formal advertising, the use of MIC procedures may be utilized. 

NOTE: Regardless of the area of consideration specified in an announcement, resumes will be accepted from appointable spouses of relocating active duty military members and DOD civilian employees during the period beginning 30 days prior to and six months following their sponsor's relocation to the

commuting area where the vacancy is located.

   b.  When MIC procedures are to be used, activities must (1) provide the servicing HRO Specialist with advance written notification of the MIC action; and (2) develop procedures to 

document the evaluation and consideration process to be used.  This will allow HRO officials to conduct a cursory review of the proposed action to ensure program compliance.  If the MIC action proceeds, the activity submits a MIC recruitment RPA to the HRSC-SE to access the DOD Priority Placement Program (PPP) in a timely manner.  Failure to provide advance written notification can result in a requirement to reconstruct the MIC action and delay filling of the vacancy.
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   c.  Resumes are required when applying for vacancies advertised under this program.  For bargaining unit positions only, the provisions of any negotiated agreements must be followed.  Applicants must ensure they provide the information required in the announcement or they may lose consideration.

   d.  When applicable, deadlines for submitting resumes will be specified on the vacancy announcement, e.g. Must be received by the HRSC-SE by the closing date specified on the announcement; OR Must be postmarked by the closing date on the announcement; OR Must be received two days prior to issuance of an automated referral listing.  Resumes received in government-franked envelopes will not receive consideration.  Electronic submission of resumes is acceptable and encouraged.  Resumes received under this program are retained for audit purposes.

   e. Candidates who are on approved leave or official travel for at least half of the workdays during which a vacancy is being filled may submit a delayed resume within three workdays after returning to work, providing a selection has not been made.  A copy of the candidates approved leave request or travel orders documenting their absence must be submitted with their 

resume.  The rating, certification, and selection process will not be delayed to allow for receipt of late resumes.

   f.  Qualification standards prescribed by the Office of

Personnel Management and activity evaluation criteria will be

used to evaluate applicants' qualifications.  All qualification

and eligibility requirements, including time-in-grade, must be

met by either: (1) the closing date of the announcement when used; OR (2) the date of issuance of an automated referral 

listing.  For open-continuous announcements, qualifications must be met at the time of filing.

   g.  Candidates will be evaluated against job-related criteria.  Evaluation may be conducted by either a personnel 

specialist, a subject-matter expert, a rating panel, or automated processes. 

   h.  An appropriate number of qualified promotion-eligible candidates will be certified to selecting officials on a certificate.  Non-competitive eligibles may be referred at any time in the recruitment process.  Merit Promotion referral listings are valid for 6 months from the date of issuance and may be used to fill similar vacancies during that period.  If interviews or selection panels are to be conducted, assistance may be obtained from the servicing personnel specialist.
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   i.  Employees selected for promotion should be released at the end of the pay period following the one in which they are selected or within 30 days of selection.
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TEMPORARY PROMOTION

1.  Reference. 5 CFR Part 335

2.  Purpose.   Managers may use temporary promotions to meet temporary needs generated by an abnormal workload, special projects, change in mission or organization, or unanticipated absences.  Temporary promotions can allow employees an opportunity to try new work experiences in a related career field or in a supervisory position.  These experiences not only enhance an employee's qualifications and opportunities for promotion, but also allow managers an opportunity to increase the skills needed to meet future mission requirements and to improve the representation of minorities, women, and handicapped individuals in all job categories.

3.  Policy. 

    a.  Employees assigned to perform higher level duties for more than thirty days will be either detailed or temporarily promoted, as appropriate, or as specified in a collective bargaining agreement.  Temporary promotions should be rotated among qualified employees where practical.

    b.  Employees must be given written notice of the conditions of the time-limited promotion, including the time limit of the promotion; the reason for a time limit;  the requirement for competition for promotion beyond 120 days, where applicable; and that the employee may be returned at any time to the position from which temporarily promoted, or to a different position of equivalent grade and pay.

4.  Definition.  A temporary promotion is the temporary assignment of an employee to a higher graded position with pay for a specified period.  The employee returns to his/her regularly assigned position at the conclusion of the temporary promotion.

5.  Responsibilities.
     a.  Managers and Supervisors.  Assign work, including effecting and terminating temporary promotions.  They also have responsibility for complying with negotiated agreement provisions concerning temporary promotions and ensuring fair and equitable distribution of temporary promotions.  Managers and 
supervisors are to submit a RPA in a timely manner to ensure 
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that appropriate processes can be completed prior to effecting any temporary promotions.

     b.  HRO.  Provide advice and assistance to managers regarding temporary promotions.

     c. HRSC-SE.  Ensure that employees meet all legal and regulatory requirements for the temporary promotion. Process RPAs in a timely manner to effect the action.

6.  Restrictions and Time Limits.
     a.  Time After Competitive Appointment.  Except for emergency situations, an employee may not be temporarily promoted to a different position for at least 90 days after a competitive appointment from an Office of Personnel Management register (this will normally be the employee's first career-conditional appointment to the government).

     b.  Noncompetitive Temporary Promotions.  Limited to 120 days or less during any twelve month period.

     c.  Competitive Temporary Promotions.  Temporary promotions scheduled for more than 120 days will normally be filled through competitive procedures.  Employees eligible for noncompetitive promotion to the higher grade can be temporarily promoted without using competitive procedures.

7.  Documentation.  The Request for Personnel Action (RPA) will be used to effect temporary promotions.
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COMPETENCY FOR DUTY EXAMINATIONS

1.  References. 5 CFR 339, CPI 752

2.  Purpose. To establish procedures for handling situations involving employees who report to work under the influence of alcohol or other drugs, or are not mentally or emotionally competent to perform the duties of their position. 

3.  Definitions. 

    a.  Medical standard. A written description of the medical requirements for a particular occupation based on a determination that a certain level of fitness or health status is required for successful performance. 

    b.  Physical requirement. A written description of job-related physical abilities normally considered essential for successful performance in a specific position. 

    c.  Physician. Licensed doctor of medicine or doctor of osteopathy, or a physician who is serving on active duty in the uniformed services and is designated by the uniformed services to conduct examinations. 

    d.  Practitioner. A person providing health services who is not a medical doctor, but is certified by a national organization and licensed by a state to provide the service in question. 

4.  Policy.  Competency for duty examinations will be offered or ordered, as appropriate, when an employee is apparently under the influence of alcohol or other drugs, or is not mentally or emotionally competent to perform the duties of his/her position. Such examination is different from a fitness for duty examination in that a competency for duty examination results from temporary, short-term incapacitation. 

5.  Procedures

    a.  Management Responsibilities

       (1) Summon another supervisor or responsible employee to witness the behavior, physical appearance, and response to 

questions and/or instructions of an employee who is suspected to be under the influence of alcohol or drugs while on the job. 
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       (2) Complete enclosure (1) and give it to the employee if the employee occupies a position having physical or medical requirements. If the employee does not occupy a position having physical or medical requirements, complete enclosure (2) and give it to the employee. If possible, contact a Labor Relations Specialist before ordering or offering such an examination. 

       (3) Notify the appropriate Naval medical facility that the employee will be arriving. 

       (4) Escort or make arrangements to have the employee escorted to the medical facility.

       (5) If the supervisor does not accompany the employee, inform the medical facility that the employee is to be returned to the supervisor following the examination. 

       (6) If the employee refuses a competency for duty examination, document the employee’s behavior and make a determination of the employee’s competency for duty based on your own observation. 

       (7) If the employee is under the influence of intoxicants and/or unfit for duty, based on your observations or medical information supplied by the physician or practitioner, place the employee on sick leave (or leave without pay if no sick leave is available) for the remainder of the shift for failing to be “ready, willing, and able” to work, unless the employee requests annual leave or leave without pay. 


(8) If the employee is to be sent home, attempt to arrange for a member of the employee’s family to provide transportation. If unable to reach a family member, send the employee home in a taxi at the employee’s expense, or request a fellow employee to provide transportation while in an annual leave or administrative leave status, as appropriate. DO NOT ALLOW THE EMPLOYEE TO LEAVE THE ACTIVITY DRIVING A MOTOR VEHICLE. If the employee attempts to leave the base driving a motor vehicle, notify Base Security.


(9) Contact a Labor Relations Specialist for additional guidance on appropriate action to take when an employee has been found to be under the influence, and/or the employee refused to undergo a directed examination. 
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 Date:

MEMORANDUM                                                       

From:

To:

Subj:  COMPETENCY FOR DUTY EXAMINATION

Encl:  (1) JD/PD#

1.  You are hereby directed to report for a competency for duty examination to determine whether you are able to perform the duties of your position without harm to yourself or others. The examination will be conducted immediately at the appropriate Naval medical facility.

2.  Your behavior indicates you are under the influence of drugs or alcohol or are mentally or emotionally incompetent to perform your assigned duties. Specifically, the following conditions have been observed:

a.  ________________________________________________________________

b.  ________________________________________________________________

c.  _________________________________________________________________

d.  _________________________________________________________________

3.  The results of your examination will be considered in determining whether you should remain in a duty status for the remainder of your shift. If the examination indicates such action is appropriate, you will be placed on sick leave for the remainder of your shift. Should that occur, you may request annual leave or leave without pay if you so desire.

4.  By copy of this letter, the appropriate Naval medical facility is requested to perform the competency for duty examination to evaluate your ability to perform the duties of your position as described in enclosure (1).

5.  This action is necessary to ensure your safety and the safety of others in the work environment and to maintain the efficiency of this command. Failure to comply with this order may result in disciplinary action.

____________________________________

Supervisor' s Signature

Received by:______________________________     Date:________________

Copy to:

Naval Medical Facility

Servicing Labor Relations Specialist












Encl (1) 12339
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Date:

MEMORANDUM

From:

To:

Subj:  OFFER OF COMPETENCY FOR DUTY EXAMINATION

Encl:  (1) JD/PD#

1.  Based on my observation of your behavior/performance, I feel that you are not “ready, willing, and able” to perform the full duties of your position. Specifically, the following conditions have been observed: 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Without medical evidence stating that you are fit for work, you will be placed in a sick leave status for the remainder of your shift. You may request annual leave or leave without pay (LWOP) if you so desire.

2.  You are hereby offered the opportunity to report to the appropriate Naval medical facility immediately for a competency for duty examination to determine whether you are able to perform the duties of your position without harm to yourself or others.  Should you decide to have such an examination, I will use the results in making my decision concerning your ability to perform your job. Should you choose not to undergo the examination, I will make a determination without it.

3.  By copy of this letter, the appropriate Naval medical facility is requested to perform the competency for duty examination to evaluate your ability to perform the duties of your position as described in enclosure (1).







_____________________________

Supervisor’s Signature                                                      

_________________________________________________________________

Please complete the following indicating whether you wish to accept or decline a medical examination.

______I voluntarily accept the offer of a competency for duty examination

______I do not wish to undergo a competency for duty examination

Employee's Signature:__________________________    Date:_________________

Copy to:

Appropriate Naval Medical Facility






Servicing Labor Relations Specialist






          Encl (2)  12339
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PLACEMENT OR SEPARATION OF MEDICALLY DISQUALIFIED 

CIVILIAN EMPLOYEES
1.  Reference. 5 CFR 339

2.  Purpose. To establish guidance and procedures for accommodation and placement of physically and mentally impaired civilian employees. When accommodation or placement is not possible, to provide procedures for disability-separation of employees. 

3.  Background. 5 CFR 339 provides the regulatory framework for seeking medical documentation from an employee when there is a question about his/her ability to perform the duties of his/her position. 

4.  Policy. It is Navy’s policy to retain employees who become physically and mentally disqualified for their positions whenever possible regardless of whether the impairment is a result of an on-the-job injury or occurred off the job. Reasonable accommodation of an employee’s disability is required unless the accommodation would be an undue hardship on the operation of the activity. Reasonable accommodation includes job restructuring when an employee is unable to perform an essential function of his/her position. When an employees is temporarily disabled (less than 120 days) from performing the duties of his/her job, the employee will provide a written statement from his/her physician indicating the nature of the limitations and the expected duration of the disability. The activity will assign limited duty, if available. The need to provide temporary duty does not require an activity to create work for an employee. If a limited duty assignment is not available, the employee should request leave.

5.  Responsibilities.

   a.  Management.

      (1) When an employee’s impairment is expected to last more than 120 days, submit a request for a job search to the servicing HRO Jacksonville Office. A sample job search request letter is attached as enclosure (1). The request should include 

relevant medical documentation along with an explanation of what duties the employee can no longer perform due to the medical condition. Management should describe what actions have been 

taken to restructure the employee’s position or to accommodate 

the employee’s medical condition. 
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      (2) If possible, obtain an updated application or résumé from the employee and submit it with the job search request.  

      (3) If a continuing job search is necessary, monitor activity recruitment requests for potential positions to which the employee may be assigned.  This may be accomplished through the use of the tracking system in the Navy’s automated personnel system (PPI). If a position is identified to which placement may be possible contact the servicing HRO Jacksonville Office for assistance.

      (4) Maintain documentation of job searches conducted, reasonable accommodation attempts, and job restructuring efforts to support placement offer or to support separation of the employee if reasonable accommodation/placement of the employee is not possible.

      (5) If the employee cannot be placed, initiate a 

disability-separation action and contact the servicing Labor/Employee Relations Specialist for assistance.   

   b.  HRO.

      (1) Assist management in preparing the request for job search. 

      (2) Review the employee’s résumé/application, official personnel folder and medical documentation to identify positions the employee may qualify for and can perform. Conduct an initial job search of the activity’s current recruitment actions to identify vacant position(s) to which the employee may be placed.   

      (3) Provide a synopsis of the job search results to the activity manager who requested the job search. A sample letter is attached as enclosure (2). If a suitable position is not available, notify the activity of its obligation to continue the job search until either: (1) a disability-separation is 

effected; or (2) other accommodations or avenues are utilized that negate the need for continuing the job search. 


 (4) Assist management in preparing a job offer letter if a suitable vacant position is available.

(5) Assist management in effecting disability-separation if the job search/placement efforts fail to identify a reasonable accommodation/position for the employee.
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   c.  HRSC-SE.
      (1) Process placement or a separation action as appropriate.
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(Date)

From:  Activity Manager

To:      Director, Operations Department, HRO Jacksonville (or) 


Director, HRO Jacksonville (Servicing Office)
Subj:   REQUEST FOR JOB SEARCH

Encl:   (1) Medical Documentation

           (2) Updated Application/Résumé from Employee

1.  The employee identified below has been medically disqualified from performing the duties of his/her position. Enclosure (1) is the physician’s statement that clearly shows that the employee is unable to perform the essential functions of his/her job. In addition, there are no reasonable accommodations that can be made which would allow the employee to perform the essential functions. Please initiate a job search to determine whether or not positions are available in the commuting area in which the employee may be permanently placed. Enclosure (2) is provided to assist you in making your review. 


Employee:  (NAME)          

     
Current Position:  (POSITION TITLE)/(PAY PLAN/SERIES/GRADE) 
2.  Please advise me as soon as possible whether or not there are vacant position(s) available for which the employee is qualified and capable of performing.

3.  By the signature below, I certify that restructuring the employee’s position to accommodate his/her disability is not possible. (Explain what attempts have been made to restructure employee’s job or what attempts were made to accommodate the employee such as modifying work schedule which were not successful in alleviating or overcoming the medical situation. 

If no attempts were made or there is no way to reasonably accommodate the employee, explain why.) 

Activity Manager

Copy to:

Labor Relations Specialist








       Encl (1)   12339.1
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(Date)

From:  Director, Operations Department, HRO Jacksonville (or) 


Director, HRO Jacksonville, Servicing Office  


To:   
Activity Manager

Subj: 
RESULTS OF JOB SEARCH

Ref:  
(a) Request for Job Search of (Date)

1.  By reference (a), you requested that a job search be conducted for (employee name, employee’s position title, pay plan, series and grade). 

2.  A review of (employee’s name) employment history indicates that (he/she) is (either (a) not qualified for any position based on (his/her) medical limitations or (b) qualified for the following positions based on (his/her) experience, knowledge, skills, and abilities:


 (POSITION TITLE, PAY PLAN, SERIES, GRADE)


 (POSITION TITLE, PAY PLAN, SERIES, GRADE)

3.  (CHOOSE (a) or (b)):

(a) This office conducted a review of your current recruitment actions and found no positions as identified above for which (employee) is qualified and could be placed. Your activity must continue to monitor its vacancies for placement opportunities until either a disability-separation is effected or other accommodations or avenues negate the need for continuing the job search. Documentation of completed job searches, attempts at job restructuring, etc., should be maintained to support a placement offer or a disability-separation action if job restructuring/ placement is not possible.


(b) A review of vacancies at your activity has shown the following position(s) for which (employee) is qualified and could be placed:


 (POSITION TITLE, PAY PLAN, SERIES, GRADE)


 (POSITION TITLE, PAY PLAN, SERIES, GRADE)

4.  This office will coordinate (employee’s) placement in the aforementioned vacancies. This effort will involve you, the employee, and (his/her) physician(s), and the supervisor or appointing official(s) of the matching position.

5.  If you have questions, you may contact (HRO Jax representative) at (telephone number).








HRO Manager

Copy to:

Labor Relations Specialist
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REDUCTION-IN-FORCE (RIF)

1. References.  5 CFR 351, CPI 351, SECNAVINST 12351,HRSC-SE Memorandum of Agreement, Navy Guidance Advisory Memo (GAM) #70, Navy Career Transition Assistance Plan

2.  Purpose.  Agencies are required to establish procedures for the release of civilian employees.  Actions which may necessitate the use of RIF procedures are reorganizations, consolidation of functions, shortage of funds, lack of work, or when the authorized number of personnel has been reduced.  

3.  Coverage.  

   a. RIF procedures must be used when both the action to be taken and the cause of the action meet the criteria below:

      (1) The action to be taken will release an employee from a competitive level by:

         (a) Separation;

         (b) Furlough for more than 30 days;

         (c) Demotion; or

         (d) Reassignment requiring displacement of another employee.

      (2) The cause of the action is:

         (a) Lack of work;

         (b) Shortage of funds;

         (c) Insufficient personnel ceiling;

         (d) Reorganization;


         (e) An individual's exercise of reemployment or restoration rights; or

         (f) Reclassification of an employee's position due to erosion of duties when the action will take effect after an activity has formally announced a RIF in the employee's 

competitive area and when the RIF will take place within 180 days.
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   b. The following actions are not covered by RIF procedures.

      (1) The termination of a temporary promotion;

      (2) A change to lower grade based on the reclassification of an employee's position due to the application of new classification standards or the correction of a classification error;

      (3) A change to lower grade based on reclassification of an employee's position due to erosion of duties except when the requirements of paragraph 4a(2)(f) are met; and

      (4) Placement of an employee serving on an intermittent, part-time, on-call or seasonal basis, in a nonpay, non-duty status in accordance with conditions established at the time of appointment.

4.  Policy.  The policy of the Department of the Navy is to accomplish required civilian personnel reductions through attrition whenever possible.  The involuntary separation of civilian employees through RIF occurs only when attrition, reassignments or the use of incentives will not accomplish the required results.  The need to apply RIF procedures does not suspend management’s authority and responsibility to remove, demote, reassign, or relocate any employee.

6.  Responsibilities.

   a.  Management Officials.  Responsible for determining when a RIF is necessary.  Specific management responsibilities include:


(1) Notifying HRO Jacksonville and HRSC-SE when they first become aware that downsizing or RIF may be necessary.

(2) Participating in developing a RIF strategy and options with HRO and HRSC-SE.

(3) Requesting VSIP, VERA and RIF approval as necessary.

        (4) Conducting VERA/VSIP interest survey and providing results to HRO JAX.  Upon receipt of approved VSIP offers, issuing acceptance/non acceptance letters.

        (5) Submitting appropriate Request for Personnel Actions (RPA’s) to effect RIF actions to the HRSC-SE via the HRO JAX.

(6) Delivering RIF notices.
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   b.  HRO.  Provides advice and assistance to activities by performing the following:



(1) Ensures the HRSC-SE is notified of any downsizing or impending RIF situations.

       (2) Provides initial consultation services to management regarding downsizing options and potential RIF.  Ensures management has information on the mechanics of the RIF process to include: Voluntary Separation Incentive Payment (VSIP) requirements; required authorizations for VSIP, Voluntary Early Retirement Authority (VERA), RIF; notification to labor organizations; estimated timelines; mock RIF; and possible alternatives.  Assists management in identifying positions to be abolished.

       (3) Participates in the development of RIF strategies and options with management, HRSC-SE RIF Team and appropriate labor organizations.  Issues to be addressed normally include: timeline for RIF; applicable classification issues; use of vacancies for placement; waiver/modification of qualifications; incentives/buyouts; Priority Placement Program; and performance appraisal issues.

       (4) Reviews competitive levels and retention registers for commands having Managing to Payroll Authority to ensure correct assignment of the positions.

       (5) Assists management in requesting major claimant approval for RIF, SIP, and VERA and monitors receipt of authorizations.  Forwards copies of authorizations to HRSC-SE RIF Team.

       (6) Assists the HRSC-SE in conducting employee briefings 

regarding the various processes involved in conducting a RIF 

and associated entitlements.  These include: VSIP (and survey 

process); verification of DCPDS data sheets; updated 

applications; RIF mechanics; grade/pay retention; Priority Placement Program (PPP); Reemployment Priority List (RPL); 

severance pay; and benefits (including Discontinued Service Retirement), etc.

       (7) Prior to issuance of specific RIF notices, ensures HRSC-SE RIF Team has accurate information regarding signature authority, appropriate letterhead, serialization, etc.  Ensures receipt copies of acceptance/declination letters to RIF job offers are returned to HRSC-SE.
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        (8) Forwards RPA’s to effect RIF to the HRSC-SE RIF Team.

        (9) Ensures management completes necessary reports and forward copies to HRSC-SE.

       (10) Assists the activity in responding to RIF related grievances, appeals and congressional inquiries with the assistance of the HRSC-SE.

       (11) Assists the activity in administering VSIP and VERA offers.


c. HRSC-SE.

        (1) 
Designates an HRSC-SE action officer.

        (2) Participates in developing RIF/downsizing POA&M.

       (3) Distributes and collects employee data sheets verifying RIF retention factors.  Assists employees in resolving any discrepancies cited in review of their SF-50’s or employee data sheets and forwards any required corrections to the HRSC-SE RIF Team.

       (4) Reviews competitive levels and retention registers for commands that have delegated classification authority to the HRSC-SE to ensure correct assignment of positions.


(5) Notifies outside parties (OPM, DOD, unemployment offices, etc.).

         (6) Executes the RIF process.

         (7) Provides reports to HRO on status of RIF action.

  (8) Prepares and delivers RIF notices electronically for downloading and activity signature.

  (9) Briefs affected employees, management and unions on the RIF results.

  (10) Registers employees in PPP according to POA&M.

  (11) Effects RIF, VSIP and VERA actions and completes final RIF/VSIP/VERA reports as required.










12351

  (12) Provides documents, data and processing information as appropriate to assist in responding to grievances, appeals and congressional inquiries.

        (13) Discusses RIF results with management, employees and union officials.

(14) Advises employees of grievance/appeal rights.

7.  Documentation.  The HRSC-SE will maintain records of all RIF actions in accordance with applicable laws and regulations.
12410

ACTIVITY TRAINING PLAN 

1. Reference.  5 CFR 410

2. Purpose.  The Activity Training Plan is the process employees, managers and supervisors use to review and document their training requirements.  Activity training plans (ATP) are designed to include all authorized activity-wide training and development needs and requirements.

3. Policy.  5 CFR 410 requires supervisors and managers to, at least annually, determine their organization’s training needs and anticipate costs necessary to accomplish organizational objectives.

4. Responsibilities.

a. HRO. HRO provides technical advice to activities.

b. HRSC-SE. HRSC-SE conducts an annual needs survey of its customers and publishes a training schedule based on the input it receives as well as historical usage. Activities are encouraged to respond to the survey so that individual needs of one activity can be combined with needs of other activities in the local commuting area. 

c. Activities.  Activities establish a system for collecting and consolidating the training needs of their departments and develop strategies to meet those needs.  Activities may develop and use annual activity training plan formats that meet the needs of the activity.

d. Supervisors.  Supervisors review the knowledge, skills, and abilities required to accomplish each job; the performance standards; and the degree to which these requirements are being accomplished.  While this should be a continuous process throughout the year, the mid-year and year-end performance appraisal discussions are an excellent forum to involve employees in the process and gain valuable input. Supervisors should encourage employees to make self-evaluations and consider those needs and goals with those of the organization.  Based on their review of the organization, supervisors develop training strategies and identify, prioritize and budget for required courses.  

     e. Employees.  Employees discuss with the supervisor their strengths, weaknesses, major interests, short-range and long-range career goals, and their training needs.  This may occur 
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throughout the year; however, employees are encouraged to discuss these issues in their mid-year and year-end performance appraisal discussions with their supervisors.

5. Documentation.  A copy of the plan and the method of developing the plan are to be maintained by the activity for three years.
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REQUEST AUTHORIZATION FOR TRAINING (DD FORM 1556)

1.  References.  5 CFR 410, NAVCOMPT MANUAL 046363, NAVSUPINST 4200.85 and 4200.94

2.  Purpose.  To provide guidance to activities on the following:

    a.  The proper use of the DD Form 1556 to request, authorize and approve training and related services; to obligate funds; and to certify payment for tuition and related services 

    b.  The use of the government wide commercial purchase card to pay for all commercial training that has been approved via the DD 1556 process

    c.  The procedure for submitting DD Form 1556's for input to official training records.   

3.  Background. Individual activities are responsible for establishing internal procedures to request and authorize training.  5 CFR 410 requires that training be requested and authorized according to the agency's fiscal regulations. NAVCOMPT MANUAL 0463363, NAVSUPINST 4200.85, and NAVSUPINST 4200.94 provide those regulations and establish the following:

     a.  The DD Form 1556 will be used to purchase government and non-government training that is "off-the-shelf" training and has a cost of $25,000 or less

     b.  The government-wide purchase card will be used to pay for commercial training that has been approved and certified via the DD Form 1556 process.
4.   Policy.  

     a.  The use of the DD Form 1556 is authorized for training costs associated with individual and group attendance under the following conditions:

          (1) The training is an off-the-shelf event, conference, or instructional service available to the general public and priced the same for everyone.

          (2) The cost of the training event does not exceed $25,000.
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     b. The government-wide purchase card is used to pay for commercial training that meets the above conditions and when the training has been approved and authorized for funding via the activity's internal procedure for processing DD Form 1556's. 

     c.  The DD Form 1556 is used to collect data for input to the official training record.

5.  Responsibilities.

     a. HRO. Provides technical assistance and advice to activities on the appropriate and legal use of the DD Form 1556.

     b. HRSC-SE.
(1) Provides guidance on the proper completion of 

DD Form 1556's and their submission to HRSC-SE for data input

          (2) Inputs data from DD Form 1556's to official training records.

     c. Activities.

(1) Establish and implement internal procedures for 

routing and approving DD Form 1556’s


     (2) Designate individual(s) to make payments for 

training purchases that have been obligated by the DD Form 1556 process

          (3) Forward DD Form 1556’s for completed training to 

HRSC-SE for input to official training records.

     d.  Employees.

(1) Submit training requests according to activity 

procedures to ensure timely processing


     (2) Notify the activity of completed training to ensure their training records are forwarded to HRSC-SE for input to official training records.
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TUITION ASSISTANCE FOR AFTER HOURS COURSES

1. Reference.  5 CFR 410

2. Purpose.  Career and Career Conditional employees may be reimbursed for up to 100% of tuition and related training expenses for approved courses satisfactorily completed in colleges, universities and technical institutions.  Courses must be mission-related to qualify.

3. Policy. 
a. Assistance may be granted for the following expenses when the activity has funding available:



(1) Tuition and matriculation fees;



(2) Laboratory and library fees (not miscellaneous supplies);



(3) Purchase or rental of textbooks;



(4) Membership fees when directly related to, and as a condition for, undertaking the training;



(5)Other services such as those required for training handicapped employees; and



(6) Professional licensing fees and examination fees when they are included in flat-rate training costs.

b. An employee may claim reimbursement or request advance payment provided that all of the following are met:



(1) The proposed course and related expenses have been approved by the activity on Form DD 1556 prior to the commencement of the training. 



(2) The employee satisfactorily completes the course. Normally, a grade of "C" or better for undergraduate and "B" or better for graduate-level courses indicates satisfactory completion; however, this determination is at the discretion of each command.



(3) The employee provides proof of course completion and copies of receipts for employee-paid expenses.












12410.2



(4) If an advance is requested, activities should require the employee to sign an agreement indicating he/she understands the conditions for advance payment and attach the agreement to the DD 1556.

4. Responsibilities. 

a. HRO. HRO provides technical assistance and advice to activities on tuition assistance.

     b. HRSC-SE. HRSC-SE inputs data from completed DD Forms 1556s into official training records. 
     c. Activities.

         (1) Consider requests for after-hours education and courses, evaluate in terms of mission or job-relatedness of the course requested, and make approval determinations  .

         (2) Provide guidance to employees on conditions and requirements for successful completion of the course and any required repayment to the government in the event of unsatisfactory completion.

         (3) Ensure a DD Form 1556 is complete to authorize funding.

         (4) Use the government-wide purchase card to make payment based on the signed DD Form 1556 whenever possible.

         (5) Forward records of completed courses to HRSC-SE for input to the employee's official training record. 

     d. Employees.

         (1) Request tuition aid via the DD Form 1556 process, submit a brief course description from the appropriate catalog or announcement, and provide a statement giving reasons why the course is considered mission-related.

         (2) Arrange course enrollment with the school when request is approved.

    (3) Make themselves aware of the activity's policy and conditions for providing tuition assistance and requirements for successful completion of the course.
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         (4) Provide documentation to certify successful course completion.

         (5) Take the appropriate steps to make any required repayments to the government in the event of unsatisfactory completion or failure.
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NAVY PERFORMANCE MANAGEMENT PROGRAM
1.  References.  5 CFR 430, SECNAVINST 12430, Navy Guide 430-01

2.  Purpose.  To provide basic information for establishing a performance plan and evaluating employee performance under the Department of the Navy’s two-level summary rating system.

3.  Coverage.  The Department of the Navy’s Performance Management Program covers all appropriated fund employees (including senior-level and scientific and professional employees paid under Section 5376 of Title 5, United States Code). 

4.  Policy. It is Navy’s policy to use performance management as a tool to involve employees, as individuals and as members of a group, in improving organizational effectiveness. In achieving this objective, performance management is designed to communicate and clarify mission and organizational goals and 

objectives; identify employee, team, and managerial accountability for the accomplishment of goals and objectives; involve employees in improving organizational effectiveness; recognize and reward employees; and encourage employees to take responsibility to continuously improve, support team endeavors, develop professionally, and perform at their full potential.

5.  Definitions.

    a.  Critical element. A work assignment or responsibility of such importance that unacceptable performance on the element would result in a determination that an employee’s overall performance is unacceptable. 

    b.  Day. Calendar day.

    c.  Performance management. The process of observing an employee’s performance over a specific period of time; comparing the performance to the standards contained in the performance appraisal plan; and then evaluating the employee’s performance by assigning the employee a rating. 

    d.  Performance plan. All critical elements and their related performance standards that describe the expected performance of an employee. 

    e.  Performance standard. A management-approved expression of performance thresholds, requirements, or expectations that must be met to be appraised at a particular level of 
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acceptability. A performance standard may include, but is not limited to, quality, quantity, timeliness, and manner of performance. 

6.  Procedures.

    a.  Performance Plan (Critical Elements and Performance Standards). Employee participation in the development of the performance plan is encouraged. Changes should be made as necessary to keep the plan accurate and relevant. Employees should be given a copy of their performance plan within 30 days after the beginning of each appraisal period, permanent assignment to a new position, or each detail or temporary promotion expected to last 120 days or longer. 

    b.  Progress Reviews. Supervisors should conduct at least one progress review during the appraisal period. Employees should be informed of their level of performance as compared to the standards. The performance appraisal form should be signed and dated by the employee and first level supervisor to document the progress review. 

    c.  Close-out Rating 

       (1) A close-out rating should be conducted when any of the following occur: (a) the employee completes a detail or temporary promotion of 120 days or longer under established performance standards; (b) the employee is on “loan” from another activity/agency for 120 days or longer; (c) the employee changes positions, is promoted, or moves to a new activity/agency, after being under established performance standards for a minimum of 90 days; or (d) the first level supervisor leaves after the employee is under established performance standards for a minimum of 90 days. In this situation, the employee may continue under the same performance standards unless changed by the new supervisor. 


(2) A close-out rating may become a rating of record if the following criteria are met: (a) there is insufficient time (90 days) to establish a new performance plan and rate the covered employee in the assigned position before the end of the 

appraisal period; and (b) the first level supervisor takes into 

consideration any other close-out ratings given during the appraisal period. 

    d.  Rating of Record
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(1) A rating of record is developed over the course of an annual appraisal period and is based on comparison of performance against written standards for each critical element. Critical elements are rated at the level described in the performance plan. Element ratings are converted into one of two summary rating levels: acceptable or unacceptable. An unacceptable summary rating level is assigned if performance is unacceptable in one or more of the critical elements. 


(2) A rating of record should be completed within 30 days of the end of the appraisal cycle unless an employee has spent less than 90 days under the approved performance plan. If such is the case, the rating period should be extended to allow the employee to be under the performance plan for 90 days. 


(3) A rating of record should be signed and dated by the employee and the first level supervisor. If the rating is unacceptable, it must be reviewed and approved by a higher-level management official. Employees should be given a signed copy of their rating of record. 

7.  Unacceptable Performance. If at any time during the appraisal period an employee’s performance falls below the acceptable level in one or more critical elements, the employee must be formally notified in writing. The formal notice of unacceptable performance must include:

    a. The critical element(s) in which performance is determined to be unacceptable;

    b. The performance requirement(s) and acceptable standard that must be attained to demonstrate acceptable performance;

    c. An established, reasonable opportunity period to demonstrate acceptable performance;

    d. Assistance in improving performance which may include, but is not limited to, formal training, on-the-job training, 

counseling, close supervision, and/or other appropriate measures; and

    e. Notice to the employee that, unless performance in the critical element(s) improves to and is sustained at the acceptable level, the employee will be reassigned, reduced in grade, or removed from federal service.  An unacceptable rating of record may not be assigned until the above requirement has been met. If, at the conclusion of the opportunity period, the employee’s performance continues to be unacceptable, the 
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activity must initiate reassignment, reduction in grade, or removal action against the employee. 

8.  Documentation/Record Keeping. Employee performance ratings of record and performance plans are maintained in performance files at the Human Resources Office or at the activity for a period of four years. 

9.  Additional Information. For additional guidance on addressing and resolving poor performance, you may want to visit OPM’s website at: http://www.opm.gov/perform/poor/index.html-ssi
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PROCESSING PERFORMANCE APPRAISAL RATINGS AND AWARDS

1.  References.  5 CFR 430, 5 CFR 451, DON Guides 430-1 and 

451-1

2.  Purpose.  To establish procedures for processing performance appraisal ratings and awards and maintaining performance files. 

3.  Background.  5 CFR 430 and 5 CFR 451 provide the regulatory framework in which the performance appraisal and awards programs will operate. Procedures set forth herein address the processing of performance ratings and awards and the maintenance of performance files.  

4.  Responsibilities.

    a. HRSC-SE.

      (1) Provide a listing to the HRO or the activity that contains the names of all employees on the rolls at the end of the activity’s performance cycle. (The activity may determine the sorting of the list.) The listing will have an open field where the performance rating for each employee can be inserted. 


(2) Process performance ratings and awards based on information provided by the activity and HRO.

    b. HRO.

  (1) Provide the HRSC-SE with a list containing the performance cycle ending dates for serviced activities. Advise the HRSC-SE of any changes in performance rating cycles. 


(2) Forward the listing of employees from the HRSC-SE to the activity for recording of employee performance ratings. Provide a reminder that any end-of-cycle performance awards, time-off awards, or Quality Step Increases (QSIs) must be initiated through PPI. (PPI allows for processing a particular type of award, such as a time-off award, for a number of employees using a single Personnel Action Request.) 

      (3) Maintain the original appraisal form for each employee in an Employee Performance File (EPF) unless the activity has elected to maintain the EPF.

      (4) Forward the EPF to the HRSC-SE when an employee separates from service or transfers to another federal agency.
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      (5) Request the EPF from the activity for separating or transferring employees if the activity maintains the EPF.

    c. Management.

      (1) Keep the HRO advised of any changes in performance rating cycles.

 
 (2) Advise the HRO how the employee listing should be sorted (e.g., alphabetically, by department, division, shop, code).

 
 (3) Record performance ratings on the listing. Return the listing along with the original performance appraisals to the HRO if the HRO is maintaining the EPF. If the activity is maintaining the EPF, the activity should file the original appraisals in the EPF.


(4) Initiate any awards through PERSACTION/Modern. 
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INCENTIVE AWARDS

1.  References. SECNAVINST 12451.3, Navy Guide 451-01

2.  Policy.  DON recognizes the use of incentive awards to motivate, recognize and reward eligible employees for outstanding contributions, increased productivity, creativity, efficiency, economy and/or other appropriate improvements or contributions. 

3.  Additional Information.  For additional information on types of awards, criteria for granting awards, and levels of approval, see Navy’s Implementation Guidance (Guide No. 451-01) at: http://www.hrojax.navy.mil/awards.htm
4.  Procedures.  Awards should be requested in writing (RPA) from the HRSC-SE.  The requests do not have to go through the HRO.
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CIVILIAN LENGTH OF SERVICE (LOS) AWARDS

1.  Reference. Department of the Navy (DON) Guide No. 451-01 of 3 June 1998

2.  Purpose. Provide guidance and procedures for purchasing and presenting LOS awards.

3.  Background. Career service pins and certificates are presented to Navy civilian employees to recognize total Federal service.  LOS awards include all honorable military service and civilian service with any agency in the Federal government.  These items are available to acknowledge attainment of service through 50 years of service (in five-year increments).  Reference provides general guidance on career service recognition.  Enclosure (1) provides more specific guidance on how activities may order these LOS awards for their employees.

4.  Responsibilities.
   a. Management.
     (1) Identify employees eligible for awards and periodically present awards in an appropriate manner.

     (2) For those employees with military service, ensure that both military and civilian service is considered in determining LOS award entitlement.

     (3) Order awards in sufficient quantity to have on hand, as needed, for presentation.

   b. HRO. Provide advice as needed.

   c. HRSC-SE. Provide periodic reports to commands that identify employee eligibility for LOS awards based upon civilian service only.  Employees with military service will be identified but not the actual number of years in the military service.

   d. Employee.
(1) Employees with military service should provide documentation of their total military time to their supervisors

or other activity-designated person so that the service time can be included in determining LOS award eligibility.
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(2) Employees that are overdue for their LOS awards should let their supervisor know so that appropriate arrangements can be made.
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Procedure for Ordering Career Service Certificates
The most commonly used LOS certificates are provided by the Government Printing Office and obtained through the U.S. Office of Personnel Management (OPM) "Rider" system on an annual basis, usually in August.  OPM certificates are available in five-year increments and recognize service from five to fifty years.

Activities desiring to order career service certificates should contact their claimancies in May of each year for procedures and guidance.  Career service certificates are available in two sizes: 8" x 10" and 81/2" x 11".

In placing orders, activities are encouraged to anticipate their needs over a 12-month period and order accordingly.

Procedure for Ordering Career Service Emblems/Pins
The source for buying LOS pins is GSA.  The easiest way of accessing stock number and cost information is electronically.  If Internet access is not available, the GSA catalog has the same information.

1. Go to the GSA web address www.fss.gsa.gov
2. Select @'GSA Advantage!"
'

3. Use purchase card number or use the "browse" option.

4. Search by stock number or the item (i.e., service pin)

The cost is generally less than $1.20 per pin and the order can be placed directly with GSA.











   Encl (1) 12451.1
12511

                    POSITION CLASSIFICATION   

1.  References.  5 CFR 511

2.  Purpose.  To provide basic information and to establish the position classification program procedures for activities serviced.

3.  Background. The classification program was established on the principle of providing equal pay for substantially equal work.  It provides a definition of each grade and standards, which define terms of duties, responsibilities and qualification requirements. Classification of positions is accomplished either by activity officials exercising Managing to Payroll (MTP) authority, or by the HRSC-SE for those activities not exercising MTP authority.  Therefore, classification procedures and responsibilities for both MTP and non-MTP activities must be clarified.  Article 12511.1 describes the classification function for non-MTP activities and Article 12511.2 describes the classification function for MTP activities.
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POSITION CLASSIFICATION FOR NON-MANAGING TO PAYROLL  ACTIVITIES

1.  References.  5 CFR 511, HRSC-SE Memorandum of Agreement

2.  Purpose. To establish the classification program procedures for non-MTP activities.

3.  Responsibilities.

    a. Management.
  (1) Identify a primary point of contact (POC) on each

classification action.  In addition to the PD/JD, the POC is responsible for providing additional information requested by the HRO or HRSC-SE regarding the position, organization, memoranda of agreements (MOAs), grievance/settlement decisions, FECA accommodations, etc.

   (2) Provide complete information on the PD cover sheet relevant to the position and annotate any other appropriate information such as financial disclosure requirement statement, requirement for drug testing, bargaining unit status code, DAWIA, etc.

   (3) Ensure classification request is submitted for any classification action (includes amendments, pen and ink changes and redescriptions).  Any information relative to the classification request, e.g. updated organization charts, advisory classification determinations will be attached. Preference is to attach information to the RPA electronically.  If this is not done information can be submitted in hard copy or fax.

   (4) Ensure copies of completed classified descriptions are distributed pursuant to local instructions or bargaining agreements.

   (5) Advise the HRO and HRSC-SE of any changes in organization mission, structure, major claimant instructions or policies, etc., affecting classification decisions.

    b.  HRO.


   (1) Provide advisory services to managers and ensure that any barriers to classification are resolved prior to submission to the HRSC-SE.
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   (2) Coordinate with the HRSC-SE to ensure they are kept informed of significant classification issues.  Provide any background information required.


   (3) Assist managers in ensuring complete classification request packages are submitted.

       (4) Provide advice and assistance concerning

classification issues such as classification appeals, desk

audits, position management, etc.

    c.  HRSC-SE.

  (1) Designate a Point of Contact (POC) who will ensure timely, accurate classification and processing.

       (2) Review the submission package to see if all information needed to classify the position is provided. Requests which cannot be processed will be returned.  Requests will not be returned for omissions that do not impede classification or processing.

       (3) Upon accepting the request for processing, classify the position, make pen and ink change, or determine amendment impact.

       (4) Assign description numbers, determine FLSA coverage,

and complete the OF-8, Cover Sheet.

       (5) Return a copy of the classified position description to the activity.

       (6) Maintain official descriptions for all active and cancelled positions, as required.

       (7) Review and complete all coding on OF-8.  

       (8) Provide advice and assistance to managers and supervisors to classify positions in a timely manner.  

       (9) Serve as advisory resource to activity managers concerning the application of standards, classification interpretation, appeals, precedents, position management, etc.  

       (10) Process classification appeals.

       (11) Apply new and draft classification standards to existing positions.  Participate in consistency reviews.
12511. 2



POSITION CLASSIFICATION FOR MANAGING TO PAYROLL (MTP) ACTIVITIES

1.  References.  5 CFR 511, SECNAVINST 12510.0

2.  Purpose. To establish the classification program procedures

for activities with delegated managing to payroll authority.

3.  Responsibilities.
a. Management.
       (1) Develop and classify position/job descriptions.  Document standards used and include a written evaluation when appropriate.

       (2) Identify a primary point of contact on each classification action.  The point of contact is responsible for providing additional information requested by the HRO or HRSC-SE regarding the position, organization, memorandum of agreements, grievance/settlement decisions, FECA accommodations, etc.

       (3) Provide complete information on the PD cover sheet relevant to the position and annotate any other appropriate information such as financial disclosure requirements, drug testing, bargaining unit status, DAWIA, FLSA, competitive level codes, etc.

       (4) Ensure classification request is submitted for any classification action (includes amendments, pen and ink changes and redescriptions).  Any information relative to the classification request is submitted, e.g. updated organization charts, advisory classification determinations, etc. and attached to the RPA.  Preference is to attach information to the RPA electronically.  If this is not done, information can be submitted in hard copy or fax.  Submit hard copy updates to organization charts or manuals as they occur.

       (5) Ensure copies of completed classified descriptions are distributed pursuant to local instructions or bargaining agreements.

       (6) Advise the HRO of any changes in organization, mission, structure, major claimant instructions or policies, etc., that affect classification decisions.
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       (7) Process classification appeals.  Complete the administrative portion of the appeal package and forward the complete package to the appropriate office.

       (8) Apply new and draft classification standards to existing PD/JD’s.  Participate in consistency reviews.
    b.  HRO.

       (1) Ensure advisory services to managers have been completed and any barriers to classification resolved prior to submission to the HRSC-SE.

       (2) Coordinate with the HRSC-SE to ensure they are kept informed of significant issues.  Provide any background information requested.   

       (3) Perform cursory review of classification, e.g. proper format, correct organization information, proper classification and codes.

       (4) Review Fair Labor Standards Act (FLSA) determination.

       (5) Conduct a desk audit if necessary.

       (6) Prepare classification advisory in unique and unusual circumstances.

       (7) Forward RPA with appropriate documentation to HRSC-SE for processing.

c.
HRSC-SE.

       (1) Process requests to establish positions.  

       (2) Serve as an advisory resource concerning the application of standards, classification interpretation, appeals and precedents, position management, etc.

       (3) Review competitive levels, FLSA, and BUS codes.

       (4) Assign position description numbers.

       (5) Process actions associated with MTP.

       (6) Distribute completed position descriptions and Notification of Personnel Actions.
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DEVELOPMENT OF POSITION DESCRIPTIONS FOR MTP AND NON-MTP ACTIVITIES

1.  Purpose. To establish a standard procedure covering the development of position descriptions (PD) and job descriptions (JD) for appropriated-fund General Schedule (GS) and Federal Wage System (FWS) jobs.

2.  Background. 


(a) Activity managers are responsible for determining how a position will be structured and for the specific duties and responsibilities to be assigned to positions under their cognizance.  PD/JDs do not control assignments.  Instead they report the current assignment at the time it is described.  Line managers may add, remove, or change assignments at any time and are responsible for ensuring that PD/JDs reflect current work assignments.  It is important to note that PD/JDs describe major duties and responsibilities of a position.  They do not necessarily describe each individual task associated with those duties and responsibilities.


(b)
It is essential that PD/JDs are kept current and accurate since they serve not only to document the current assignment of duties and responsibilities, but also serve as the basis for payment of public funds, recruitment and placement, reduction-in-force and transfer-of-function, performance evaluation, and identifying training requirements.  PD/JDs should reflect the special requirements of the position including any physical requirements.  Special requirements identified in the PD/JD must be supportable by the duties and responsibilities described therein.  Military and civilian management officials and supervisors are tasked with ensuring that the PD/JDs in their organizations are current and accurate.  As a minimum, PD/JD reviews are required during annual performance evaluations.

3.  Responsibility.  Basic responsibility for the development of PD/JDs rests with activity line management.  Actual development of PD/JDs may be accomplished in accordance with mutual agreement between the activity and the servicing HRO.  Identification, assignment, and documentation of duties to be performed is the responsibility of the manager or supervisor.  The PD/JD may be prepared by the immediate supervisor, the 
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incumbent, or any competent individual who has knowledge of the 

position.  Position descriptions must be prepared in one of the following formats:

a. Nonsupervisory General Schedule positions: Factor Evaluation System (FES) format.  Guidance on writing PDs in FES format is contained in enclosure (1).

b. Supervisory General Schedule positions: FES format.  PDs for supervisory positions must adequately address supervisory duties and responsibilities.  As a minimum, supervisory GS Positions must address the specific factors identified in enclosure (2).

   c. Nonsupervisory FWS jobs: FWS format.  Guidance on writing FWS job descriptions in FWS format is contained in enclosure (3).

   d. Supervisory FWS jobs: FWS format.  Guidance on writing supervisory FWS job descriptions in FWS format is contained in enclosure (4).

4.  Special provisions. Enclosure (5) provides guidance on shortcut methods for writing PDs or JDs that may be used in some cases.  All PDs and JDs must include special conditions applicable to the position.  

5.  Unique Conditions. Examples of unique conditions which must be documented, include security clearance requirements, licensing/certification requirements, identification as a Testing Designated Position (TDP) under the Drug Free Workplace Program, and designation as an Acquisition Workforce Program (AWP) position under the Defense Acquisition Workforce Improvement Act (DAWIA).  DAWIA PDs must include the certification level and the specific acquisition position category.

6.  Tools for PD/JD preparation. The HRO has resources available to assist in preparing PDs and JDs. COREDOC is a user friendly automated system which can prepare PD/JDs for a wide variety of occupational series.  Also, benchmark position descriptions are available in some classification standards.  These tools will significantly reduce the time required to prepare PD/JDs.
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GUIDE FOR WRITING POSITION DESCRIPTIONS IN THE FACTOR

EVALUATION SYSTEM (FES) FORMAT
All new supervisory and nonsupervisory General Schedule position descriptions not in COREDOC should be written in FES format as described below.  Supervisory General Schedule positions must also address the supervisory factors described in enclosure (2).

1.  Introduction. Give the complete organizational location of the position, as well as the purpose of the position. (Note: If the location involves a reorganization or change in title of the organization, so state in an attached memo).

2.  Major Duties. Describe the nonsupervisory duties assigned to the position.  Approximate the percentage of time required for each major duty described.

3.  Factors
   a.
Factor 1 - Knowledge Required by the Position.  Kind or

nature of knowledge and skills needed.  How these knowledge and 

skills are used in doing the work.

   b.
Factor 2 - Supervisory Controls.  Specify how the work

is assigned, the employee's responsibility for carrying out the

work, and how the work is reviewed.

   c.   Factor 3 - Guidelines.  The nature of guidelines for performing the work and judgment needed to apply the references or develop guides.

   d.   Factor 4 - Complexity.  Nature of the assignment, difficulty in identifying what needs to be done, and difficulty and originality involved in performing the work.

   e.
Factor 5 - Scope and Effect.  Purpose of the work and

impact of the work product or service.

   f. Factor 6 - Personal Contacts.  People with whom and

conditions under which contacts are made.
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   g.   Factor 7 - Purpose of Contacts.  Reasons for contacts described in Factor 6 and level of skill needed to accomplish work through person-to-person activities.

   h. Factor 8 - Physical Demands.  If there are unusual physical requirements identify the nature,frequency, and intensity of physical activity.

   i. Factor 9 - Work Environment.  The kind of environments in which the work is performed, e.g., office setting, warehouse, aboard ship, etc.

4.  Special Demands. Any special requirements of the position, such as the need for other than incidental travel, a motor vehicle operator's license, etc., should be identified in this section.  Position sensitivity, clearance requirements, requirement for drug testing, and designation as a Acquisition Workforce Program position should also be documented here.
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GUIDE FOR WRITING SUPERVISORY GENERAL SCHEDULE POSITION

DESCRIPTIONS IN THE FACTOR EVALUATION SYSTEM (FES) FORMAT

All new supervisory General Schedule (GS) position descriptions should be written in FES format as described below, if the series is not in COREDOC.

1.
Introduction.  Give the complete organizational location of the position, as well as the purpose of the organization and position. (Note: if the location involves a reorganization or change in title of the organization, so state in an attached memo).

2.
Major Duties. Describe the specific supervisory duties assigned to the position.  Identify all subordinates (military and civilian).  Specify the percentage of time required for supervisory duties.  Describe the nonsupervisory duties assigned to the position.  Approximate the percentage of time required for each major duty described.

3.
Supervisory Factors
a. Factor I - Scope and Effect. The general complexity, breadth, and impact of the program areas and work directed, including organizational and geographic coverage.  The impact of the work, the products and/or programs on the mission and programs of the customer, the activity, or other activities in or out of government, the agency, other agencies, the general public or others.

b. Factor 2 - Organizational Setting.  The organizational situation of the supervisory position in relation to higher levels of management.

c. Factor 3 - Supervisory and Managerial Authority Exercised. The delegated supervisory and managerial authorities which are exercised on a recurring basis.

d. Factor 4 - Personal Contacts.  The nature and the purpose of personal contacts related to supervisory and managerial responsibilities.  Nature of contacts and purpose of those contacts must be based on the same contacts.
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 e. Factor 5 - Difficulty of Typical Work directed.  Measures the difficulty and complexity of the basic work most typical of the organization (s) directed, as well as .'other line, staff, or contracted work for which the supervisor has technical or oversight responsibility.

 f. Factor 6 - Other Conditions.  Conditions affecting work for which the supervisor is responsible if they increase the difficulty or complexity of carrying out assigned supervisory or managerial duties and authorities.










 Encl (2) 12511.3












12511.3

FEDERAL WAGE SYSTEM (FWS) JOB DESCRIPTION (JD) FORMAT

Supervisory and non-supervisory FWS job descriptions are to be written in the standardized format described below if the series is not available in COREDOC.  Supervisory FWS jobs must also address the supervisory factors described in enclosure (4)

Part I
Job Summary

Part II
Typical Work Performed

Part III
Factor Statements

Part IV
Working conditions

Guidance for developing each part of the JD is as follows:

Part I.  Job Summary. The job summary typically is no more than one or two sentences long and covers the scope of the work performed, the principle work methods used, and the purpose of the work.

Part II.  Typical Work Performed.  This part of the JD gives a brief list of the major duties which are typical of the job.  This part should identify what task(s) the employee performs, how he/she performs them, and why the work is done.  Describe only those duties which will be expected of all employees who will be covered by the JD.  Exclude assignments made only to specifically qualified employees, or assignments of a temporary or emergency nature outside the normal scope of the job being described.

Part III. Factor Statements. To adequately describe each factor, information included in Part II, Typical Work Performed is often expanded when describing the factors.  It is important, however, to ensure that the factor statements are directly related to the duties described.

Factor 1. Knowledge and Skills. This factor contains two elements.


a. Knowledge.  Under FWS, knowledge is described as the extent of information or facts employees must know to do acceptable work.  Knowledge includes procedures, processes, rules, regulations, theories, concepts, and/or principles.
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b. Skills.  Under FWS, skill is described as the level of ability required to perform a task and meet acceptable work standards.

Factor 2. Responsibility. This factor contains three elements:

a. Level of Supervision or Instruction Required.  Includes the level of supervision or instruction an employee receives in performing the work, or the level/type of supervision or instruction the employee gives other employees including:

(1)
Who the employee supervises or instructs (i.e., coworkers, subordinates, etc.)

          (2)
How many employees or other persons the employee

supervises or instructs.

          (3)
Under what conditions the employee supervises or

gives instruction.

b. Guidelines.  Describes the type or level of guidelines available and the extent to which the employee uses them to successfully accomplish work.  While some guidelines specifically delegate the method to accomplish a task, other guidelines provide general instructions and require the employee to use judgment to accomplish a task.

c.
Accountability.  Describes the extent of responsibility the employee assumes as well as the type and extent of work review the employee performs.

Factor 3. Physical Demands.  This factor contains two elements.

a. Strenuous Bodily Exertion.  Describes the amount and type of strenuous bodily exertion required by the employee to successfully accomplish work, including:

(1)
Average and heaviest weights handled

(2)
How the weight is handled (i.e., by dollies or cranes)



   (3)  If the work is an individual or group effort
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(4)
Type of work pace

(5)
Strenuous work positions or conditions (i.e., stooping, kneeling, holding vibrating tools, etc.)

(6)  Special physical attributes required (i.e., color vision, dexterity)

b. Hazards.  Describes the specific or unique dangers to which the employee is exposed, including:

(1)
How often the employee is exposed to danger.

(2)
How long the employee is exposed to danger.

(3)
What type of potential injuries can result from exposure to danger (i.e., cuts, bruises, occupational diseases, etc.)

Part IV.  Working Conditions. This part describes the actual work environment where the employee works.  Briefly describe the actual or typical work sites (i.e., indoors, outdoors, all weather conditions).  Also describe any unusual work situations (i.e., extreme temperature, smoke, poor ventilation) and how often the employee is exposed to such situations.
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GUIDE FOR WRITING FEDERAL WAGE SYSTEM (FWS) SUPERVISORY JOB

DESCRIPTIONS (JDs)

Supervisory FWS job descriptions are to be written in this standardized format.

Part I. Introduction. Give the complete organization location of the position, as well as the purpose of the organization and position.

Part II.  Description of Duties:

a.
Planning (Emphasize a few points)

(1) Day to day or project-by-project basis.

(2)
Week-to-week or month-to-month basis.

(3)
On a quarterly or longer basis.

(4)
Allocate resources and distribute work.

(5) Provide advice to higher level officials on long

range plans.

b.
Work Direction

(1)
Assign work, provide technical direction.

(2)
Investigate work related problems and implement

corrective action.

 (3)  Assign and explain work assignments and operating instructions to subordinate supervisors.

 (4)
Help develop work standards.

 (5)
Coordinate work operations with supervisors of other organizations.

 (6) Evaluate completed work to ensure standards are

met.
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    c.  Administration

(1)
Support and explain programs to subordinates

          (2) Recommend performance ratings, training, disciplinary actions.

  (3) Set performance standards, evaluate performance, and initiate recommendations for promotion, etc.

  (4) Act as management representative at hearings, meetings, etc.

  (5) Recommend promotion and reassignment, schedule leave, and evaluate performance of subordinate supervisors.

Part III. Level and Scope of Work Supervised.  Describe the level and complexity of the work operations supervised and their effect on the difficulty and responsibility of the supervisor's job.

Part IV.  Qualifications Required.  Describe the knowledge, skill and ability requirements.
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GUIDANCE ON USING SHORTCUT METHODS IN POSITION DESCRIPTION

PREPARATION
The following methods of position description preparation may be used to reduce the amount of time required to prepare and review PD/JDs.  Line managers are encouraged to utilize these methods whenever possible.

1.  Identical-Additional (IA) Position.  When a new position is identical to another position in the same activity, and the workload warrants, it can be established as an IA.  An IA position is usually established when workload increases and additional personnel are required to perform the function.  For positions classified by the HRSC-SE, a request for the establishment of an IA position may be made by completing a Request for Personnel Action  (RPA).  The same RPA may also be used to request recruitment action to fill the IA.  Attach a copy of the basic PD to which the IA is identical and indicate the PD number on the RPA (Refer to Standard Operating Procedure 12296 for Preparation and Submission of the (RPA).

2.  Statement of Difference Position.  When a new position is substantially similar, but not identical, to another position in the same activity, only the differences need be described on a single sheet and attached to a completed PD cover sheet (OF-8).  Use the following statement: "This position is substantially

similar to PD No. , except for the following differences: (i.e., location, or additional duties or fewer duties)." Describe what those differences are and make sure you adjust Factor information if appropriate.  Note: It is not necessary to develop a statement of difference to describe the different levels of a developmental position.  Simply indicate in the remarks section of the OF-8 that the position is at the entry level, intermediate level, or full performance level.  OF-8s for developmental levels must also indicate the PD numbers for positions to which they have progression.










  Encl(5) 12511.3












12511.4



PREPARATION OF OPTIONAL FORM 8, POSITION DESCRIPTION COVER SHEET

1.  Purpose. The OF-8 is a formal document used as the

cover sheet for position descriptions (PD) and job descriptions (JD).  It specifies the current position data such as location, organizational structure, supervisory certification and approval signatures, the classifier's signature, and other significant position data.  The organization information on the OF-8 must agree with the organization information on the RPA and in the PD/JD.  The supervisor certification contained on the OF-8 is the formal official certification that the attached PD/JD is an accurate statement of the major duties and organizational relationships.  

2.
Procedures. The OF-8 will be completed by the activity and submitted as follows:

    a. Positions to be classified by HRSC-SE.  Enclosure

(1) is a sample OF-8 with information to depict the required contents of the form and the list of required blocks to be completed prior to submission with the PD/JD.  In situations where the PD/JD is prepared using COREDOC, a COREDOC-generated OF-8 must be used instead of the traditional OF-8 form. Submit the original OF-8 with a copy of the PD/JD, together with a RPA.  The RPA may also request subsequent recruitment/staffing action.  Following classification action, HRSC-SE will forward a copy to the activity.

    b.
Positions classified by the activity under Managing To Payroll authority.  The activity is responsible for completing the following blocks of the OF-8:

          Block 2    Reason for Submission


  Block 3    Service

          Block 4    Employing Office Location

          Block 5    Duty Station 

Block 7
FLSA

Block 8    Financial Statement Required
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Block 9
Subject to IA Action

Block 10   Position Status

Block 11
Supervisory/Managerial Designation

          Block 12   Sensitivity

Block 15d
Officially classified title, series and grade of the position; the classifier's initials; and date of classification.

          Block 18   Organization Title

          Block 20   Supervisory Certification

Block 21   Classification/Job Grading Certification

Block 22   Position Classification Standards used

Block 24   Remarks: Enter the Bargaining Unit Status 



 Code

The HRSC-SE establishes positions and assigns PD/JD numbers. In situations where the PD is prepared using COREDOC, the COREDOC generated OF-8 must be used.  The completed OF-8 must be attached to the PD and submitted via HRO to the HRSC-SE.  The activity is responsible for establishing and maintaining command PD files and providing copies of the PD/JD to the employee or others in accordance with internal policies and/or negotiated agreements.


[image: image30.wmf]PD Coversheet.PDF

Click on this link to view Encl (1) or access it by clicking on this web address:  http://www.gsa.gov/forms/pdf_files/of8.pdf.
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PEN AND INK CHANGES/AMENDMENTS

1.  Reference.  5 CFR 511

2.  Purpose. To establish procedures for making pen and ink changes and amending position/job descriptions.

3.  Background.

     a. Pen and Ink Changes.  This procedure includes pen and ink changes and amendments to existing position/job descriptions (PD/JDs).  Pen and ink changes do not affect title, series or grade levels.  Pen and ink changes are minor changes involving the addition, deletion, or revision of a few words such as identification of the supervisor or other limited information.

b.
Amendments.  An amendment is a major change in a PD/JD. 

Extensive changes must be processed as a PD/JD rewrite.  When the major duties of a position have undergone changes which are material but not sufficient to warrant a complete rewriting of the PD/JDs, i.e., one or two paragraphs, the changes are reported by the preparation of an amendment explaining the changes to the position.  This requires a separate sheet describing the desired additions, deletions, and/or replacement information to be attached to the PD/JD and annotation to the existing OF-8 in the remarks.

4.  Procedure for Pen and Ink Changes for Managing to Payroll Activities.

a.
Management Responsibilities.

       (1) Make pen and ink changes in the position/job description.

       (2) Initial and date changes in the margin next to the change.

       (3) Satisfy union contract requirements.

       (4) Provide employee a copy of the changes.

b.
HRO Responsibilities.  Advise managers on processing pen and ink changes.
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5.  Procedures for Amendments for Managing to Payroll Activities.

a.
Management Responsibilities.

(1) Compare classification standards against PD/JD and amendment to determine if there is impact on title, series, grade and pay plan.

(a) If no changes to the official classification are required, attach the amendment to the PD behind the cover sheet and annotate the coversheet in the remarks section with the date, classifiers initials, and the number of the amendment.

(b) If the amendment changes the official classification, i.e., title, series or grade, re-write the position description and submit it for classification. Once it is classified, submit it with a RPA via the HRO to the HRSC-SE.

        (2) Satisfy union contract requirements.

        (3) Provide employee a copy of the changes.

b.
HRO Responsibilities.

    (1) Cursory review of managers classification, e.g., proper format, correct organization, properly classified and coded.

(2) Contact manager if classification is improper, explaining problem area.

6.  Procedures for Pen and Ink Changes for Non-Managing to Payroll Activities.

a.
Management Responsibilities.

(1) Prepare Pen and Ink memo, identifying PD and the changes required.  Submit memo and RPA to HRSC-SE via the HRO.

        (2) Satisfy union contract requirements.

b.
HRO Responsibilities. Advisory only.
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7.  Procedures for Amendments for Non-Managing to Payroll Activities.
a.
Management Responsibilities.

(1) Prepare a memo requesting an Amendment.  Specify the PD, the location in the PD where the amendment should be made, and what changes need to be made to the PD.  Submit memo with RPA to HRSC-SE via the HRO.

(2) Satisfy union contract requirements.

b.
HRO Responsibilities.

(1) Cursory review of amendment request.  Forward to

HRSC-SE.

c.  HRSC-SE Responsibilities.

(1) Take appropriate classification action and notify

activity.
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PROCESSING REORGANIZATIONS AND/OR REALIGNMENTS

1.  Reference.
5 CFR 300

2.  Purpose. To establish a standard procedure for reviewing and processing actions resulting from reorganizations and/or realignments.

3.  Background. Reorganization is the planned elimination, addition, or redistribution of functions or duties within an organization. Reorganizations often occur as the result of line management's efforts to streamline work in order to manage increasing workload or diminishing resources.  Reorganizations can have significant position management, classification and staffing implications and may result in revised organizational structures, position upgrades or downgrades, transfer of function (TOF) and/or reductions in force (RIF).  Accordingly, it is important that line managers consult their HRO for advice on the effects, options, and alternatives associated with proposed reorganizations in advance of submitting reorganization packages for processing.  Classification and/or staffing options may exist which would make implementation of the reorganization less difficult.

4.
Responsibilities.

    a. Management:


(1) As soon as management begins to consider a possible reorganization, involve the HRO in the preplanning efforts to assess the effects of the movement of work on organizational structures, positions and employees.


(2) In cases where work may be moved across activity lines, consult in advance with the HRO as to whether the reorganization constitutes a Transfer of Function or a Transfer of Work.


(3) In cases where a RIF is a likely result of the reorganization, consult with the HRO in advance as to viable alternatives and, if necessary, request RIF, VSIP, and/or Voluntary Early Retirement Authority (VERA) approval from the major claimant in accordance with downsizing operating procedures.  
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(4) Consult with labor organizations as appropriate.

    
(5) Prepare the reorganization package, to include

organizational charts/manual, functional statements, proposed reclassification actions, proposed organizational and position changes, projected staffing actions, proposed PPP exceptions, etc.


(6) Following completion of preplanning efforts, develop revised/new position descriptions reflecting mission changes.

NOTE:
MTP activities will classify PD/JDs.



(7) Transmit PD/JDs with appropriate RPA’s electronically through the HRO to the HRSC-SE for processing.

NOTE: Organizational changes must be completed in DCPDS before electronic RPAs can be processed.

    b. HRO.



(1) Provide advice and guidance.



(2) Review reorganization package.



(3) Review classifications.



(4) Forward to HRSC-SE.

    c. HRSC-SE.

(1) Process all actions associated with the reorganization, e.g., create organizational changes in DCPDS, establish PDs, forward to staffing any recruit, change to lower grade, reassign, or realign actions.

(2) Distribute completed PD/JDs and RPAs to the activities.
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ACCRETION OF DUTIES
1.  References.  5 USC Section 2301(b)(1), 5 CFR Part 335.103, OCPM Guidance/Advice Memorandum #63

2.  Purpose.  To ensure competitive procedures are used to the maximum extent possible and that accretion promotions occur only when an appropriate basis exist for an exception to competitive procedures.

3.  Policy.  Accretion of duties promotions historically have been utilized in those circumstances where a position naturally has evolved over time based on the unique abilities and qualifications of the individual and/or the gradual increase in the complexity and range of responsibility associated with the specific program/duty area which is already under the cognizance of the incumbent.  Accretions are non-competitive promotions resulting from an employee's position being classified at a higher grade because of additional duties and responsibilities.  Accretions are exceptions to competitive procedures and are expected to occur infrequently.  Proposed accretion actions must follow guidance which is stated in the references cited.  Specifically, the following criteria must be satisfied:

    a. The major duties of the employee's old position are absorbed into the new position, and the former is canceled.  Major duties are those which represent the primary reason for the position's existence and which govern the qualification requirements.  Typically, they occupy most of the employee's time.  Non-competitive promotions are appropriate when the new position is classified at a higher grade due to the addition of higher grade duties directly related to the primary purpose of the former position and the former major duties are absorbed into the new position.  The employee's position is redescribed incorporating the additional duties and responsibilities and the former position description is canceled.

   b. The new position has no known promotion potential.  The new position should not be identified in any way as having potential for a higher grade level.  In determining this, one should examine: (1) organization's career ladder or journeyman level for similarly classified positions , and (2) prior promotion pattern for similar positions in the organization.
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   c. The additional duties do not adversely affect another encumbered position.  There is an adverse effect when higher level duties are taken from an encumbered position resulting in a downgrade of that position or a reduction-in-force.

A non-competitive promotion of an individual, based on assignment of additional duties and responsibilities, is not appropriate if it conflicts with the principles of open and fair competition as required by 5 U.S.C. 2301.  If there are other employees in the same unit, under the same supervisor, who are officially assigned the same duties, before the addition of higher graded duties, special care is required to ensure compliance with 5 U.S.C. 2301.  When generic or standard position descriptions are used, there must be sufficient documentation to differentiate among seemingly identical positions.  Examples of such documentation may include position description addendum, different performance standards, assignment to different competitive levels with rationale to support such assignment.  Accretions from identical additional positions are strictly prohibited.

4.  Procedures.  The following processes are required for preparation of accretion actions:

a. Enclosure (1) identifies information for managers and supervisors to propose and certify accretion situations.  Enclosure (2) provides documentation that regulatory criteria has been satisfied and must be completed and approved by the HRO before an accretion promotion is effected.  

b. Position management and high grade billet approval must be obtained per applicable guidelines.  Approval documentation should be forwarded to HRO with the RPA.

c. The servicing personnel advisor must review all documentation supporting a proposed accretion of duties promotion.  This review will include the position description, management justification (enclosure (1)), classification standards, organizational structure and past practices, and practices in parallel organizations, both inside and outside the immediate organization, as appropriate.  Fact-finding should include desk audits with the supervisor and/or the incumbent under most circumstances.  The servicing personnel advisor will document findings using enclosure (2).
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d. All proposed accretion of duty promotions must be submitted in writing to, and approved by, the Director or designee of the servicing Human Resources Office.

   e. The position description that was superceded by the new position description will be abolished and will not be available for activation for at least one year from the date it was abolished.

5.
Responsibilities.

a. Management.



(1) Develops accretion of duties package using enclosures (1) and (2), a copy of the old and new position descriptions and any other supporting documentation:

       (a) MTP activities submit classified PD;

       (b) Non-MTP activities submit their PD for classification to the HRSC-SE after HRO approval.  


(2) All proposed accretion of duty promotions must be approved by the Commanding Officer or his/her designee.


(3) Submit accretion of duties package to the HRO for approval.


(4) After HRO approves the accretion action, submit the RPA. 

Click on these links to view Encl (1) and (2):

http://www.hrojax.navy.mil/forms/ACCRETION%20FORM.doc  or


[image: image34.wmf]ACCRETION 

FORM.doc

Encl (1)  
[image: image35.wmf]ACCRETION 

VERIFICATION.doc

Encl (2)
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PROCESSING CLASSIFICATION APPEALS

1.  Reference.  5 CFR 511

2.  Purpose. To establish procedures and identifying responsibilities for processing classification appeals.

3.  Procedures. 

    a. General Schedule employees may file a classification appeal with the Department of Defense (DOD) or directly to the Office of Personnel Management (OPM).  They are encouraged to file within DOD since a decision by OPM is final. Should the employee file his/her appeal through DOD and receive an unfavorable decision, he/she may still file a classification appeal with OPM.

   b. Federal Wage System employees must first file his/her appeal with DOD prior to filing with OPM.  Instructions on filing appeal may be found at the following site: http://www.cpms.osd.mil/fas/class/pages/cl_filing.htm. DOD will adjudicate the appeal and issue a decision.  If the decision is unfavorable the employee may exercise his/her rights to appeal to OPM.

   c.  Appealable Issues. The employee may seek a change in the following matters:

(1) Grade

(2) Occupational Series

    (3) Position Title – appealable only when the standard does not prescribe a title.

(4) Inclusion in or exclusion from the General Schedule

   d.  Non-Appealable Issues. The following issues are among those that may not be appealed by an employee.  However, they may be reviewed under agency administrative or negotiated grievance procedures, if applicable.

(1) The accuracy of the official position description or

job description (PD/JD) including the inclusion or exclusion of a major duty in the official PD/JD.
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(2) An assignment or detail outside the scope of normally

performed duties outlined in the official position description.

(3) The accuracy, consistency, or use of agency

supplemental classification guides.

(4) The title of the position unless a specific title is

authorized in a published OPM classification standard or guide, or the title reflects a qualification requirement or authorized area of specialization.

(5) The series, grade, pay system, or title of a position

to which the employee is not officially assigned by an official personnel action.

(6) An agency's proposed classification decision.

(7) The series, grade, pay system, or title of a position

to which the employee is detailed or promoted on a time-limited basis, except that employees serving under time-limited promotions for 2 years or more may appeal.

(8) The classification of the employee's position based on

position-to-position comparisons and not standards published by OPM.

(9) The accuracy of grade level criteria contained in an

OPM classification guide or standard.

 (10) A classification appeal decision previously issued by

OPM unless there has been a subsequent change in the government classification standards or the major duties of the position.
   e. For additional information on classification appeals visit the following website www.opm.gov.

6.
Responsibilities.  A classification appeal package is

divided into two (2) parts.  Part 1 is provided by the employee who is initiating the appeal with DOD/OPM and must include all of the information listed below.  Part 2 is provided by Management, the servicing HRO and the HRSC-SE.

   a. Employee.

(1)
Include in the appeals package:
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(a) Employee's name, mailing address and office phone number.

            (b) Location of the employee's installation, activity, and office.

            (c) Exact location of the employee's position in the organization.


(d) A copy of the employee's official position description, along with a statement concerning its accuracy.

            (e) Employee’s “present" title, series, and grade.

            (f) Employee’s “requested" title, series and grade

            (g) Arguments supporting the "requested" title, series, and grade.  Employee should refer to the applicable Position Classification Standard.

            (h) Statement directing the appeal to DOD or OPM.

  (2)
 Forward Part I of the appeal package to the HRO via the Activity Head.

   b. HRO.

(1)
Advise the employee of appeal rights.

(2)
Review Part I of the appeal package submitted by

     the employee for completeness.

(3)  Should the employee disagree with the accuracy of his/her PD/JD of record, management will take the necessary steps to resolve any differences.

(4)  Forward Part I of the appeals package to the HRSC- SE.

   c. Management.

      (1) Non-Managing to Payroll

(a) Provide the following information required to complete the appeals package:
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1.  The exact location of the position with the component, including accurate organization charts and mission and function statements.

2.  A current (no older than 90 days) signed statement from the immediate supervisor or higher management official certifying that the official position description is complete and accurate.

3.  Performance standards for the position (not

 the performance of the employee).

(b) Forward information to the HRSC-SE via the HRO.

      (2) Managing to Payroll:

          (a) Obtain or prepare the following information required to complete the appeals package:

              1.  A complete evaluation statement for the                                    appealed position description with a response to any classification issues presented in the employee's appeal.

             2.  If the appealed position is supervisory, review and provide complete evaluation statements for the subordinate's position descriptions used for determining the base level of work.  If subordinate positions include military or contract employees determine and include the equivalent GS/FWS grades.  If the GS supervisor has subordinate FWS employees determine and include the equivalent GS grades.

          (b) Forward information to the HRSC-SE via the HRO.
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APPLICATION OF DRAFT AND NEW CLASSIFICATION STANDARDS

1.  Reference.  5 CFR 511

2.  Purpose. To establish policy and identify responsibilities for the timely application of draft and newly issued Office of Personnel Management (OPM) Position Classification and Job Grading Standards.

3.  Background. Draft classification standards originate at the Office of Personnel Management (OPM) . The purpose of the review is to test the application of the standard in order to determine the probable impact and consequences of its application.  This is also a time in which further comments/suggestions are forwarded to OPM for consideration.  New classification standards must be reviewed and applied to positions as appropriate within six (6) months after receipt, or as determined by DOD/OPM.

4.  Responsibilities.

   a. Draft Standards.  The HRSC-SE will develop a summary of changes found in the draft standard, then forward the standard and summary along with a list of applicable positions and specific information requested by Navy, DOD, and/or OPM to the HRO Jacksonville.  Upon receipt of this information, HRO Jacksonville will provide information and assistance relevant to the application of the standard to activity officials as appropriate.  Information requested may include the accuracy/relevance of the standard to the actual types of work performed, improvements if needed, the overall impact of its application and other comments/concerns that the standard may raise.

      (1) MTP Management.

         (a) Review position descriptions.

         (b) Conduct trial application of draft standards.

         (c) Forward potential impact information to HRO.

      (2) HRO.
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         (a) Provide advice and assistance.

         (b)Gather information and provide input from both MTP and non-MTP commands.

         (c)Consolidate results and comments and forward to HRSC-SE.

   b. New Standards. The HRSC-SE will notify the HRO of the receipt of a new classification standard, the time frame for review and revision of position descriptions, and a summary of the significant changes contained in the new standard.  There will be no action for Non-MTP activities.

      (1) MTP Management.
         (a) Review position descriptions for accuracy.

         (b) Rewrite descriptions as necessary.

         (c) Apply the new standard within the required 
timeframes.

         (d) Prepare a Request for Personnel Action to implement required changes, attach classified position descriptions and forward to the HRSC-SE through the HRO Jacksonville.

         (e) Satisfy union and EEO notification requirements.

         (f) After the application of a new standard, the OF-8 must be annotated with the date of application, standard number, and initials of classifier.

      (2) HRO.

         (a) Coordinate information with activity managers in MTP commands.

         (b) Provide activity advice and assistance.

         (c) Follow-up on delinquent requests for rewritten PDs.

         (d) Review Request for Personnel Action for accuracy and completeness and forward to HRSC-SE.
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PAY SETTING

1.  References.  (a) 5 CFR 531





  (b) 5 CFR 532 

                 (c) OPM Operating Manual for the Federal Wage 

                     System 

                 (d) 5 CFR 575 

                 (e) 5 CFR 536 

                 (f) DASD (CPP) memos of 2 Nov 90 and 13 Feb 87

2.  Purpose. To establish a standard procedure covering the setting of pay for civilian employees.  The standard procedure outlines basic responsibilities for submission of actions requiring pay determinations to HRSE-SE for processing.

3.  Background.  Unless controlled by law, regulations, or negotiated agreement, the setting of pay is a line management responsibility.  The actual pay setting process will be accomplished in accordance with local policy between the activity, the servicing HRO and the HRSC-SE.  Whenever a personnel action requires a pay determination, the appropriate pay will be identified and communicated to the employee by the HRSC-SE.  The determination of the appropriate rate of pay will be based on controlling law, regulation, or negotiated agreement and/or line management decision/activity policy where flexibility exits.

4.
Responsibilities.



a. Management.  The activity's pay setting determination will be included with the Request for Personnel Action (RPA) or completed selection certificate when it is submitted to the HRSC-SE via the HRO for processing.  When the pay determination is known at the time the RPA is prepared, the rate of pay, as well as any special pay requests, such as a recruitment bonus or supervisory differential, will be documented in the remarks section (Part D).  When the pay determination has not been made at the time the RPA is prepared, i.e. when recruitment action is requested, the pay determination will be attached to the completed selection certificate.  Any required or appropriate documentation to support the pay determination must be attached to the RPA or selection certificate.  Specifically, the activity will inform HRSC-SE (via the HRO) whenever:
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(1)
Pay will be set above the minimum required by law or regulation, i.e., whenever pay will be based on highest previous rate in accordance with references (a) through (c).  If the activity wishes to offer a rate above the minimum allowable, but does not know what the employee's highest previous rate is (i.e., it is not identified until HRSC-SE receives the SF-75, Request for Preliminary Employment Data), the activity may request in advance that HRSC-SE offer the highest previous rate once it has been determined.  Use enclosure (1) for this purpose.

(2) The activity wishes to offer a superior qualifications appointment in accordance with reference (a).  Enclosure (2) should be used for this purpose.

      (3) The activity wishes to offer a recruitment bonus, relocation bonus, retention allowance, or supervisory differential in accordance with reference (d) and their own written policy.  Enclosures (3) or (4) may be used to authorize Recruitment/Relocation Bonus and Retention Allowance, as appropriate.  Enclosure (6) will be signed by the employee.

(4) The activity wishes to offer grade and/or pay retention for a change to lower grade action which is voluntary but influenced by a management action (references (e) and (f)).

(5)
Other situations that involve setting pay above the minimum rate required by law, regulations, or negotiated agreement.

b. HRO. Provide advice and guidance as requested regarding

the setting of pay.  Ensure proper documentation on RPA before forwarding to the HRSC-SE.

c. HRSC-SE.

         (1) Prior to extending an official offer to a selectee, HRSC-SE will set pay in accordance with the activity determination as documented on the RPA or attached to the completed selection certificate.  If no instructions regarding the setting of pay are provided by the activity, pay will be set at the minimum rate permitted by law, regulation, activity policy or negotiated agreement.  The HRSC-SE will notify the












12530

activity if the selectee requests HPR, a higher rate of pay than initially offered, or any other salary/incentives.  Requests for 

pay actions must be received by the HRSC-SE prior to the proposed effective date; there will be no backdated actions.

   (2) Pay adjustments for current employees, including within-grade increases, comparability increases, locality pay increases and special salary rate increases will be processed as required.

Access website: http://www.hrojax.navy.mil/pay_forms.htm
or click on the following links to view enclosures:
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ESTABLISHING BONUSES AND ALLOWANCES FOR CURRENT 

AND PROSPECTIVE CIVILIAN EMPLOYEES

1.  References.  (a) 5 USC 5753 and 5754

            (b) 5 CFR Part 531

            (c) 5 CFR Part 572

          (d) 5 CFR Part 575

2.  Purpose.  To implement parts of the Federal Employees Pay Comparability Act of 1990 that pertains to the use of recruitment bonuses, relocation bonuses, retention allowances and superior qualifications appointments.  This policy is being issued in accordance with the provisions of references (a) through (d). This policy pertains to individuals being considered for their first employment with Federal Civil Service; returning to Federal employment after a break in service of 90 days or more; and current employees with one year or more of continuous service. Activities may use these authorities as management recruitment and retention tools.  Maintaining the principle of internal alignment founded on the concept of equal pay for equal work is the mainstay of pay administration.  However, the requirement for specialized skills or abilities, educational requirements of some occupations, as well as geographic considerations may necessitate these bonuses and allowances in carrying out an activity’s mission. 

3.  Procedures.

    a.  Recruitment Bonuses are to be used only for candidates not previously employed by Federal Civil Service or for former Federal employee with at least a 90-day break in service.  They may be used to pay the candidate a bonus up to 25% of the base 

pay that has been offered and is paid in a lump sum.  The bonus is used for positions determined to be hard to fill. Using the criteria listed in paragraph 5a, management officials can propose these bonuses/allowances and the Activity Head has final authority for authorization.

    b.  Relocation Bonuses are to be used for current Federal Civil Service employees as an incentive to accept a position in a different commuting area.  They may be used to pay a bonus of up to 25% of the base salary that has been offered and is paid in a lump sum.  The bonus is used for positions determined to be hard to fill. Using the criteria listed in paragraph 4a,
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management officials are authorized to propose these bonuses and the Activity Head has final authority for authorization.

    c.  Retention allowances are to be used for current Federal Civil Service employees with one or more years of continuous service as an incentive to remain at the activity.  They may be used to pay an allowance of up to 25% of the employee's current base salary; the allowance will not be a lump sum, but will be paid at the same time as basic pay and is not considered part of the basic pay for any purpose.  It must be certified in writing that, absent the allowance, the employee would be likely to leave Federal Civil Service.  The employee must occupy a position requiring unusually high or unique qualifications; or there is a special need for the employee's services which makes it essential to retain the employee.  The retention allowance can be paid for as long as the conditions warranting the allowance continue to exist.   At least annually, the determination for payment of the retention allowance must be reviewed and certified in writing by the Activity that payment is still warranted. 

    d.  Recruitment/Relocation Bonus Service Agreement is an agreement to remain in the specific organization's employ for a period of at least 6 months and is required for recruitment and relocation bonuses.


(1) If the employee terminates the service agreement by separation, transfer to another organization, or because of misconduct the employee will be required to refund the bonus amount on a pro rata basis (i.e., credit is given for each full month of employment completed under the agreement).


(2) If the employee is involuntarily separated during the period of the agreement, there will be no requirement for the employee to refund the bonus.

4.  Responsibilities.

   a.  Managers and Supervisors:

     (1) When proposing the use of a Recruitment or Relocation Bonus or a Retention Allowance, the proposal must be in writing and on a case-by-case basis and must state the reasons for the proposed appointment, bonus, or allowance.
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     (2) In determining whether these authorities should be utilized, managers and supervisors shall consider the following factors:

            (a) The success of recent efforts to recruit high quality candidates for similar positions, including indicators such as offer acceptance rates, the proportion of positions filled, the length of time to fill similar positions, etc.  This 

assessment should include information not more than two years old and provide statistical data to support the determination.

            (b) Recent turnover in similar positions.  This assessment should include information not more than two years old and provide statistical data to support the determination.

            (c) Labor market factors that may affect the ability of the organization to recruit high quality candidates for similar positions now or in the future.



  (d) Special qualifications needed for the position.

            (e) The urgency of filling the position.

(f) The extent of the individual’s past training and experience that serves to qualify him/her for the position.

(g) The specialized skills that the individual possesses that will benefit the agency and are additional to basic position requirements.

(h) The average salary reported in published salary surveys for comparable private sector positions (if available).

(i) The length of the service agreement proposed, (i.e., a higher bonus amount may be appropriate in cases where 

service agreements beyond the minimum period are being considered).

        (3) Maintain all individual service agreements and all documentation and records of the individual bonuses or allowances.

(4) Submit to the Office of the DASN (DP2), 321 Somers Court, Suite 40101, Nebraska Avenue Complex, Washington, DC  20393-5451 by 1 November each year, for the preceding Fiscal
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Year the following information:

            (a) The number of employees offered/accepting a recruiting/relocation bonus,

(b) The percentage of salary offered/accepted in each individual case,

(c) A summary statement assessing the effect of bonus authority on the activity's ability to fill key positions with high quality candidates in a timely fashion,

(d) The number of employees offered/accepting a retention allowance,

(e) The percentage of salary offered/accepted in each individual case, and

(f) A summary statement assessing the effect of allowance authority on the activity's ability to retain quality employees in key positions.

        (5) Annually, after the implementation of the general pay increase for GS employees, conduct a survey of retention allowances to determine whether there continues to be a need for them.  A determination will also be made as to whether the allowance should be recomputed based on the higher salary resulting from the pay increase.

   b. HRO: Advise managers and supervisors concerning information necessary for the establishment of a bonus or allowance and determine the eligibility of candidates to receive a bonus or allowance.
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PERMANENT CHANGE OF STATION (PCS) REAL ESTATE CLAIMS

1.  Reference. DOD Joint Travel Regulations (JTR), Volume 

II, Chapter 14

2.  Purpose.  To establish responsibilities and procedures for filing and processing claims for reimbursement of costs incurred in the sale and/or purchase of residence in connection with a permanent change of duty station.

3.  Background.  Reference provides regulations governing allowances for expenses incurred in connection with real estate transactions and unexpired leases.  In general, an employee is entitled to reimbursement of certain expenses incurred in connection with the sale of a residence at the old Permanent Duty Station (PDS), and the purchase of a residence at the new PDS after the employee has signed the required transportation agreement and provided that:  (1) PCS is authorized/approved and the old and new PDS's are located in non-foreign areas; (2) the dwelling at the old PDS was the employee's actual residence at the time the employee was first informed by the appropriate authority of the transfer to a new PDS; (3) the settlement dates for the sale and purchase are within 2 years after the date the employee reported to the new PDS; and (4) the residence is titled in the employee's and/or dependent's name and is the residence from which the employee regularly commutes to and from work.

4. Responsibilities.

a.  Employee:

(1) Submit DD For 1705, Application for Reimbursement of

Expenses incurred by DoD Civilian Employees Upon Sale or Purchase (or Both) of Residence Upon Change of Duty Station, within 2 years of the reporting date at the new PDS.  Claims should be submitted to the Human Resources Office, Jacksonville (HROJAX) or servicing personnel office.  Enclosure (1) provides information on typical reimbursable expenses in the Jacksonville area;

(2) Attach supporting documentation to the DD Form 1705.
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For sale of former residence, the following supporting documents are required:

a. Sales agreement (contract);

b. Property settlement document

c. Mortgage document (if prepayment fee is claimed, it

must include terms of payment)

d. Paid invoices or receipts for bills paid outside of

closing;

e. Property settlement documentation approving claim

application if there has been prior claim settlement in connection with the purchase of a residence

For purchase of a new residence, the following supporting

documents are required:

        a. Purchase agreement (contract);

b. Property settlement document;

c. Loan closing statement;

d. Paid invoices or receipts for bills paid outside of

closing;

e. Property agreement document and approved claim

application if there has been a prior claim settlement in connection with the sale;

f. Disclosure statement on finance charges when provided

by a lending institution in compliance with P.L. 90-321 "The Truth in Lending Act."

If necessary, submit written request for extension of time limit to complete sale, purchase or lease termination transaction.  The request for extension should be submitted to the commanding officer of the activity bearing the cost, or his/her designee, for an additional period of time not to exceed 1 year.  The request should be submitted before the expiration of the 2-year time limitation.  When an extension has been approved, an amendment to the PCS orders must be done.

b.  HRO.
(1) Review the claim package for compliance with reference

(a).  Review the charges claimed in an application for reimbursement to determine whether the expenses claimed are reasonable in amount and customarily paid by the seller or buyer in the locality where the property is located.  Certify the DD Form 1705 for approved expenses and provide written explanation 
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for the expenses deemed not reimbursable.  Return certified claim packages to the employee for submission for payment.

(2) For sale of a residence at the old PDS, the employee will forward the claim to the previous command for review and approval of reasonable and customary expenses, and certification of the DD Form 1705.  For purchase of a residence outside of the HRO's geographical area, the employee will forward the claim to a designated reviewing official at the new PDS for review and approval of reasonable and customary expenses, and certification of the DD Form 1705.

(3) When the claim is returned to the previous activity or

reviewing official, the employee will submit the claim. 
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Typical Reimbursable Real Estate Expenses

 for Jacksonville, Florida
Purchase:

(1) FHA or VA fee for loan application (not VA FUNDING FEE);

(2) Legal and related costs, such as attorney's fee, title

     examination, title search, document preparation;

(3)  Lender's inspection fee (NOT optional homeowner's

     coverage);

(4)  Lender's coverage title insurance (NOT owner's coverage);

(5)  Title insurance endorsements;

(6)  Flood certification;

(7)  Recording fee for deed and mortgage;

(8)  State tax/stamps for mortgage (deed stamps are normally a

     seller's expense - buyer may be reimbursed only if sales

     agreement specifies that buyer will pay deed stamps);

(9)  Intangible tax;

(10) Survey;

(11) Pest inspection;

(12) Expenses in connection with construction of a residence,

     which are comparable to expenses that are reimbursable for

     the purchase of an existing residence;

(13) Loan origination fee, loan assumption fee, or loan transfer

     fee, generally no more than one (1) percent of loan amount.

Sale:
(1) Broker's fee or real estate commission, no higher than seven (7) percent;

(2) Costs of advertising if these fees are not included in the broker's fee or real estate commission (i.e., newspaper, bulletin board);

(3) Appraisals are normally a buyer's cost; however, a seller may be reimbursed if the appraisal is done for the purpose of determining a fair price for the sale of the home;

(4) Legal and related costs, such as attorney's fee, title examination, title search, and document preparation;

(5) Owner's coverage title insurance (NOT Lender's coverage)

(6) Title insurance endorsements;

(7) Recording fee for release;

(8) State tax/stamps for deed (not Mortgage stamps);

(9) Survey;

(10) Pest inspection
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ANNUAL LEAVE

1.  References. 5 U.S.C. chapter 63, subchapter I; 5 CFR 630, subparts B and C 

2.  Leave Requests. Employees should schedule leave as far in advance as possible, especially if extended time off is desired. Employees are responsible for requesting leave using the Standard Form (SF) 71, Application for Leave. The SF-71 must be given to the designated management official authorized to approve leave. Requests for advance leave must follow procedures developed within the activity, including negotiated agreements where applicable 

3.  Required Use of Leave. Employees may be directed to use leave in unusual cases such as reduced operations or equipment breakdown. When 24 hours notice is given, employees must use annual leave or request leave without pay. If less than 24 hours notice is given, employees must be told of the situation before the end of their last work shift in order for them to be required to use annual leave or leave without pay. If neither 24 hours notice nor notice immediately before the end of their last work shift is possible, employees shall be placed on excused absence for a period not to exceed eight hours and then required to take annual leave or leave without pay for any subsequent continuous absence required beyond the eight hours, so long as the 24-hour notice is given. 

4.  Annual Leave in Lieu of Sick Leave. Annual leave may be used in lieu of sick leave if the employee requests annual leave be charged in lieu of sick leave; if the request does not substitute annual leave for sick leave previously taken and approved; and the request for leave substitution would otherwise meet the requirements for an approved absence. 

5.  Record Keeping. The SF-71, whether approved or disapproved, should be maintained for audit purposes. If disapproved, a copy of the disapproved SF-71 should be provided to the affected employee. 

6.  Additional Information. Additional information on annual leave including accrual rates, advance annual leave, restoration of annual leave, and lump-sum payments may be found by referring to an OPM Fact Sheet on Annual Leave. It can be found at the following address: http://www.opm.gov/oca/leave/HTML/ANNUAL.HTM
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SICK LEAVE

1.  References. 5 U.S.C. chapter 63, subchapter I, 5 CFR 630, subparts B and D, OCPMINST 12630.1 (Supplement 990-2) 

2.  General.

    a. Employees may use sick leave when they (1) are incapacitated for duty by physical or mental illness, injury, pregnancy or childbirth; (2) are receiving medical, dental, or optical examination or treatment; (3) would jeopardize the health of others because of their exposure to a communicable disease; (4) must be absent from duty for purposes relating to the adoption of a child, including appointments with adoption agencies, social workers and attorneys; court proceedings; required travel and any other activities necessary to allow adoption to proceed; and (5) are providing care for a family member with a serious health condition. 

    b. Under the provisions of the Family Friendly Leave Act (FFLA) employees may also use sick leave to (a) provide care for a family member as a result of physical or mental illness, injury, pregnancy, childbirth, or medical, dental or optical examination or treatment; and (b) make arrangements necessitated by the death of a family member or attend the funeral of a family member.  

3.  Sick Leave Under FFLA. Full-time employees may not use more than 104 hours of sick leave during a leave year under FFLA. To use more than 40 hours in a leave year, a full-time employee must retain a balance of a least 80 hours in his or her sick leave account. 

4. Caring for a Family Member with a Serious Health Condition. 
Federal employees may use a total of up to 12 weeks (480 hours) of sick leave each leave year to care for a family member with a serious health condition. In order to use more than 40 hours of sick leave for such purposes, an employee must maintain a balance of at least 80 hours in his or her leave account. Any sick leave used under FFLA must be deducted from the 12-week entitlement. 

5.  Requesting Sick Leave. Requests for sick leave should be made using the Standard Form (SF) 71. 
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6. Advancing Sick Leave.  Employees may be advanced up to 240 hours of sick leave for a medical emergency or for purposes related to the adoption of a child.  A maximum of 40 hours may be advanced to full-time employees for family care or bereavement purposes, but no sick leave may be advanced for the purpose of meeting the 80-hour balance requirement under FFLA.  Advances may be limited to employees who provide adequate medical certification, have exhausted all available sick leave, and have provided reasonable assurance that they will return to duty and repay the advance.  Employees under a time-limited appointment can only be advanced the amount of sick they would earn subsequent to the termination of the appointment.  Employees may also be required to exhaust all annual leave before being advanced sick leave.  

7.  Additional Information. Additional information may be found by referring to an OPM Fact Sheet on Sick Leave. The address is: 

http://www.opm.gov/oca/leave/HTML/sicklv.htm
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LEAVE WITHOUT PAY (LWOP)

1.  References. P.L. 103-3, P.L. 103-353, E.O. 5396, OCPMINST 12630.1

2.  Definitions. 

    a. Leave Without Pay (LWOP). A temporary nonpay status and absence from duty granted upon an employee’s request. LWOP may be granted only for those hours of duty which comprise an employee’s basic workweek. 

    b. Absence Without Leave (AWOL). An absence from duty that is not authorized or approved (including leave not approved until required documentation is submitted), or for which a leave request has been denied. 

    c. Extended Leave Without Pay. A period of LWOP exceeding 30 days. 

3.  Additional Information. Additional information on LWOP, including the effects of LWOP on entitlements to or eligibility for certain Federal benefits, may be found in an OPM Fact Sheet at: http://www.opm.gov/oca/leave/HTML/lwop.htm


4.  Navy’s Guidance on Granting LWOP. In addition to the uses of LWOP mentioned by OPM, the Department of the Navy has approved granting of extended LWOP for the following:

    a. Compensation cases. LWOP will be granted to an injured employee for at least the first year the employee is receiving injury compensation under 5 USC 8101. Extensions of such leave may be granted based on a review of the individual case. 

    b. Military and Federal employee dependents. Up to 90 days of LWOP will be granted to employed dependents of transferring military personnel and to employees who are dependents of Federal employees who are required to move on rotation assignments or in a transfer of function or relocation of an activity, under certain conditions. 

    c. Examples of other proper cases for extended LWOP: 

(1) For educational purposes when the course of study or research is in line with a type of work which is being performed 
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by the activity and would contribute to the activity’s best interests. 

      (2) Recovery from illness or disability not of a permanent or disqualifying nature, when continued employment or immediate return to employment would threaten impairment of the employee’s health or health of other employees. 

      (3) While awaiting adjudication from the Office of Personnel Management on a claim for disability retirement, after all sick and annual leave have been exhausted. 

5.  Procedures for Requesting LWOP. Employees should request LWOP on a Standard Form (SF) 71 and attach any supporting documents via their chain of command. Authority for the approval/disapproval of requested LWOP of 80 hours or less is usually vested with the first-level or second-level supervisor. Requests for extended LWOP in excess of 80 hours may require higher-level approval. 

6.  Documentation/Record Keeping 

    a. An SF-71 will be used for LWOP periods of 30 calendar days or less. 

    b. An SF-52 will be used for LWOP periods of more than 30 calendar days, and for more than 80 hours when granted while the employee is receiving workers’ compensation benefits. 

    c. Each SF-71 and SF-52 should contain or have attached the reason for LWOP and an endorsement by the appropriate approving official. 
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MILITARY LEAVE

1.  References. 5 U.S.C. 6323, 5 U.S.C. 5519

2.  Additional Information. Additional information on military leave may be found in an OPM Fact Sheet at: http://www.opm.gov/oca/leave/HTML/military.HTM
3.  Charges for Leave to Provide Aid (Law Enforcement Leave). Employees may use the 22 workdays per calendar year or may elect to use annual leave or other approved paid absences (i.e., compensatory time or time off as an incentive award) or LWOP to cover the absence due to the military commitment. If employees do not elect leave following the 22 workdays, they are placed in a nonpay status. 

4.  Offset Provisions.

    a. Employees on military leave for active duty may keep both their military and civilian pay. 

    b. Employees on law enforcement leave may not keep both their military pay and civilian pay (except as provided below under the waiver provisions). Pay for law enforcement leave received by employees (excluding travel, transportation and per diem allowances) is credited against their civilian pay. Employees keep the greatest pay entitlement. 

5.  Waiver Provisions 

    a. Employees entitled to law enforcement leave may request to use annual leave and may receive both the civilian and military pay. 

    b. Employees are responsible for notifying their employing activity of the military pay received. DFAS or the servicing payroll office will determine the offset entitlement. 

6.  Forms. Employees should submit requests for military leave on a Standard Form (SF) 71 along with accompanying orders. 
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COURT LEAVE

1.  Reference.  5 U.S.C. 6322. This reference can be found at: http://www4.law.cornell.edu/uscode/5/6322.text.html
2.  Definitions.

    a. Court Leave. Leave granted to an employee when summoned as a juror or witness to a judicial proceeding.

    b. Judicial Proceeding. Any action, suit, or other proceeding of a judicial nature when the Federal, state or local government is a party, but does not include an administrative proceeding.

    c. Summons. Written notification ordering an employee to appear at a judicial proceeding.

3.  Employee Eligibility. Permanent and temporary employees, both full-time and part-time, who work a regularly scheduled tour of duty are entitled to court leave if otherwise in a duty status.

4.  Entitlement to Overtime. Employees who are absent on court leave on a day when overtime is worked are entitled to compensation if the overtime is regular or scheduled overtime, and the employee would have been required to perform overtime work.

5.  Additional Information. Additional information on court leave may be found in an OPM Fact Sheet at: http://www.opm.gov/oca/leave/HTML/courtlv.HTM
6.  Forms.  Employees requesting court leave should use the Standard Form (SF) 71, Application for Leave, indicating in Block 6 "Court Leave" along with appropriate supporting documentation.
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Employee Absences for Court or Court-Related Services

    Nature of

      Service
               Type of Absence
                            Fees
  Government

Travel Expenses


Court

Leave
Official

  Duty
  Annual

Leave or 

 LWOP
No
                  Yes








  No
Yes*






   Retain
   Turn

    in to 

 Agency



I  JURY SERVICE

   A- US or DC 

         Court
   x


 x


   x


   B- State or local 

        Court
   x




        X
   x


II WITNESS SVC

   A- On behalf of

        US or DC

        Government

    x

  x



   x

   B- On behalf of

        state or local

        government

   1- In official

        capacity

    x



       X

   x

   2- Not in

       official capacity
   x




       X
    x


   C- On behalf of

         private party

    1- In official

        capacity

    x



      X

   x

    2- Not in official

         capacity

         a-when a 

            party is US,

            DC or State

            Government
   x




       X
    x


         b-when a 

            party is not

            US, DC or

            State or 

            Local

            Government


        x

       x

    x


 *Offset to the extent paid by the court, authority, or party which caused the employee to be summoned.























 12630.5



EXCUSED ABSENCE AND ADMINISTRATIVE LEAVE

1.  References. 5 CFR 610, Subpart C; DODM 1400.25-M, Subchapter 630; DOD Supplement 990-2, Book 610 and Book 630; 5 USC 6321; GAM #72

2.  Definitions.

    a. Excused absence. Authorized time off without loss of pay or charge to leave for absences deemed to be in the best interest of the Government. Periods of excused absence are normally authorized on an individual case basis and are considered part of an employee’s basic workday even though the employee does not perform his/her regular duties.

    b. Administrative leave. Authorized time off without loss of pay or charge to leave to cover situations in which an activity head closes all or part of an activity and excuses the non-emergency employees.

3.  Guidance. The following are situations where granting excused absence is appropriate:

    a. Tardiness and brief absences. Excusal for tardiness and brief absences is normally limited to periods of less than one hour and should be considered and granted on an individual basis.

    b. Voting. Excused absence may be granted to permit an employee to report to work 3 hours after the polls open or leave work 3 hours before the polls close, whichever involves less time away from work. For example, if polls are open from 0700 to 1900, an employee with duty hours of 0900 to 1730 may report to work at 1000. The hour of excused absence would permit the employee to report to work 3 hours after the polls open.

    c. Blood donation. Employees who donate blood may be granted excused absence to cover travel to and from the donation site, the actual donation of blood, and recovery. This provision does not cover an employee who gives blood for his/her own use or receives compensation for giving blood. 

    d. Permanent change of duty station (PCS). Employees authorized PCS within the Department of Defense may be granted 
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excused absence before departing the old duty station and 

following arrival at the new duty station to accomplish personal tasks resulting from the move (e.g., to close or open personal bank accounts; obtain a driver’s license or car tags). In similar situations, employees coming to the Department of Defense from other federal agencies may also be granted excused absence after the employee is placed on DoD’s employment roll. This provision does not cover time involved in complying with PCS requirements such as obtaining passport and vaccinations, adhering to Government housing authority requirements, or being present for packing and receiving of household goods. The accomplishment of these tasks is conditional to the PCS and is considered to be an official duty.

    e. Employment interviews. Employees under notice of separation or change to lower grade for any reason except personal cause may be granted excused absence for searches and interviews. Employees competing for positions within the Department of Defense may also be granted excused absence for merit placement interviews. This provision does not cover travel time to job searches and interviews outside the commuting area.

    f. Counseling. Excused absence may be granted to permit an employee to attend the initial counseling session resulting from a self-referral under the Civilian Employee Assistance Program (CEAP). Employees may elect to use sick leave, annual leave, or leave without pay for subsequent visits. An initial management referral to CEAP is considered to be an official duty and is therefore not covered by this provision. 

    g. Certification. An employee may be granted excused absence to take an examination (e.g., certified public accountant examination or professional engineer) in his/her functional area if securing the certification or license would enhance the employee’s professional stature, thereby benefiting the Department of Defense. This provision does not cover the time spent preparing for such examinations. 

    h. Volunteer activities. Excused absence may be granted to employees participating in management-sponsored volunteer projects (e.g., adopt a school). This provision does not cover volunteerism in general. Such activity should be promoted through established leave programs and the flexibility offered through alternative work schedules.
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    i. Emergency situations. Excused absence may be granted to employees to assist in emergency situations. This provision does not cover employees who respond to emergencies in National Guard/Reserve status. 

    j. Physical examinations for enlistment or induction. Excused absence may be granted to an employee to undergo medical examinations required by appropriate military authorities for enlistment or induction into the United States Armed Forces. This provision does not cover travel time outside the commuting area or situations in which the employee receives military compensation; can use military leave; or undergoes additional tests, examinations, or treatment for conditions discovered or suspected as a result of the examinations.

    k. Attendance at conferences or conventions. Excused absence may be granted to allow employees to attend conferences or conventions of professional organizations when it is determined that attendance will serve the interests of the Government. Such excusals are limited to 5 workdays per calendar year. Excused absences should be limited to those employees who are official representatives of the organization or are scheduled participants in the program of the conference or convention. Excusal is not authorized for attendance at conferences or conventions of political parties or partisan political groups. Excused absence to attend union-sponsored training or conventions is governed by terms of the applicable collective bargaining agreement.

    l. After prolonged overtime or travel. When it is not possible or reasonable to reschedule an employee’s duty or travel time and regular scheduling would require the employee to travel and/or serve in a duty status for more than 16 hours, the employee may be excused without charge to leave or loss of pay for a reasonable time to recuperate from fatigue or loss of sleep. In determining the time to be allowed, the adverse effect on work performance, health, or well being, and any safety hazard which might result from working while fatigued, should be considered. Excusal under this authority will not normally exceed 4 hours. 

    m. Employee representational functions. Union officials are authorized excused absence (normally referred to as official time) to perform representational functions in accordance with 
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the provisions of the Federal Service Labor-Management Relations Statute and the applicable collective bargaining agreement.

    n. Organ/bone marrow donation. An employee may be excused up to 7 workdays to serve as an organ/bone marrow donor. Excused absence beyond the 7 workdays may be granted if medical procedures and recuperation require more time off.

    o. Adverse actions. When retention of an employee in an active duty status may pose a threat to the employee or others, result in loss of or damage to Government property, or otherwise jeopardize Government interests, excused absence may be granted.

    p. Funerals. Excused absence may be granted to an employee who is a veteran of a war, or of a campaign or expedition for which a campaign badge has been authorized, or a member of an honor or ceremonial group of an organization of those veterans to participate as an active pallbearer or as a member of a firing squad or a guard of honor in a funeral ceremony for a member of the armed forces whose remains are returned from abroad for final internment in the United States. Excused absence will not exceed 4 hours in any one day. 

    q. Congressional Medal of Honor holders. Invited Congressional Medal of Honor holders may be granted excused absence to attend or participate in events such as inauguration of the President of the United States; Congressional Medal of Honor Society conventions; and services on Memorial Day or Veterans’ Day.

    r. EEO Complaints.  Employees are allowed a reasonable amount of time to meet with their representatives and gather information related to their complaint.

4.  Excused Absences.  Excused absences that exceed 59 minutes should be used sparingly and are not appropriate unless they are in connection with furthering a function of the Department of Defense. Quality of worklife, family friendly initiatives, etc., are programs, not functions. Excused absences in excess of 59 minutes should not be used to create or extend a holiday. The use of excused absences is subject to review by the Inspector General.

5.  Administrative Leave.  Administrative leave covers situations in which the head of an activity uses his/her 
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authority to close all or part of an activity and administratively excuses non-emergency employees. This includes unanticipated curtailment of operations based on extreme 

weather, natural disasters, and unforeseen interruptions of transportation or building services which pose potential health 

or safety risks. This authority is not intended to cover extended periods of interrupted or suspended operations that can 

be anticipated sufficiently in advance. Administrative leave, regardless of its duration, should not be used to create or extend a holiday. The use of administrative leave is subject to review by the Inspector General.

6. Forms. Employees may request excused absence using an Application for Leave, Standard Form 71 (SF-71). The SF-71 is then submitted to the management official who has delegated authority to approve or disapprove the request.
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VOLUNTARY LEAVE TRANSFER PROGRAM

1.  References. 5 U.S.C. 6331; 5 CFR 630, Subpart I 

2.  Definitions.

    a. Available Paid Leave. Any annual or sick leave in an employee’s regular or restored leave account but does not include advanced annual or sick leave. 

    b. Family Members. Employees’ parents; spouse and their parents; children, including adopted children, and their spouses; brothers and sisters, and their spouses; and any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship. 

    c. Leave Donor. An employee who has voluntarily requested to transfer his/her annual leave to the annual leave account of a leave recipient. There are minimum and maximum limitations on the amount of leave donated.  

    d. Leave Recipient. An employee who has been approved to receive annual leave from the annual leave accounts of leave donors. 

    e. Medical Emergency. A medical condition of an employee or a family member of such employee that may require an employee’s absence from duty for a prolonged period of time (24 work hours or more) resulting in a substantial loss of income to the employee. 

3.  Eligibility. Written application to become a leave recipient or donor must be submitted through the appropriate management officials to the activity head or designee for approval. A leave recipient must have exhausted or be expected to exhaust all available paid leave to be eligible for this program. In the case of a family member, a leave recipient is only required to exhaust all annual leave. 

4.  Usage. Annual leave donated may be substituted retroactively for periods of leave without pay or used to liquidate an indebtedness for advance annual or sick leave granted on or after the date the medical emergency began. 
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5.  Termination of Medical Emergency. A leave recipient’s medical emergency ends when: 

    a. The leave recipient’s Federal service is terminated; 

    b. At the end of the bi-weekly pay period in which the agency receives notice from the leave recipient; 

    c. At the end of the bi-weekly pay period in which the leave recipient’s activity head or designee determines that the leave recipient is no longer affected by the medical emergency; and/or 

    d. Receives notice that the Office of Personnel Management has approved an application for disability retirement. The activity head or designee must submit written notification to the servicing personnel and payroll offices when one of the above situations occurs. 

6.  Forms 

    a. Employees requesting to become a leave recipient must use Optional Form 630 (or facsimile) and include all supporting medical documentation. 

    b. Employees requesting to donate leave to a leave recipient within the same Federal agency must use Optional Form 630-A (or facsimile). 

    c. Employees requesting to donate leave to a leave recipient outside the agency must use Optional Form 630-B (or facsimile). 

    d. OF 630, 630-A, and 630-B can be obtained from the HRO Jacksonville homepage at: http://www.hrojax.navy.mil/forms.htm
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FAMILY FRIENDLY LEAVE ACT (FFLA)

1.  References.  5 U.S.C. 6307(d), 6337(a); 5 CFR 630, Subpart D 

2.  Definition.

   a.  FFLA. Allows employees to use sick leave to care for the

medical needs of a family member, for bereavement, or for

adoption of a child. 

   b.  Family Members. Employees’ parents; spouse and his/her

parents; children, including adopted children, and their spouses; brothers and sisters, and their spouses; and any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.  

   c.  Care. That which is required for physical or mental

illness; injury; pregnancy; childbirth; medical, dental, or

optical examinations or treatments; and to arrange for or attend

funerals of family members. 

3. Usage.  In the case of illness, the general rule is that

employees can use sick leave to care for family members who have

conditions for which an employee could use sick leave. 

   a.  Full-Time Employees. May not use more than 104 hours

during a leave year. To use more than 40 hours in a leave year,

a full-time employee must retain a balance of at least 80 hours. 

   b.  Part-Time Employees or Employees With Uncommon Tours of

Duty. May not use more sick leave than they normally accrue in a leave year. Part-time employees or employees with uncommon tours of duty who wish to use more than the average number of hours in their weekly tour, must retain a balance equal to twice that number.

4.  Forms.  Employees requesting Family Friendly Leave use the

Standard Form SF-71 indicating in Block 6: "This leave is

requested under the Family Friendly Leave Act."

5.  Additional Information. Additional information on Family Friendly Leave Act can be found at: http://www.opm.gov/oca/leave/HTML/sickfam.htm
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FAMILY AND MEDICAL LEAVE ACT (FMLA)

1.  References.  5 U.S.C. 6381-6387; 5 CFR 630, Subpart L

2.  Purpose. Most Federal employees are entitled to a total of up to 12 workweeks of unpaid leave during any 12-month period for the following purposes: 

· the birth of a son or daughter of the employee and the care of such son or daughter; 

· the placement of a son or daughter with the employee for adoption or foster care; 

· the care of spouse, son, daughter, or parent of the employee who has a serious health condition; or 

· a serious health condition of the employee that makes the employee unable to perform the essential functions of his or her positions. 

3.  Definitions.

    a. Spouse. Husband, wife, or common-law spouse, if state recognized. 

    b. Son or Daughter. Biological, adopted, foster, stepchild, legal ward, or child of a person acting in the place of a parent. The child must be under age 18, or over 18 and physically or mentally incapable of self-care.

    c. Parent. Biological parent or a person acting in the place of a parent. This term does not mean "in-laws."

    d. Serious Health Condition. Includes an illness, injury, impairment, or physical or mental condition that involves inpatient care in a hospital, hospice, or residential care facility and any subsequent treatment or care in connection with inpatient care. It also includes continuing treatment by a health care provider or examinations and evaluations to determine if a serious health condition exists. It may include a period of incapacity of more than 3 consecutive calendar days or any period of incapacity due to pregnancy or childbirth or for prenatal care even if the affected individual does not receive active treatment from a health care provider during the period of incapacity or the period of incapacity does not last more than 3 consecutive calendar days. It also includes any period of









  12630.8

incapacity or treatment due to a chronic condition or a period of incapacity which is permanent or long-term due to a condition for which treatment may not be effective. 
4.  Eligibility. Employees must have completed at least twelve months of service to be eligible for family and medical leave. The service need not be recent or consecutive.

5.  Usage.

    a. Intermittent Leave. Employees may take FMLA leave in blocks of time or by reducing their normal weekly or daily work schedule. When FMLA is for birth or placement for adoption or foster care, use of intermittent leave requires approval of a management official. 

    b. Substitution of Paid Leave. Employees may choose to use accrued paid leave (such as sick or annual) to cover some or all of the otherwise unpaid FMLA leave. Substitution of paid leave must be requested and approved in advance. 

    c. Documentation. Supervisors may request medical documentation. Call your servicing labor relations specialist as required.

6.  Forms. Employees requesting Family and Medical Leave use the

SF-71 indicating in Block 6 whether the leave is for family or

medical reasons. This leave usage should be documented on the time and attendance record.

7.  Additional Information. For additional information on FMLA, see the OPM Fact Sheet at: http://www.opm.gov/oca/leave/HTML/fmlafac2.htm
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PROCESSING OF UNFAIR LABOR PRACTICE (ULP) CHARGES

1.  Reference.  5 CFR 2423

2.  Purpose.  To establish procedures for processing intents to file ULPs and ULP charges. 

3.  Background.  5 CFR 2423 provides the regulatory framework for processing unfair labor practice (ULP) charges filed by labor organizations. This procedure addresses how ULPs and intents to file ULPs will be handled within the agency.   

4.  Responsibilities.

     a.  Management.

          (1) Provide a copy of intents to file ULPs to the servicing labor relations specialist. 



(2) Upon request from the assigned labor relations specialist, provide written information in response to the charge.



(3) Cooperate with the labor relations specialist in gathering pertinent documents. 



(4) Meet with the labor relations specialist to discuss strategies for resolving ULPs. 



(5) Appoint a management representative to serve as chief spokesperson to discuss resolution with the union or to negotiate with the union on the matter. 

     b.  HRO.



(1) Assign a labor relations specialist to serve as the local HRO point of contact on intents to file a ULP or ULP charges. 



(2) Contact the appropriate manager or supervisor in writing and obtain from him/her a written response to the charge.  



(3) Gather any documents that may be available that pertain to the issue.
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(4) Arrange a meeting with the CO or designee to discuss options or possible resolution.

(5) Serve as team member on any negotiations or resolution discussions.

(6) Notify the HRSC-SE if resolution is reached on any ULP charge.

(7) Forward pertinent documents to HRSC-SE if resolution is not reached.


c.  HRSC-SE.


(1) Act as the agency’s designated representative on ULP charges. 



(2) Participate actively in resolution/settlement attempts if the Federal Labor Relations Authority (FLRA) issues a complaint.



(3) Represent the agency at hearings on ULP matters before the FLRA.
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EEO COMPLAINTS PROCESSING

1.  References.  DON Complaints Processing Manual, EEO Management Directive (EEO MD-110), 29 CFR Part 1614, DON Pilot Dispute Resolution Guidelines.

2.  Purpose.  To provide basic information regarding the processing of EEO Complaints under the traditional 29 CFR Part 1614 process and the DON Pilot Dispute Resolution Process.

3.  Coverage.  These procedures apply to current and former civilian employees paid with appropriated and non-appropriated funds, reemployed annuitants, and applicants for employment who believe they have been discriminated against on the basis of race, color, religion, sex, national origin, age (40 and over), physical and mental disability or reprisal for prior EEO activity.

4.  Responsibilities.

    a.  Activity Head.  Designated as the Equal Employment Opportunity Officer (EEOO) and is responsible for Command implementation of the EEO discrimination complaints process.

    b.  Military and Civilian Managers and Supervisors.  Responsible for cooperating with EEO program officials, Counselors/Dispute Resolution Specialists (DRS), Investigators, and management representatives at every step of the complaints process; communicating discrimination complaint procedures to employees; and seeking resolution of informal and formal complaints.

    c.  HRO.  Responsible for providing Counselors/Dispute Resolution Specialists (DRS) for all serviced activities and processing formal complaints.  The Director of EEO/Training is the Deputy Equal Employment Opportunity Officer (DEEOO) for HRO serviced activities.

    d.  HRSC-SE.  Responsible for processing class action complaints

    e.  Employees.  Individuals who believe they have been discriminated against in an employment related matter must contact an EEO Specialist within 45 calendar days of the date the alleged act occurred, the effective date of the alleged 
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discriminatory personnel action, or the date they knew or reasonably should have known that it occurred.  At the initial counseling session, the aggrieved person must elect between having the dispute(s) about which s/he contacted the EEO Office 

handled through the traditional EEO counseling procedures, the activity’s Alternative Dispute Resolution (ADR) procedures(s) or, if available, the DON EEO Complaint Pilot Dispute Resolution Procedures.

    f.  EEO Counselors/DRS.   Advise individuals orally and in writing of their rights and responsibilities, gather and analyze information relevant to the dispute, and work closely with appropriate management officials to achieve resolution of the complaint at every stage of the process.

5.  Precomplaint Processing under Part 1614.

    a.  Traditional.  Employees electing the traditional process will be assigned a Counselor who will determine the basis(es) and claims and within 30 days conduct a limited inquiry into the facts surrounding the allegation(s).  Prior to the end of the 30-day period, the aggrieved person may agree in writing to extend the counseling period for an additional period of no more than 60 days. 

    b.  Alternative Dispute Resolution (ADR) Option.  Employees may chose ADR in lieu of the counseling procedure.  While the majority of the activities offer mediation as their ADR process, the ADR specialist will inform the aggrieved employee of the process used by the activity involved and explain the procedures.  The ADR process allows up to 90 days to complete the precomplaint phase. 

    c.  Right to File Formal Complaint.  If the matter is not resolved, the individual will be informed in writing of his/her right to file a formal discrimination complaint within 15 calendar days of receipt of the final interview notice.  The notice will advise the individual of names and addresses of officials designated to receive formal complaints.

6.  Formal Complaint Processing under Part 1614.

    a. Accept/Dismiss.  When the EEOO accepts or dismisses the complaint, it will be processed in accordance with procedures and time frames established by the Equal Employment Opportunity 
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Commission (EEOC).  If the EEOO dismisses the complaint, the complainant will be advised in writing of the right to appeal.

    b.  Investigations.  The Office of Complaint Investigations will conduct an investigation and a written Report of Investigation (ROI) will be provided to the complainant and the activity. 

    c.  EEOC Hearing.  Upon receipt of the ROI, the complainant has 30 days to request either an EEOC Hearing before an Administrative Law Judge or an immediate decision on the complaint by the Secretary of the Navy.  If the complainant desires a hearing s/he must submit the hearing request directly to the EEOC office and provide a copy of the request to the agency. The Administrative Judge (AJ) may dismiss the complaint, issue a decision from the bench after the conclusion of the hearing, or issue a written decision.  

    d.  Agency Final Order. The Secretary of the Navy takes final action on the complaint by issuing a Final Order. Should the decision be unacceptable to the complainant, the final order will contain notice of the right to appeal the final action to the EEOC, the right to file a civil action in Federal district court, and applicable time limits for appeals and lawsuits.

7.  Complaint Processing under the DON Pilot Alternative Dispute Resolution Process.

    a. While not available at all commands, the Pilot program offers an expedient alternative to the traditional processing of EEO complaints established under 29 CFR Part 1614.  Election of the DON Pilot Program is voluntary.  Enclosure (1) describes the Reengineered Process.

b. The Pilot Program encourages the use of dispute resolution options to informally resolve allegations of discrimination.  Enclosure (2) provides a brief description of the four Dispute Resolution Options available to disputants who participate in this process.

8.  Representation.

    a. The complainant has the right to be accompanied, represented, and advised by a representative at every stage of the complaint process.  The EEOO may deny a particular 
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representative when there is a conflict of interest or position such as an EEO counselor, DEEOO, certain HRO employees, or complainant’s supervisor.  Denial of a representative must be in writing to explain the reason for the denial.

    b.  The complainant must provide written notification to the EEO Office or the EEOO of the representative’s name, address, and telephone number.

    c.  Witnesses have the right to be accompanied and advised by a representative at every stage of the complaint process.

9.   Relationship to Other Appellate Procedures.

    a.  If an allegation of discrimination is raised at any stage of the administrative grievance procedure, the employee will be notified in writing that introduction of the allegation will terminate the administrative grievance process.

    b.  An employee, covered by a collective bargaining agreement with a negotiated grievance procedure that does not exclude an allegation or complaint of discrimination, may use either the negotiated grievance procedure or the discrimination complaint procedure.  The employee may not use both procedures.

    c.  An employee who elects to use the negotiated grievance procedure or the discrimination complaint procedure to resolve an EEO mater must indicate the election by filing a written grievance or a formal discrimination complaint.  Use of precomplaint counseling does not constitute such an election.

    d.  An employee covered under a negotiated grievance procedure who files a grievance in writing may not then file a discrimination complaint on the same matter regardless of whether the grievance raised an allegation of discrimination.  Any such complaint filed after a grievance has been filed under a negotiated grievance procedure on the same issue shall be dismissed without prejudice to the complainant’s right to proceed through the negotiated grievance procedure.

    e.  For employees not covered by a collective bargaining agreement or whose collective bargaining agreement excludes allegations of discrimination, this procedure is the exclusive procedure available for addressing allegations of discrimination.
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    f.  If a discrimination complaint is dismissed based on an employee’s prior election to use the negotiated grievance procedure, the letter dismissing the complaint will include rights and procedures concerning appeal of the dismissal.

10.  Class Complaints.

    a.  A class constitutes a group of employees, former employees, or applicants for employment whom, it is alleged, have been or are being adversely affected by an agency personnel management policy or practice that discriminates against the group on the basis of their common race, color, religion, sex, national origin, age (40 or over) or physical or mental disability.

    b.  A class complaint is a written complaint of discrimination filed on behalf of a class by the agent of the class alleging that:


(1) the class is so numerous that a consolidated complaint of members of the class is impractical;


(2)  there are questions of fact common to the class;


(3) the claims of the agent of the class are typical of the claims of the class; and/or


(4) the agent of the class, and the representative, if any, will fairly and adequately protect the interest of the class.

    c.  An agent is a class member who acts for the class.  Anyone who wishes to act as an agent in pursuing a class complaint and who believes they have been discriminated against, shall consult with an EEO specialist or class complaint counselor within 45 days of the matter giving rise to the allegation of individual discrimination, the effective date of a personnel action, or the date they knew or reasonably should have known of the discriminatory event or personnel action.

    d.  A class complaint counselor is an EEO counselor who has been training to counsel class complaints.  
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Reengineered [image: image68.emf]EEO Complaint / Dispute Resolution Process


REENGINEERED PROCESS 

 



INTAKE  PROCESS 

· Pre-complainant meets Dispute Resolution Specialist (DRS) to discuss claim.  All rights and responsibilities are explained.  Claim defined based on interview and completed intake form.

· Development of the case file begins with a clear definition of the issue(s) involved.

· Referral and/or attempts to resolve the claim are made.
· If resolution is obtained, written settlement agreement is fully executed. 
If resolution attempts fail, by the 8th day, a notice is provided of right to request alternative dispute resolution (ADR) Options.  Pre-complainant elects in writing to withdraw case or to pursue ADR Options by the 10th day of the Intake Process.  If no election, continue with traditional counseling.


ADR OPTIONS 

· DRS presents menu of options (Mediation, Conciliation, Early Neutral 

      Inquiry, or Settlement Conference) for dispute resolution.  Pre-complainant                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 also advised of right to obtain and present evidence.
· Pre-complainant selects option and meets with neutral and appropriate management officials to attempt resolution.  
· Target for resolving cases is 30 days.

· If resolution obtained, a settlement agreement is fully executed.
· If resolution attempts fail, a Notice of Final Interview is issued with option to pursue claim through pilot process or 29 C.F.R. Part 1614.



· If complainant elects 1614, the complaint will be processed accordingly. 

· If complainant elects the pilot, the following process applies:

· Within 5 days, issue acknowledgement letter, identifying issue(s) with opportunity to clarify/modify issue(s).  Complainant has 5 days to respond.   

· Within 5 days, the HRO will notify complainant whether the claim has been accepted/dismissed with appeal rights on dismissed matters.



DEVELOPMENT OF THE FACTUAL RECORD

Within 14 days accepted issues will be thoroughly and objectively investigated by the HRO.  Within 7 days of notification of accepted issue(s), the complainant must request the inclusion of any pertinent evidence in support of the claim.  This evidence may include witness statements, declarations, affidavits, and other evidence.  The HRO will take any declarations/affidavits necessary to establish an objective case file. 

On or before the 15th day, the HRO will provide the Complainant a copy of the complaint file with his right to request a hearing.  Complainant has 30 days to supplement the record and/or request a hearing.  If complainant requests a hearing, the complaint will be processed in accordance with 29 C.F.R. Part 1614.  If complainant does not request a hearing,  the HRO will forward a copy of the record to NAVCARD by overnight express.



FINAL AGENCY DECISION 

· NAVCARD prepares draft decision and transmits to Commanding General or Commanding Officer.

· Commanding General or Commanding Officer may accept, reject or modify the recommended decision.  


-    Copy of signed decision is transmitted to NAVCARD within 5 days.


* Assumes receipt of a complete case file by NAVCARD which contains all information necessary for drafting of the final decision.  Otherwise, complainant will be remanded. 













Alternative Dispute Resolution (ADR) Options 

in the Navy Reengineering Pilot Dispute Resolution Process

Mediation – A dispute resolution method in which a 3rd party neutral facilitates discussions between the parties in an effort to arrive at a mutually agreed resolution of the matter in dispute.  The mediator has no decision-making authority and cannot impose a decision on either party.

Mediation is confidential. No written record is kept of what transpires during the process.  If agreement is reached between the parties, a copy of the written agreement is the only written documentation.

Conciliation – A dispute resolution method in which a 3rd party neutral facilitates discussions between the parties in an effort to arrive at a mutually agreed resolution of the matter in dispute.  The conciliator has no decision-making authority and cannot impose a decision on either party.

The conciliation process is similar to the mediation process with the following exceptions:


- the conciliator may collect/review evidence and documentation, provide counseling, and recommend options to the parties for resolutions


- if no formal agreement is reached, the conciliator submits a written summary of the process and all evidence and documentation submitted by the parties.

Early Neutral Inquiry (ENI) – A dispute resolution method in which a 3rd party neutral provides a non-binding evaluation of the facts in dispute after reviewing statements and relevant documentation and makes recommendations regarding possible resolution of the dispute.

Prior to the ENI, each party is requested to submit a statement (no more than 2 pages) identifying the session participants, major disputed issues, and any discovery that would be necessary for meaningful discussions.

The ENI assists both parties in considering the strengths and weaknesses of their positions.

Settlement Conference – A dispute resolution method in which a 3rd party neutral conducts a conference for the purpose of reaching a mutually acceptable settlement in the matter prior to litigation or formal proceedings.

Prior to the conference, each party submits a brief (not to exceed 3 pages) account of the events giving rise to the claim, the significant points of the dispute, key documentation and evidence, and requested remedies.

The neutral facilitates negotiations between the parties and their representatives but is not of trier of fact and will not make final decisions for the parties.
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EMPLOYMENT OF SEVERELY HANDICAPPED INDIVIDUALS AND DISABLED VETERANS

1.  References. 5 CFR 213, 5 CFR 720

2.  Purpose. To provide information, policies, procedures and

responsibilities applicable for administering the employment

program for severely handicapped individuals and disabled

veterans.

3.  Policy.  Selecting officials and appointing officials and all others in a position to influence appointments or advancement will give full consideration to the employment and advancement of handicapped individuals and disabled veterans. The Department of the Navy has established a goal of employing handicapped individuals with targeted disabilities in at least two percent of civil service jobs.

4.  Definitions.
   a.  A handicapped person is any individual who (1) has a

physical, mental, or emotional impairment which substantially

limits one or more of such person's major life activities, (2)

has a record of such an impairment, or (3) is regarded as having

such an impairment.

   b.  A disabled veteran is one who is entitled to compensation

administered by the Veterans Administration or who was discharged or released from active duty because of a service-connected disability

5.  Reasonable Accommodation.   Organizations must make

reasonable accommodations to enable qualified handicapped

employees to perform their work.  Reasonable accommodation is a

logical adjustment made to a job and/or the work environment that enables a qualified handicapped person to perform the duties of the position in question.
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DISCIPLINE ADMINISTRATION

1.  References.  CPI 752, 5 CFR 752, 5 USC 75

2.  Definitions.

    a. Grievable Actions. A letter of reprimand or a suspension from duty without pay for fourteen days or less.

    b. Appealable Actions. A suspension from duty for fifteen

days or more, reduction in grade or pay for reasons of conduct,

furlough of thirty days or more, or removal from Federal service.

    c. Days. Calendar days.

3. Procedures.

    a.  When the supervisor becomes aware of alleged misconduct by a subordinate, the supervisor or other appropriate official should conduct a preliminary fact-finding to gather relevant information. The extent of the fact-finding will be contingent upon the seriousness of the alleged misconduct. Collective bargaining agreements may also specify procedures to be followed when conducting the inquiry.

    b. Once the supervisor determines that disciplinary action is warranted, the supervisor should refer to the attached schedule of offenses and recommended remedies as a guide in 

determining the appropriate corrective action. Your servicing labor relations specialist can provide assistance in determining the appropriate remedy for employee misconduct and ensuring that the action meets procedural requirements. The specialist may suggest alternatives to disciplinary action.

4.  Responsibilities.

    a. Managers and Supervisors. Communicate expectations

concerning appropriate conduct, set examples in the workplace,

and take appropriate action in a timely manner to correct

unacceptable behavior.

    b. Employees. Perform assignments and conduct themselves in

accordance with applicable regulations and laws, including the

Standards of Conduct and workplace policies.

    c. HRO.  Provide advice and guidance to

supervisors and employees concerning requirements for initiating

and effecting disciplinary actions. Maintain files and records

of disciplinary actions.









  12752

5.  Grievances and Appeals
    a. Employees may challenge grievable actions through the negotiated grievance procedure if they are represented by a labor organization.  Employees not represented by a labor organization must use the administrative grievance procedure.

    b. The Merit Systems Protection Board may review appealable actions.  Employees represented by a labor organization must refer to their negotiated grievance procedure to determine if they have an option of challenging the action either through the negotiated grievance procedure or as a Merit Systems Protection

Board appeal.
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SCHEDULE OF OFFENSES AND RECOMMENDED REMEDIES

OFFENSE




RANGE OF REMEDIES







   FIRST

SECOND
   THIRD






   OFFENSE
OFFENSE
   OFFENSE
ALCOHOL ABUSE
Unauthorized possession,
   14-day

30-day
   Removal

sale or transfer of 
   suspension
suspension

alcohol on duty or on a 
   to removal
to removal

military ship, aircraft, 

or installation

Use of, or being under
   14-day

30-day
   Removal

the influence of alcohol    suspension
suspension

on duty or on a military    to removal
to removal

ship, aircraft, or 

installation

ATTENDANCE
Excessive unauthorized
   Reprimand
10-day
   Removal

absence (more than 5
   to removal
suspension

consecutive workdays)
   


to removal

Leaving job to which 
   Reprimand 
Reprimand
   Reprimand

assigned or Department
   to 5-day
to 10-day
   to removal

of the Navy premises at
   suspension
suspension

any time during working

hours without proper 

authorization

Unexcused or unauthorized   Reprimand
5-day
   10-day

absence on one or more 
   to removal
suspension   suspension


scheduled days of work or 


to removal   to removal

assigned overtime

Unexcused tardiness

   Reprimand
Reprimand
   Reprimand










to 5-day
   to removal










suspension
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SCHEDULE OF OFFENSES AND RECOMMENDED REMEDIES

OFFENSE




RANGE OF REMEDIES







   FIRST

SECOND
   THIRD






   OFFENSE
OFFENSE
   OFFENSE
DISCRIMINATION
Discrimination against
   Reprimand
14-day
   30-day 

an employee or applicant    to removal
suspension   suspension


based on race, color, 



to removal   to removal

religion, sex, sexual 

orientation, handicap, 

national origin, or age, 

or any reprisal or retaliation

action against a complainant,

representative, witness, 

or other person involved in

the EEO complaint process

Sexual harassment
Reprimand
14-day
   30-day








   to removal
suspension   suspension










to removal   to removal

DRUG ABUSE
Unlawful use or 

   Reprimand
Removal

possession of drugs 
   to removal

or drug paraphernalia 

on or off duty


Unlawful distribution, 
Removal

sale, or transfer of 

drugs or drug paraphernalia 

on or off duty

Unlawful use or

Removal 

possession of drugs or 

drug paraphernalia on a 

military ship, aircraft 

or installation

DRUG TESTING
Refusal to provide

   Reprimand
Removal 

a urine sample when 
to removal

required
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SCHEDULE OF OFFENSES AND RECOMMENDED REMEDIES

OFFENSE




RANGE OF REMEDIES







   FIRST

SECOND
   THIRD






   OFFENSE
OFFENSE
   OFFENSE
DRUG TESTING
Substituting, adulterating  30-day

Removal

or otherwise tampering 
   suspension

with a urine sample, 
   to removal

testing equipment or 

related paraphernalia

Attempted or actual falsi-  Reprimand
14-day 
   30-day

fication, misstatement or   to removal
suspension   suspension

concealment of a material 


to removal   to removal

fact, record, correspondence 

or other communication 

prepared in connection with the

collection, handling, transportation

or testing of urine samples

MISCELLANEOUS OFFENSES
Betting, gambling, or the   Reprimand
5-day
   10-day

promotion thereof on duty   to removal
suspension   suspension

or on Department of the 



to removal   to removal

Navy premises

Careless workmanship
   Reprimand
5-day
   10-day

resulting in delay in
   to removal
suspension   suspension

production or spoilage



to removal   to removal

or waste of materials

Criminal, dishonest,
   Reprimand
14-day
   30 day 

infamous or notoriously
   to removal
suspension   suspension

disgraceful conduct 



to removal   to removal

Disobedience to constituted Reprimand
5-day
   10-day

authorities; deliberate 
   to removal
suspension   suspension

refusal or failure or delay 


to removal   to removal

in carrying out any proper 

order, work assignment or 

instruction; insubordination, 

including failure to follow 

local or higher level policy
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SCHEDULE OF OFFENSES AND RECOMMENDED REMEDIES

OFFENSE




RANGE OF REMEDIES







   FIRST

SECOND
   THIRD






   OFFENSE
OFFENSE
   OFFENSE
MISCELLANEOUS OFFENSES 
Disrespectful conduct, use  Reprimand
5-day
   10-day

of insulting, abusive or    to removal
suspension   suspension

obscene language to or 



to removal   to removal

about other personnel

Falsification (or aiding    Reprimand
14-day
   30-day

or assisting in falsifica-  to removal
suspension   suspension

tion) of time and attendance 


to removal   to removal

records or claims against 

the government

Falsification, misstatement, Reprimand
14-day
   30-day

or concealment of material   to removal
suspension   suspension

fact in connection with any 


to removal   to removal

official record

False testimony or refusal  Reprimand
14-day
   30-day

to testify in an inquiry,   to removal
suspension   suspension

investigation or other 



to removal   to removal

official proceeding

Loafing, wasting time,
   Reprimand
5-day 
   10-day

inattention to duty,
   to 5-day
suspension   suspension

sleeping on duty

   suspension  to removal   to removal

Making threats to other
   Reprimand
5-day
   10-day

employees or supervisor;
   to removal
suspension   suspension

fighting; engaging in



to removal   to removal

dangerous horseplay

*Misuse of a Government 
   Reprimand
30-day
   Removal

vehicle




   to removal
suspension 










to removal

*31 U.S.C. 1349(b) requires a minimum suspension of one month even for the first offense, if the misuse was willful, i.e., employee acted either with knowledge that the intended use would be characterized as unofficial or with reckless disregard of whether such use was unofficial.
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SCHEDULE OF OFFENSES AND RECOMMENDED REMEDIES

OFFENSE




RANGE OF REMEDIES







   FIRST

SECOND
   THIRD






   OFFENSE
OFFENSE
   OFFENSE
MISCELLANEOUS OFFENSES
Reckless driving or improper

operation of motor vehicle:

  Causing personal injury   Reprimand
14-day
   30-day

  to self or others or 
   to removal
suspension   suspension

  damage to government



to removal   to removal

  property

  No personal injury to
   Reprimand 
Reprimand
   14-day

  self or others or damage  to 5-day
to 10-day
   suspension

  to government property
   suspension
suspension   to removal

  property

*Unauthorized possession,   Reprimand
14-day
   30-day

use, loss, theft or damage  to removal
suspension   suspension

to Government property or 


to removal   to removal

the property of others

Misuse of government
   Reprimand
14-day
   30-day

equipment (e.g. 

   to removal
suspension   suspension

unauthorized use of 



to removal   to removal

electronic mail, internet,

phones, or facsimile equipment)

Misuse of Government 
   Reprimand   5-day
   
   10-day

sponsored travel charge     to removal  suspension   suspension

card (e.g. use for                      to removal   to removal

unauthorized personal 

expenses, failure to pay charge

card bill in a timely manner,

or failure of non-exempt employee

to use card for required expenses

arising from official travel) 

* Under Miguel v. Department of the Army, 727 F.2d 1081, 1083-84 (Fed. Cir. 1984), the Federal Circuit Court held that activities must consider the value of items stolen when determining a penalty for “unauthorized possession” or “theft” of government property. In the absence of aggravating factors, a removal based on de minimis theft will likely result in mitigation of the penalty, even when the activity can show that the employee was on notice that discipline, including removal, could result from theft of government property.
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SCHEDULE OF OFFENSES AND RECOMMENDED REMEDIES

OFFENSE




RANGE OF REMEDIES







   FIRST

SECOND
   THIRD






   OFFENSE
OFFENSE
   OFFENSE
PROHIBITED PERSONNEL PRACTICE
Committing a prohibited
   Reprimand
14-day
   30-day

personnel practice

   to removal
suspension   suspension

(See 5 U.S.C. 2302)

   


to removal   to removal

SAFETY
Failure to observe posted   Reprimand
5-day
   10-day

smoking prohibitions
   to removal
suspension   suspension










to removal   to removal

Failure to use protective   Reprimand
5-day
   10-day

 

clothing or equipment
   to removal
suspension   suspension










to removal   to removal

Violation of safety or 

traffic regulations on 

duty or on an installation 

(on or off duty):

  Causing injury to self    Reprimand
14-day
   30-day

  or others or damage to
   to removal
suspension   suspension

  property or endangering 


to removal   to removal

  the safety of self or 

  others

  No injury or property     Reprimand
Reprimand
   Reprimand

  damage; not endangering   to 5-day
to 10-day
   to removal

  the safety of self or
   suspension
suspension

  others
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SCHEDULE OF OFFENSES AND RECOMMENDED REMEDIES

OFFENSE




RANGE OF REMEDIES







   FIRST

SECOND
   THIRD






   OFFENSE
OFFENSE
   OFFENSE
SECURITY
Failure to safeguard

classified material:

  Security compromised
   Reprimand 
14-day
   Removal







   to removal
suspension











to removal

  Security not compromised  Reprimand 
Reprimand
   30-day







   to 5-day
to 14-day
   suspension







   suspension  suspension   to removal

UNAUTHORIZED DISCLOSURE

OR USE OF PROTECTED MATERIAL
Unauthorized disclosure     Reprimand
14-day
   30-day

or use of information       to removal
suspension   suspension

or other protected material


to removal   to removal

(e.g., records covered by the 

Privacy Act or under 42 CFR 

Part 2 (CEAP records))
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ADMINISTRATIVE GRIEVANCE PROCEDURE

1.  References. SECNAVINST 12771, Navy Guide 771-01

2.  Purpose.  To describe the process employees use to ask for review of personal concerns including letters of reprimand and suspensions of 14 days or less.

3.  Policy.  Employees and supervisors are encouraged to resolve work related problems informally and at the lowest level possible. Employees can expect careful, fair, objective and timely review of grievances. Employees may designate in writing a representative to advise them in the presentation of their grievance as long as there is no conflict of interest or position. The employee and the designated representative are authorized a reasonable amount of official time to prepare and present a grievance.

4.  Definitions.

    a.  Bargaining Unit Employee. An employee included in a unit represented by a union.

    b.  Deciding Official. The official designated by an activity head to make final decisions on grievances. This official is at an organizational level higher than an employee involved in the grievance. 

    c.  Employee. A current nonbargaining unit employee; an employee in a bargaining unit when a matter grievable under this procedure cannot be grieved under the negotiated grievance procedure either because a negotiated grievance procedure is not in effect at the time or because it does not cover the matter being grieved; a former employee for whom a remedy can be provided. 

    d.  Grievance. A request for relief by an employee or group

of employees on a matter of concern or dissatisfaction under the

control of the activity head.

5.  Procedure.  An employee may elect to begin the grievance process at the informal/problem solving stage or the formal stage. In either case, the employee must file the grievance within 15 calendar days following the date the event occurred or the date the employee became aware of the event.
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    a.  Informal/Problem Solving Stage
        (1) If the employee elects to begin at the informal/ problem solving stage, the employee presents the grievance to the immediate supervisor or, in the case of a disciplinary action, to the supervisor who took the action. This presentation may be made orally or in writing. 

        (2) If the employee presents the grievance orally, the supervisor may respond orally or in writing. If the employee presents the grievance in writing, the supervisor must respond in writing. 

        (3) The supervisor considers the problem and all pertinent facts. The supervisor attempts to resolve it within 15 calendar days but in no case later than 30 calendar days unless an extension is mutually agreeable. 

        (4) Where appropriate, alternative dispute resolution methods are encouraged.

        (5) The informal/problem solving stage concludes when the problem is resolved; the employee receives the supervisor’s decision; or 30 calendar days have expired from the date the grievance was filed and there is no agreement to extend the 30 calendar day time limit. 

        (6) If the problem is not resolved, the supervisor informs the employee of the time limit for filing a formal grievance. If the supervisor believes the grievance process does not cover the matter, the supervisor will advise the employee of the appropriate process, if any, for resolving the problem. 

    b.  Formal Stage
        (1) If the employee used the informal/problem solving stage, the employee must file a grievance no later than 15 calendar days from the conclusion of that stage. The grievance must be in writing and should include a clear statement of the issues and the specific relief desired. The employee or the designated representative should sign the grievance. 

        (2) The deciding official decides whether to accept or reject all or part of the grievance; whether to join similar or identical grievances; whether to require an investigation and how it shall be conducted; whether to allow the representative; 

and how much official time shall be given to the employee and 
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the representative. The deciding official may also designate an individual to investigate a grievance and, when authorized, to make recommendations concerning its disposition. 

        (3) The deciding official issues a written decision no later than 60 calendar days from the date the grievance was filed, whether at the informal/problem solving or formal stage.

The deciding official may extend time frames by 30 calendar days when warranted to insure proper consideration is given to resolution of the grievance. The employee and the deciding official must mutually agree to any further extensions beyond 90 calendar days. 

        (4) The deciding official’s decision on the merits of a grievance is final and not subject to review. However, if the deciding official fails to issue a decision within 90 calendar days or denies the grievance for reasons of untimeliness or exclusion from coverage, the employee may request a review of the grievance. An individual at the next higher level of authority above that of the deciding official conducts the review.

    c.  General Information
        (1) The deciding official establishes a grievance file and forwards it to the servicing labor relations specialist at the conclusion of the grievance process. The grievance file will be maintained by HRO for 4 years. Supervisors and managers should ensure that information relative to a grievance is revealed only to those who have a need to know. 

        (2) Employees may consult personnel or EEO specialists during the grievance process. Employees should coordinate the use of official time for such purposes with the immediate supervisor.

        (3) Grievances can be canceled at any time at the employee’s request, when the employee terminates employment and relief can no longer be granted, in the event of the death of 

the employee when pay is not an issue, and when the employee fails to furnish required information or proceed with the grievance. 

        (4) An employee may file a discrimination complaint or a grievance but not both. If an employee raises an allegation of discrimination during the processing of a grievance, management notifies the employee in writing that introduction of the 
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allegation will serve to terminate processing of the matter 

under this process. The grievant will be given an opportunity to

withdraw the allegation of discrimination and continue under the administrative grievance process or proceed under the 

discrimination complaint procedure beginning with the counseling stage. If the employee decides to use the discrimination 

complaint procedure, the grievance will be canceled and the employee will be notified in writing. 

        (5) An employee may grieve an action taken by management at another command. The employee addresses the grievance to the head of the responsible activity. Travel and per diem are not authorized. 

        (6) Identical grievances may be joined for processing. 

6. Merit Promotion Grievances. Employees may grieve an ineligible determination, the ranking or rating of their applications for merit promotion, or other merit promotion matters (excluding nonselection) under the control of the HRSC-SE using the following process:

    a. Informal Process. The employee and/or the employee’s representative may, at his or her option, informally present his/her concerns to the responsible HRSC-SE staffing specialist within 15 calendar days after receipt of the notice of rating or within 15 calendar days of becoming aware of a problem. The employee may present the issue verbally, via telephone, or in writing, and will reference the announcement number for the position. If the grievance is presented orally, the staffing specialist will pertinent facts with the employee and/or representative and will make adjustments if warranted. If the grievance is submitted in writing, the staffing specialist will respond within 15 calendar days. 

    b. Formal Process. The employee and/or the employee’s representative must serve HRSC-SE, Code 50, in writing, within 15 calendar days after receipt of the notice of rating or within 15 calendar days of becoming aware of a problem, with a grievance concerning a merit promotion matter under the control of the HRSC-SE. If the employee elected to utilize the informal process described above, then notification to Code 50 must be within 15 calendar days after receipt of a response under that process. The grievance must be dated and signed, state the personal relief requested, and include copies of any documents in the employee’s possession that are relevant to the grievance. 

12771

Code 50 or his/her designee will issue a written decision within 

15 calendar days after Code 50’s receipt of the grievance.

7. Exclusions.  The following matters are specifically excluded

from this grievance procedure:

    a.  The content of published agency regulations and policy.

    b.  A decision which is appealable to the Merit Systems

Protection Board or subject to final administrative review by the Office of Personnel Management, the Federal Labor Relations

Authority, or the Equal Employment Opportunity Commission under

law or regulations of the Office, Authority, or the Commission. 

    c.  Nonselection for promotion from a group of properly ranked and certified candidates or failure to receive a non-competitive promotion.

    d.  A proposed action that has not been effected.

    e.  The substance of performance elements, standards or work objectives.

    f.  Performance awards and incentive awards.

    g.  Termination of an employee during a probationary or trial period.

    h.  Return of a probationary supervisor to a nonsupervisory

position for failure to satisfactorily complete the probationary

period. 

    i.  Termination or expiration of a term or temporary
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appointment or promotion in accordance with the conditions of the appointment or promotion provided the employee is returned to his or her former or equivalent position. 

    j.  Oral admonishments and letters of caution.
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WORKERS' COMPENSATION

1. Reference.  20 CFR, Parts 1 - 25

2. Purpose.  To explain how to report an on-the-job injury.

3. Coverage.  Appropriated-fund civilian employees of activities

serviced by the Human Resources Office, Jacksonville.

4. Policy.  All DON activities strive to maintain safe working

environments, minimize injuries, administer the program within

the spirit of the law, prevent fraud/abuse and provide employment for injured workers.

5. Definition.  An on-the-job injury is an injury which occurs

while performing official duties; a recurrence of an injury; or a medical condition related to official employment, but not a

specific event.

6. Responsibilities.
   a.  Employee.

       (1) Reports an on-the-job injury immediately to the

supervisor and may complete form CA-1, Federal Employee's Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation.

       (2) Keeps the supervisor informed regarding his/her

condition and any medical restrictions at all times.

   b.  Supervisor.

       (1) Sends the employee for medical treatment with a

Dispensary Permit (OPNAV 5100/0, REV. 11-76).  Day-shift

employees go to their Occupational Health Clinic.  Night-shift

employees go to the Naval Hospital Emergency Room at their

installation.  If DON facilities are not available or an employee prefers, he/she may go to a local facility or private physician. The employee may contact the HRO or the activity Workers' Compensation Office for an authorization form. 

       (2) On the date of notice (CA-1) received, the supervisor completes the supervisory section of the claim form and forwards
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to HRO or the activity Workers' Compensation Office; and reports the mishap to the activity Safety Office.  The activity head will be notified if claims are received late.

       (3) Provides light duty as necessary.

   c.  HRO or Activity Workers Compensation Office.  Processes claims to Department of Labor; provides information to employees and supervisors; tracks costs; coordinates the efforts of care providers and case workers, as appropriate; assists in fraud prevention; and manages the return to duty program.

   d.  Department of Labor.  Administers the Workers'

Compensation Program and adjudicates all claims.

7. Documentation/Record Keeping.  Official records are maintained by the Department of Labor.  HRO maintains activity

compensation records.
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RETIREMENT
1.  References. CFR 831, CSRS and FERS Handbook for Personnel

                and Payroll Offices

2.  Purpose.  To establish the procedures for determining benefits under the Civil Service Retirement System (CSRS) and the Federal Employees Retirement System (FERS), and processing of retirement benefits as outlined in above reference.

3.  Background.  CSRS and FERS are contributory retirement plans administered by the Office of Personnel Management (OPM).  Employees and the government each contribute to funds from which benefits are paid.  The nature of an employee's appointment determines the retirement system under which he/she is covered.  Eligibility for retirement benefits (other than disability) is based on a combination of an employee's age and creditable service.  Under certain circumstances, employees may enhance their eligibility for retirement benefits by making service credit payments (deposit/redeposit, military service deposit, voluntary contributions).  Basic benefits depend primarily upon an employee's length of service and "high-3" average pay.  CSRS and FERS also provide for disability retirement benefits if an employee is unable to perform useful and efficient service in his/her position because of disease or injury.  While the CSRS is considered a stand alone retirement plan, FERS is a three-tiered retirement plan which consists of Social Security benefits, Thrift Savings Plan (TSP) benefits, and a Basic Benefit Plan.  Numerous publications/fact sheets are available from the HRSC-SE that explain benefits available.  More information and forms can be found at the OPM website: http://www.opm.gov/retire/index.htm.

4.  Coverage/Eligibility.  CSRS employees must have at least five years of civilian service and must have at least one year of civilian service under the retirement system within the two year period preceding the separation upon which the retirement is based.  For optional CSRS retirement the employee must meet minimum age and length of service requirements to be eligible.  Requirements are age 62/5 years, age 60/20 years, or age 55/30 years.  The requirement for an immediate annuity under FERS is age 62/5 years, age 60/20 years, minimum retirement age/30 years or minimum retirement age/10 years with reduced benefits.  The minimum retirement age (MRA) is 55 for employees born before 1948 and increases by two months each year for those born 
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between 1948 and 1969.  The MRA for those born in 1970 and after is 57 years old.  Employees in firefighting, law enforcement, 

and air traffic control functions have mandatory retirement at age 50 and 20 years of service.

5.  Responsibilities. Retirement information and assistance will be provided as follows:

a.
Employee:
        (1) Request by telephone/fax/mail retirement benefits information and forms from HRSC-SE or download from the HRO JAX website: http://www.hrojax.navy.mil/Retire.htm
        (2) Request retirement estimate by completing request form and returning it via mail or fax to HRSC-SE.

        (3) Complete forms and mail to the HRSC-SE.

        (4) Advise supervisor of intent to retire and effective date.

        (5) Forward request for special retirement coverage if eligible along with supporting documentation to the HRO.

        (6) Forward requests for exemption from mandatory retirement provisions to HRO.

b.
Management:

 (1) Submit a Request for Personnel Action (RPA) upon notification from the employee of intent to retire.

 (2) For special retirement coverage provide a statement describing any official duties and responsibilities not listed in the employee's position description.

        (3) If warranted, request an exemption from mandatory retirement age, by submitting a request with supporting data to the HRSC-SE via HRO.

c.
HRO:
(1) Refer employees to HRSC-SE for information on retirement and forms.
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        (2) Notify the HRSC-SE of the retirement of an employee.

        (3) Coordinate job accommodations/searches with the HRSC-SE when an employee applies for disability retirement.

        (4) Receive special retirement coverage requests.  Attach a copy of the employee's position description and a statement from the supervisor describing any other official duties and/or qualifications.  Forward the package to HRSC-SE.

d. HRSC-SE:
(1) Respond to employee inquiries on retirement benefits.

(2) Validate eligibility/entitlement and prepare retirement estimates.  Estimates can be requested by faxing or mailing request form to the number or address on the form.

(3) Mail appropriate forms/information concerning retirement benefits to employees upon request.

(4) Counsel and provide assistance to employees in completing forms.

(5) Receive completed retirement/disability packages and other forms.  Review for accuracy and completeness.  Return incomplete forms to employee by mail.  Forward forms to appropriate office for processing.

        (6) Process Request for Personnel Action (RPA) and complete Federal Employee Group Life Insurance (FEGLI) and Federal Employees Health Benefits (FEHB) program forms. Forward completed forms to the Defense Finance and Accounting Service (DFAS) Office and file copies of the forms in the employee's Official Personnel Folder (OPF).

(7) Coordinate with the HRO in the certification of reassignment and accommodation efforts and conduct a job search, if necessary, in the case of disability retirements.

(8) Receive notification of disability retirement approval/disapproval from OPM.  If disability retirement is approved, determine effective date.
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 (9) Mail benefits information package to employee.  Counsel employee and employee’s spouse if requested.  Mail appropriate forms to OPM.

(10) Initiate any action to correct employee’s retirement coverage/status error.

(11) Receive requests for special retirement coverage for Firefighters and Law Enforcement Officers from the HRO.  Ensure appropriate supporting documentation is included and mail the package to the Deputy Assistant Secretary of the Navy/Department of Defense (DASN/DOD) for determination.  Receive approval notices and process a Notification of Personnel Action (SF-50) documenting the new retirement coverage.  Forward copies of the approval/disapproval notice to HRO.

(12) Monitor mandatory retirement ages of employees in special retirement groups and notify employees approaching mandatory retirement of their options in writing, with a copy to HRO.  Notify management of upcoming retirement for planning and processing of personnel actions.  Coordinate requests for exemption from mandatory retirement and forward package to DASN/DOD.  Receive decision and forward to HRO.
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DEATH IN SERVICE

References:  5 CFR 831; Joint Travel Regulations (JTR), Volume 

             2,Chapter 6

1.  Purpose.  To establish procedures to be followed in the event of the death of a civilian employee while at work or on official travel for all commands serviced by HRO Jacksonville.

2.  Background.  Reference (a) provides the regulatory framework within which the death in service of a civilian employee should be handled with regards to survivor annuities and benefits entitlements. The following information and procedures are provided to ensure that all efforts are made to provide immediate medical care to the affected employee and proper notification of family and authorities.

3.  Responsibilities.

    a. Management.

      (1) Call emergency number 911 in the event of serious illness, injury or death of an employee who is in a duty status.  At most bases, the 911 coordinator will dispatch both medical and base security personnel to the scene, but the caller should ensure that medical and security personnel will be dispatched.   


 (2) Call the base quarterdeck to ensure that the Command Duty Officer is advised of the situation.  


 (3) Activities should ensure that a procedure is established to ensure that employees provide current names and telephone numbers of persons to be contacted in case of a personal emergency.  Enclosure (1) may be used for this purpose.  Activities will maintain this information in a confidential manner for release to the appropriate authority making the contact only in the event of illness or death.


 (4) The appropriate department head or other designated representative will advise the next of kin or designated point of contact that the employee has been taken to the hospital or died and offer assistance as necessary. Every effort will be made to deliver this information in person; however, circumstances may dictate using telephone or other means of
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communication, particularly if next of kin live outside the commuting area.  


 (5) In the event the employee dies on the way to the hospital or immediately thereafter, the next of kin will be advised by appropriate personnel at the receiving hospital.  The department head or other designated representative will proceed to the hospital to offer assistance to the family.  


 (6) If the death occurs on base, the employee’s supervisor or designated activity representative will inventory and collect all personal effects including valuables left on the body.  In addition, the supervisor/ representative will inventory and collect the deceased’s personal effects (work site items, car, etc.).  The supervisor/activity representative will release items to next of kin at the earliest practical date.


 (7) If the employee dies while on temporary duty assignment (TDY), the government will bear the cost of transportation for the return of the body.  It is the family’s responsibility to make transportation arrangements.  Per reference (b) transportation costs will be reimbursed to the family.  The local medical facility may be contacted for  assistance.  


 (8) Notify the Human Resources Office and the major claimant, and be prepared to initiate a Situation Summary Report if required.  Determine if the major claimant will notify BUMED or if that will be done locally. 


 (9) Prepare a “Death in Service” PPI (SF-52) with the date of the death of the employee and prepare the final time card for the employee.  The employee will be paid through the close of business on the date of death.

      (10) Advise the family to contact the Human Resources Service Center Southeast (HRSC SE) for counseling regarding survivor annuity and benefits/entitlements by calling toll free 1(877)854-3461/3462.  Explain that the family will need to provide legal documents such as four certified copies of the death certificate, copy of marriage license, if applicable, and copy of children’s birth certificates/adoption papers/medical documentation for children over 22, if applicable.
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 (11) Prepare a condolence letter from the CO. (Sample attached as enclosure (2)

    b. HRO.


  (1) Notify the HRSC SE Processing and Benefits Group immediately upon receipt of notification of illness/death to ensure prompt initiation of counseling, processing, and preparation of claims.


  (2) Provide advice and assistance on claims for compensation for occupational injury/death.


  (3) Provide advice as needed.

    c. HRSC-SE.


  (1) Provide assistance to survivors on death benefits,  survivor annuities, payment of undelivered salary checks and bonds, life insurance, etc.

       (2) Code and input death information into DCPDS and process final SF-50.


  (3) Help family or representatives prepare and process benefit and entitlement forms.   
PLEASE PRINT ALL INFORMATION CLEARLY

EMERGENCY NOTIFICATION

Employee:  ______________________________ SSN#: ________________

Current Address:  
____________________________________________





____________________________________________

I hereby authorize my activity __________________ to notify any one of the following persons in case of a personal emergency. 

People to Contact in case of emergency:

Contact’s Name

Phone Number/Address
Relationship to 










Employee 

Primary Contact

________________
____________________
___________________





____________________






____________________

Alternate Contact (in case of inability to contact primary)

________________
____________________
___________________





____________________






____________________







__________________________________ 







EMPLOYEE SIGNATURE

DATE

NOTE




The information being provided to you in the normal course of the performance of your duties is subject to the provisions of the Privacy Act of 1974.  Under no circumstance may you disclose any personal or privileged information contained therein, except as authorized by the Privacy Act or SECNAVINST 5211.5D.

Section 3(i) of the Privacy Act of 1974 (Public law 93-579, 5 U.S.C. 552a(i)), provides that any public employee who willfully discloses information in violation of the act, or any person who uses false pretenses to obtain information covered by the act, shall be guilty of a misdemeanor and fined not more than $5,000.    

                                               
Encl (1) 12831.1
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Date

Jane Doe

123 Any Street

Jacksonville, FL 32212

Dear Ms. Doe,

I was deeply saddened to learn of the recent loss of your ________. Words have little meaning at a time of personal tragedy, but I do want to express my sincere sympathy and concern.  

All of us here at ___________________ join in sending our condolences and letting you know our thoughts are with you in this time of sadness.  

The Human Resources Office is available to answer questions and direct you to the necessary contacts for counseling. Please let me know personally if I can be of any assistance 








Sincerely,








R. S. JONES








Commanding Officer    











Encl (2) 12831.1
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FEDERAL EMPLOYEES' GROUP LIFE INSURANCE

1.  Reference.  FEGLI Handbook for Personnel and Payroll Offices



   
 
http://www.opm.gov/insure/life/handbook/index.htm
2.  Purpose. To establish procedures and assign responsibility for administering the Federal Employees' Group Life Insurance (FEGLI).

3.  Background. FEGLI is term insurance and, as such, builds no cash or loan value, or paid-up or extended insurance.  Employees have limited opportunities to elect or increase FEGLI coverage.  However, employees may reduce FEGLI coverage or cancel enrollment at any time.

4.  Eligibility. All federal appropriated-fund employees, except those excluded by law or regulation, are eligible to participate in FEGLI.  Employees serving in an appointment limited to one year or less and employees on intermittent appointments ate among the type of appointments that are generally excluded from FEGLI coverage.

5.  Responsibilities.  Life insurance information and assistance will be provided as outlined below: 

a.
Employee.

        (1) Request an SF-2817, SF-2822 and booklets, brochures and other forms from HRSC-SE.  These forms are also available on the HRO JAX website under FORMS at: http://www.hrojax.navy.mil/forms.htm.

(2) Direct questions concerning FEGLI coverage to the

HRSC-SE.

(3) Complete an SF-2817 to enroll or change/cancel FEGLI

coverage and mail the completed form to HRSC-SE.

(4) Review appointment Notification of Personnel Action (NPA) and any subsequent NPA’s received after a change has been made to ensure FEGLI is correct.  Notify the HRSC-SE immediately of incorrect FEGLI information.

b.
Management.













12870

        (1) Submit extended LWOP Request for Personnel Action (RPA) to the HRSC-SE via HRO when required.

c.
HRO:

        (1) Provide general information regarding entitlements and refer employees to the HRSC-SE for information on FEGLI and forms.

(2) Forward the Request for Personnel Action (RPA) from

the manager to the HRSC-SE when an employee enters an extended leave without pay status.

d.
HRSC-SE:
        (1) Respond to employee inquiries on FEGLI benefits, including the Living Benefits provision and Assignment of Life Insurance.

(2) Mail Life Insurance Election Form (SF-2817), Request for Insurance Form (SF-2822), and booklets, brochures, or other forms to employees at their mailing address of record.

(3) Notify employee, in writing, of approval/disapproval of FEGLI coverage after SF-2822 is received from the Office of Federal Employees' Group Life Insurance.  If approved, advise employee of the window for election of FEGLI coverage.

(4) Review FEGLI forms for accuracy and completeness.  Return incomplete forms to employee for completion.  Certify completed FEGLI forms and record date of receipt.

        (5) Determine effective date of coverage.

        (6) Process Notification of Personnel Action (NPA) to reflect FEGLI coverage.

        (7) Mail completed copies of the NPA and SF-2817 to employees at their mailing address of record.  Forward copies of the SF-2817 to the appropriate Defense Finance and Accounting Service (DFAS) Office.  File a copy in the employees official personnel folder (OPF).

(8) Make determinations on belated FEGLI elections.  The HRSC-SE may accept and make belated FEGLI election 
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determinations, if in the judgment of an HRSC-SE official an employee was prevented from making an election within the 

prescribed time limits due to circumstances beyond the employee's control.

        (9) Notify employees in writing of a denial of belated election, giving a reason for the denial and including a statement of the employees' right to request reconsideration from the Department of Defense (DOD).

        (10) Mail an information packet to employees on extended leave without pay (LWOP) which explains LWOP and its impact on their FEGLI deductions.  Extended LWOP is defined as LWOP for eighty (80) hours or more due to an on-the-job injury or LWOP which is scheduled for thirty (30) calendar days or more for other reasons.

(11) Assist employees in the preparation of forms to elect Living Benefits or the Assignment of Life Insurance.
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Federal Employees' Health Benefits (FEHB) Program

1.  References. FEHB Program Handbook for Personnel and Payroll

Offices    http://www.opm.gov/insure/handbook/FEHB01.htm#INTRODUCTION
2.  Purpose. To establish and assign responsibility for administration of benefits under the Federal Employees' Health Benefit (FEHB) Program.

3.  Background. The FEHB program is administered by the Office of Personnel Management.  The FEHB program provides federal employees the opportunity to enroll or change plans each year during an open season.  Typically FEHB open season occurs during the months of November and December with any election made effective the following January.  Other opportunities to enroll or change enrollment are limited.  

The FEHB program also offers continued FEHB coverage for: an employee and his/her family when he/she retires from Federal service; the employee's former spouse if he/she divorces and has a qualifying court order; the employee's family if the employee dies; or for an employee and his/her family when the employee moves, transfers, goes on leave without pay (LWOP), or enters military service.  

Under certain circumstances, employees, their children, and/or former spouses may be eligible for FEHB Temporary Continuation of Coverage (TCC) for up to 36 months.

4.  Coverage/Eligibility.  All federal appropriated-fund employees except those excluded by law or regulation are eligible to participate in the FEHB.  Temporary employees who have worked less than one year and employees on intermittent appointments are among those who are generally excluded.

5.  Responsibilities.  Health insurance information and assistance will be provided as outlined below:

a.
Employee.
        (1) Request SF-2809 by telephone/fax/mail from HRSC-SE or download from the HRO JAX website under FORMS at: http://www.hrojax.navy.mil/forms.htm.
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(2) Telephone/write/fax questions concerning FEHB or TCC to HRSC-SE.

(3) Complete SF-2809 to enroll or change/cancel FEHB and forward to the HRSC-SE.

(4) Review Leave and Earnings Statements to ensure that the FEHB code and deductions are correct and immediately notify the HRSC-SE of any incorrect deductions.

        (5) Notify insurance carrier of any additions or deletions of family members.

b. Management:
(1) Submit a Request for Personnel Action (RPA) to the

HRSC-SE via the HRO when an employee enters an extended LWOP status stating the reason for the LWOP.  Extended LWOP is defined as LWOP of eighty (80) hours or more for an on-the-job injury or LWOP which is scheduled for thirty (30) calendar days or more for other reasons.

        (2) Publicize Open Seasons and assist with distribution of materials.

        (3) Coordinate Health Fair activities, if desired.

    c.  HRO.

        (1) Provide general information and direct managers and employees to the appropriate point of contact within the HRSC-SE.

(2) Provide health insurance plan brochures as requested.

(3) Assist HRSC-SE in notifying customers of program changes and publicizing Open Season.  Forward HRSC-SE announcements to activities for publication.

(4) Forward requests for transfer of FEHB received from OWCP to the HRSC-SE for action.

        (5) Assist employees and managers in accessing federal internet sites concerning benefits.
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   d. HRSC-SE.
        (1) Respond to employee inquiries on FEHB and FEHB TCC concerns.

        (2) Provide counseling on health insurance benefits.

        (3) Provide FEHB forms to new employees as part of the pre-employment package.  Upon request, mail Health Benefits Registration Forms (SF-2809) to employees.

        (4) Coordinate open season with the Human Resources Office (HRO).  Publicize the open season through established communications networks.  Arrange for direct delivery of FEHB materials to the activity.

        (5) Determine eligibility for coverage.

        (6) Review SF-2809 for completeness and accuracy. Return SF-2809 and record date of receipt.

        (7) Determine effective date of change.  In all cases, the SF-2809 must be received by the last day of the eligibility period.  In open season, the changes must be postmarked by the final day of the open season.  Open season changes are generally effective on the first day of the first pay period beginning on or after 1 January.  Mail completed copies of the SF-2809 to employees at their address of record.  Forward copies of the SF-2809 to the appropriate carrier headquarters and file a copy in the employee's Official Personnel Folder (OPF).

        (8) Enter FEHB information into the automated personnel data system.

Helpful Internet Addresses 



SUBJECTS 

AND TYPES OF INFORMATION
SOURCE
WEBSITE

Full range of personnel related information with links to Office of Personnel Management and Navy Human Resources Service Centers
Department of Navy 

Human Resources Community (HRM)
http://www.donhr.navy.mil


Full range of personnel information; links to OPM and Navy
Human Resources Office, Jacksonville
http://www.hrojax.navy.mil


Full range of personnel information: information linked by topical index
Office of Personnel Management
http://www.opm.gov.html/topics.htm


DOD personnel information; DOD regulations, reference guides, information on benefits and entitlements, classification, labor relations, pay and hours of work
Defense Civilian Personnel Management Service
http://www.cpms.osd.mil/fas


Workers’ Compensation
Department of Labor
http://www.dol.gov

Scholarships for federal employees,  their spouses and dependents 
Federal Employees Educational Assistance (FEEA)
http://www.feea.org/

Information of Navy's workplace safety and health program and initiatives, links to other federal agencies and Department of Labor/FECA website.
Naval Occupational Health and Safety
http://www.navosh.net/references/feca


Employee has the right to appeal the decision to the EEOC or to file a civil action in an appropriate U.S. District Court





Within 30 days * days





Final Agency decision issued





Case file developed





Within 15 days





Employee files formal complaint and elects 1614 or pilot process





Within 15 days





Within 30 days





ADR options





Within 10 days





Intake - Attempt to resolve











145 Days*
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