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1. PRPOSE. This Directive establishes the Merit Pramotion and
Internal Placement Plan (hereinafter referred to as the Merit
Prowotion Plan -- MPP) for the Office of Surface Mining Reclamation
and Enforcement (OSMRE). The Plan provides the policiea, regulatory
requiremente, and procedures to be met in effecting promotions and
merit placements for covered OSMRE emplovees.

2. SUMARY. The chamges throughout this Directive atre too
maperous to list, but the major changes to OSMRE Directive PER-16,
dated October 27, 1986, are as follows:

a. The criteria for noncompetltive promotions based on
gradual assumption of additional duties and respomsibilities is
clarified (S8ec. 1.b.{17) of MPP Guidelines);

b. Candidates may request extenslons to smibmit applications,
80 long as the spplication materials are received no later them five

{5} work days after the ammouncement's closing date (Sec, 3.2.{2){a)

of MPP Guldelines);

¢. Ellgibility re?uiranents mist be met within 30 calendar
days of the announcement's cloging date (Sec. 3.a.(2)(g) and Sec. &
of MPP Guidelines};

d. Promotlon panels may be required depending upon the mmber
and type of candidates (Sec. 8.e/f of MPP Guidelines);

e. Panel members are required to come within five (5) pointe
for their total scorea on the aame candidates or to document the

Bases for. thelr ratings (App. E and App. F);

f. A procedure is provided to clarify natursl break points
and determine tle-breekers for promotion panele to use In selecting
best qualified candidates (App. E); '

g. Separate Selection Certificates are required for promotion
arnd nonpromotion referrals by grade level (App. I);

h. Under certain ciroumstances, interviews of canxdidates by
the Selecting Official are mandatory (Sec. 9.c/d of MPP
Guidel ines) ;

1. The Selecting Official is required to specify the reasons
for selecting a candidate (Sec. 9.e/f of MPP Guidelines);
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Personnel Management regulations on detalls {Sec. 10 of MPP
Guidelines);

k. A temporary promotion is more appropriate than a detail
when an employee's services ere needed in a higher-graded position
for more than 30 daye (Sec. 11 of MFP Guidelines); and,

1. An expedited procedure is established for tempor.

ary
promotions and details to higher graded ducies beyond 120 days (Sec.
12 of MPP Guidelines).

3., DEFINITIONS.

a. ?Eintim ﬁutl'mri.iél means those individuals in the
Division o TSonane The Servicing Persormel Offices who have
been delegated authority to effect persommel actions.

b. Area of Considerstion is the area in which the agency
nakes sn intensive search For eligible candidates in a specifie
promotion actioa. The minimm ares of consideration 1s the area

- desipnated by the promoticn plan agency should
reasonably expect to locate enough high quality candidates, as
determined by the agency, to fill vacancies in the pogitions
covered by the Plan. (When the minimm area of consideration
produces enough high quality candidates and the agency does nob
find it necessary to mske a broader search, the minimm ares of
consideration and the area of consideration are the same) .

¢. Best 1ified Candidates ere those who rank at the top
when coumpared m.i tE other eligible candidates for a position. A
reasonshle mmber of best qualified candidates are referred for
selection.

d. Career Candidates are those who have acquired competitive
status for a permanent position through the Office of Personnel
Management (OPM) regulations and who must complete service for
career tenure,

e. Career Ladder Position is a position in a sequence of :
jobs with Increasing responsibliities from a lower level and grade :
to the full performance level within a specific cccupation.

£. Career Pramotion is a promotion of an employee who at an
earlier stage was selected from & civil service register or under
compet itive promotion procedures for o position and the intent, as
well as the career ladder, was specifically decumented at the time
of the initial selection.




g Credic Plan liste the documentation required to assure
that walid related evalustion procedures are applied in merit
promotion actiong,

h. Damtimistl-uedmngacfm loyee to a lower grade
whers both the 6ld and the ney mumﬁe under the General
Schedule or wimder the game Wage Grade Schedule, or to a positicn
with a lower rate of basic pay when both the old and new positions
are under the same type ungraded Wage Schedule or in different

pay-method categories.

1. Detail is the temporary assigmnment of an employee to a
different posItion for a specified period, with the employee
returning to his/her regular duries at the end of the derail.

i El%ible Proootion Candidates are those who meet all
appropriate ements qualitieation standards for the
position (including selective factors), within 30 calendar days of
the vacancy announcement closing date.

k. Entry-level Position is the lowest grade level at which
OSMBRE employees normally enter a career ladder position to gain
qualifving experience for promotion.

1. Evaluation of Candidates is the process of assegsing

their quallfications and the degree to which they possess the
kmowledge , skills, abilities, and other characteristics needed for
successful performance in jobs to be filled.

m.  Full Performance Level is the highest grade level to which
an employee may be promoted through successive noncampetitive career
promotions,

n. Gradusl As tion of Duties means the establishment of a
position at a higher few:I based on the addition of duties and

regponsibilities over an extended period of time.

0. KSA means the knmowledges, skills, and ebilities which are
essential for sacisfactory performance on the job, The KSA's are
identified through a job analysis procedure.

B Ehﬁ;nagerial Position means & position in which the
incumbent directs the work of an organization; 1s held accountable
for the success of specific line or staff programs; monitors the
progress of the organization toward goals and periodically evaluates
and mskes appropriate adjustmencs; and performe a full range of
managerial duties and responsibilities.

q. Noncompetitive Action refers to a promotion, demotion,
reagsigmment, transfer, relnstatement, or an appointment based on
prior service, .




r. Planned m‘;aemnt Action 1s the assi t by mansgement
of additiocna or subgtantially more difficult duties and
responsibilities to an individusl, or to a specific position.

8. Position with Known Promotion Potential 1s a position
which is to oW the periormance level or grade
established or anticipated for the pogition, (Understudy, trainee
or apprentice positions normally hawe such promoticnal potential).

t. Priority Consideration is consideration by Selecting
Officials of certain eligibles ww are entitled to consideration
for a vacancy before other candidates,

u. Promotion is the change of an employee to a position at a
higher grade level within the same job clagsification and pay
schedule or to a positiom with a hipher rate of basic pay in a
different job clamsification system and pay schedule.

v. Qualified Candidates are those who meet established
qualification requirements for the pogition {i.e. X-118
Qualification Standards and Selective Factors) within 30 calendar
days of the vacancy announcement closing date.

w. BRanking is the process of arranging eligible candidates
in order of mer?l: relative to each others, by numerical rank order,
according to their rarings.

x.  Ranking Factors are those knowledges, skills, abilities
arxl other characteristics identified as desirable for successful
performance in the pusition to be filled, when established as
mumerically determined evaluation criteria.

candidate's rat is the assessment made of his/her demxnstrated or
potential abilicy to do the job.

¥. Ral:i_n§ is the end product of the evaluation process. The

z. Reassigmment is the change of an emplovee fram ome
position to ano&r without promotion or demotion within the

Department .

2a. Reinstatement is the noncampetitive appointment of a
former Federal employee when it is based on an appointment which
corveyed competicive starus (career or career-condlitiomal
appointment) .

bb. Selection Certificate i1s a list which identiffes, in
alphabetical order, the best qualified candidates for a specific
vacancy announced under the provisions of a merit promotion plen.
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ce. 3elective Factors are those knowledges, skills, abiliries
or speclalized criteria which are essential for successhil
performance in the position to be filled. As such, they constitute
part of the minimm qualification requirements of the position. In
order for selective factors to be used, they essentially must be
supported by duties and responsibilities in the position
description, _

dd. Select Officisl 1s the person who has authoricy to
select an to a position,

ee, Servicing Persomnel Office means the Branch of Personnel
Services at Headquarfers, the Branch of Perzsommel Management in the
Western Field Operations, and Persomel Services in the Eastern
Field Operations.

ff. Transfer is che employment of a career or Career-
conditional employee when he/she moves frop the Department of the
Interior to another agency (or vice versa) with or without a
pramotion, and without a break in service of one full workday,

&2. Underrepresentation is the comparison between the
percentage ol a particular minority/sex growp in g category of
Federal employment and the percentage of that same group in the
civilian labor force (either nationally or localiy}. When the
Faderal employment percentage is less than the civilian labor foree
percentage, underrepresentation exists. (Additional information and
requirewents are contained in the (OSMRE Federal Equal Opporounity
Recruitment Program Plan approved by the Director,) -

hh. Valmta? Applicating is an application submitted by any
status candidate for conslideration for an Opern announcement:,

4. BOLICY/PROCEDURES

4.  Policv. It is the policy of OSMRE to £ill positions with
the best qualified candidates available and to provide emplovees the
opportunity for falr and equitable consideration for promotion.
Selection of candidates for promotion, or for eny action under this
Flan,” shall be made without regard to political, religious, or labor
organization affiliation or nonaffiliation, warital atatus, rece,
color, sex, national origin, nondisqualifying phyeical handicap, or
age and shall be based solely on job-related criteria.

b. ijectives.

(1) To ensure systematic means of selection for
promotion according to merit and to conform with the standards and
requirements of the Civil Service Reform Act of 1978 and Department
Manual Chapter 370 DM 335. To ensure conformance with thege
requirements, the DSMRE Merit Promotion Guidelines are included as
Attachment to this direcrive. This attachment includes, bur is not
limited to: positicns coverad; area of consideration; locaring
cancidates; deteramining basic eligibility; evaluating eligible
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candidates, promotion panels, ranking, referral and selection; ang
wintenance of merit promotion records,

(2} To maintain g work force of high ccmpetence and
cheracter which will contribute effectively to the accompl ishment
of OSMRE's migsion,

€. Regponsibilitieg.
(1) The Chief, Division of Persommel is responsible for: ;

(8) Assuring that the ORMRE Merit Premotion and
Internal Placement Plan meets the five basic requirements for
Federal Merit Promotrion Plans as listed in the Federal Personme]
Manual (FPM) Chapter 335 and any Departmental requirements;

(b) Administering the Plen equitably and withour
discrimination in compliance with regulatory requivements:

(e) Assuring thar technical guidance and assigtanes
1s provided to the Servicing Personnel Officers, managers,
Supervisors, and employees on thig Plan;

(d) Reviewing and evaluating the Plan pesiodically
and effecting necessary changes; and,

{e} Keeping emloyees adequately informed by
providing appropriate and continuing publicity on pramotion policy
and procedures,

(2} The Chiefs of the Servicing Persomel Offices and
Field Office Administrative Officers are regsponsible for:

(a} Providing aperational SUpport te the program:

(b) Providing technical guldance and assistance tq
managers, supervisors, and employees on merit Promotion matters;

{c) Preparing and Poesting merit promotion vacancy
AIMouncenents ;

{d) Obraining approval for exceptions ro the Plan;

(e) Following affirmarive action recruitment and
gutreach procedures to obrain candidates from all segmente of
society;

(£ Convening and advising rating panels ag
NeCessary;

(2) Establishing and maintaining merit promotion
files as appropriste; _



(h) Arranging for prompt release dates of aelected
candidates; and,

(1) Notifying all nonselected candidates.
(3) Supervisors and mensgement officials sre responsible

{a) Being fully informed of the provisions of the
Plan to provide appropriate guidance to employees, Informing
employees of the areas in which vacancy amnouncements are posted
and counseling employees on procedures for submitting applications;

(b) Conaidering ell candidates referred and making
selections based on judgment of how well the candidates will
perform the job. Following the same procedure to screen/evaluate
all promotion candidates on the seme Selection Certificate
(Apperdix 1). For example, 1f one promotion applicant on the
Certificate {s personally interviewed, the Selecting Official must
interview all the pramotion candldates on the Certificate.
Likewise, all noncompetitive referrals (e.g., reassignment,
demotion, reinstatement, special authority) on the same Certificate
must be evalusted in a consistent mamner with one another;

{¢) Ceapleting superviscry appraisals of candidates
mder their supervision promptly, with an accurate aporaisal of the
employee's performence and work hsbits, including potential for
developmental and supervisory positions (when applicsble),

(d} Purnishing advice and assistance to employees

who geek developmental assignments. Advising employees in what
areas of job performance, if any, improvement is needed to increase
chances for Future promotion;

(e) Serving on rating and ranking panels and/or
releasing personnel to serve on same, and preserving the
confidentiglity of candidates’ records and qualifications;

(f) Adhering strictly to merit pramotion guidelines
and all regulations poverning detalls and temporary promotions;

(g} Providing Servicing Personnel Office or
Aministrative Officer with advanced information on projected

staffing requirements, anticipated losses, changes in duties, or
other information which may lead to proamotions or other actions
vhich may affect internal placements;

(h) Submitring applications om behalf of employees
who are temporarily absent for legitimate reasons and who have
requested in writing that this be done [ref. Sec. 3.b.{1}
Guldelines];
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(1) Promptly notifying and releasing employees
selected for promotion; and,

(3) Participating with Personnel and Equal ;
Employment Opportunity (EEQ} officlals in developing job analyeig
evaluaticn methods, documentation, and validation requirements, .

(4} Employees are responsible for:

(a) Making use of opportunities to familiarize
themselves with the provisions of the Promotion Plan and for )
inquiring sbout any provisione or actions under the Plan thac they
do not understand; ;

(b) Keeping their respective qualificarions TeCerdg
up=-rto-date; i

{c} Personally applying for any announced vacancy J
in which they are interested and for which they meet qualificatiny
standards, by submitting the requested application material in
accordance with instructions specified on the vacancy
anmnounceaments;

(d} Participating in interviews or other procegses 1
used to evaluate promtion qualifications; and, :

(e) Voluntarily offering constructive ideas and
eriticism of the provisions and operation of the Plan, with
suggestions for improvement,

(5) Members of rating and ranking panels sre responsible
for:

() Disqualifying themselves if they have applied
for the position being filled, will be involved in the selection |
process, are velated by blood or marriage to any of the candidateg, :
or are in a lower grade than that of the position being filled;

(b) Reporting promptly when selected for merit

promotion training or paneling and completing assigrments on a
timely basis;

' {c) Following all guidelines and instructions, and j
when evaluating candidates, using only the records provided, _
Perscnal lnowledge of candidates, which is not an established part 3
of the record, will not be used in the rating and ranking process; 3

_ (d) Refraining from discussion of any information
on candidates’ records and qualificaticns or testing/interview
materials except when properly scheduled by Perscrmel
representatives; and,



(e} Promptly reporting any management or
supervisory official's attempt to cbtain information or influence
the rating and ranking process to the Servicing Persommel Office or
Administrative Officer.

5. REPORTING REQUIREMENTS. None.

6. FEFFECT ON OTHER DIRECTIVES. This plan supersedes the UMRE
Merit Promotion Pollcy and Implementation Plan, (PER-16) dated
Octcher 27, 1986.

7.  REFERENCES,

a. 370 IM 311,1. This segment of the Department of the
Interior Mamual specifies the key positions vequiring approval of
the Secretary or Assistant Secretary prior to effecting persormel
actions.

b. ter 335 of the Federal Personnel Manal., Thia

chapter 8 overa al po agenciles
must develop and operate their Merit Promotion Plan and procedures.

¢. 370 M 335, This Directive contains the Department of
Interior policies and procedures on Merit Promotion.

d. Qffice of Persormel nt Harxlbooks X=-118 and
x-118c. ge s contailn che ofilc statements of min
qualifications required for competitive service positions covered by
this Plan.

e, D_e%elﬁrment of the Interior Excgted %liﬂcatim
Standards. se are qualilicat 8 t

Department of Interior for filling its positions in the excepted
pervice.

f. OSRE (PER-EE_[:_: EE% Administered Grievance Procedure,
This Directive establishes the procedure for gr g, appropriate
matters through the agency grievance procedre.
8. EFFECTIVE DATE. June 1, 1989.

9. OONTACT. Ohief, Branch of Persomnel Policy and Evaluation,
Division of Persconel, {FTS/202) 343-1010.

10. KEYWORDS. Directive, Merit Pramotinn Plan, Pramotion,
Noncompetitive Referral, Policy, Merit Promotion Guidelines.



ation

arks:

kervil

(D

gnatu

11. LIST OF APPENDICES.

Appendix A:

Appendix B:
Appendix C:
Appendix D:
Appendix E:
Appendix F:
Appendix :
Appendix H:
Appendix T:

Appendix J:

Career Pramotions/Ladders

Job Analysis

Appraisal for Promotion
Evaluation of Supervisory Potential
Rating Procedures

Instructions to Panel

Bating Sheet

Cambined Papelist Rating Sheet
Selection Certificates

(1) Promotion Cendidates

(2} HNoncaompetitive Baferrals
Interview Worksheet






L+ R T " e - e T D - I

N
[ = |

13
14
15
16
17
18
19

21

TABLF, OF QONTENTS

Positions Coverad ......eevevremnenss shassnsnserrnnane
Area of Consideracfon ....ovevvanracns everserraaneans .
Locating Candidates .........ciueves betenaennen
Determining Basic Eligibility .........
Evaluating Fligible Cemdidates .............. cermanna 5
Supervisory Evaluation Forms ..........
Promotion Panels ......vvvuunsan vereimstnnannne
Ranking, Referral and SeleCTION ....vvessseeeeresnnnes
Action by Selecting Officiel .......c.ivvvvnuannnnnn..
Detalls scviavierisrsnsntsrnnrnsannan tivrsnssansannans
Temporary Pramotion ...... Veevetreterunan teseraseranes

Special Procedures for Temporary Promotions and
Details to Higher Graded Dutles Beyond 120 Days.......

Procedures for Filling Rey Positions .....
m&lwts A& s dd e P A PR a S d b byl r R [N B I |
Travel and Trensportation Costs ...........

" Medical, Suitability and Secamity Requirements........

Information to be Provided to Explovees ..............
Resolution of Employee Complaints ....ivsovvevvvinvanss
Corrective Actions ............
Maintenance of Merit Pramotion Records ......vevunensn
Review and Evaluation of Promotion Program ...........
Appendix A: Career Promotlona/Ladders......csesevss
Appendix B: Job Anglysie .....covvescesieenssnnannie
Appendix C: Appraisal for Promotlon ..vvevesaniraen

R |“‘
Hﬂ\ﬂmbi—lﬁ

12
12
14
| &
15

16
17
17
17
17
18
18
19
19
21

&

e S



Inter

3lgna

Appendix D:
Appendix E:
Appendix F:
Appendix G:
Appendix H:
appendix 1:

Appendix J:

Evaluation of Supervisory Potential..,.
RatingProcadLm‘-'s Ceiesesnaansernniases Y
Instructions to Panel ...oveanereremven 33 :
Rating Sheet R AL L 3% |
Combined Panelist Rating Sheet..crreees 37
Selection Certlficates :
{1) Prowotion Candidates.......ex-ere 3
{2) Toncompetitive Referrals..oeseeer 6] 4

Intewiewworkstﬁet T <

-~



OSMRE MERIT PROMOTION GUIDELINES

1. POSITIONS OWERED. The requirements and procedures outlined
in this Plan apply to merit promotion actioas involving positions
in the competitive service: GS-1 through GS-15, FWS (Federal Wage
System), and @4-13 through 15 positions. Basically, competitive
procadures apply to all positions within OSMRE. Listed in "a" below
are actions for which the canPetitive provisions of this Plan must
be applied; and, listed in '"b" &are the excepticns authorized inder
this Plan. However, this Plan does not apply to temporary, limited,
term, or seasonal positions; positions of a confidential or
policy—determining nature which are filled under Schedule C; Senior
Executive Service positions; and excepted positiouns of temporary or
seasonal nature, except as speclfically indicated.

a, The competitive promoticn procedures of this Plan apply to
the followlng types of actions:

(1) All pramotions of employees within OSMRE except under
circumstances specified under Item ''b'' below;

{27 Reinstatement to a permanent or temporary position at
& higher grade than the last grade held in the Federal service, or
to a position with pramotion pocentlal higher than the last pesicion
held in a nontemporary competitive position;

(3) Reassigmment or demotion te a pesition with more
promotion potential than the position last held (except as
permitted by reduction-in-force regulations);

(4) Selectlon for detail to a higher grade position or ko
a position with known promotion potential for wore than 120 days;

(5} Selection for training which is glven primarily to

prepere an employee for advancement and is required for promotion
{i.e. wvhen eligibiliry for promotion depends on whether the

employee has completed trainieg);
' {6) Temporary promotion which will exceed 120 days;
(7) Transfer to a higher prade position; and,
{8) Term appointments to higher graded positions.

b. The following placement actions may be made as exceptions
to the competitive requirements ¢f this Plan:

(1) A promotion resulting from the upgrading of a
position without slgnificant change in the duties and
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responsibilities due to {ssuance of a new classification standard
or the correction of an initial classification erTor;

{2} A position change permitted by reduct ion-in-force
regulations;

(3) A promotion to & position for vhich an employee was
initially selected under merit promotion procedures or & civil
gervice register, which identified that the position had promotion
potential and listed the career ladder;

(4) Vacancies filled by appolntment of 3 or more
_ sble disabled wveterans, veterans readjustment appointments,
conversion of cooperative education students, excepted appointment
of the handicapped; or other special employment program appointing
authority; and selections from competitive examination reglsters;

(5) Career ladder promotions fol lowing non-competitive
conversion of cooperative education students in accordsnce with the
requirements in FPM Chapter 308;

(6) Promotion as a result of priority consideration when
the candidate was not given prior conslderation in & competitive
promotion action or as may he required as a corrective action under
29 CFR, Puart 1613, :

{7} Repramotion of employees Lo positions or grades at ot
below the grade from which demoted in the Department of the
Interior without personal cause, and not at his or her request;

(8) Selection of a candidate from a Reemployment Priority
List for a position at a grade no higher than the last one held in a
nontemporary position in the competitive service;

{9) Derail to a higher graded position or to a position
with known promotion potential for 120 days or less;

(10) Detail to & position at the same Or lower grade level
with no lnown promotion potentialj :

(11) Detail to an unclassified position;
(12) Temporary promoticn for 120 days or less;

(13) Reassigmment fram a position having known pramotion

potential to & position having oo higher potential, when there is
qufficient documentation to prove that the grade potential of both

positions is the same;

(14) Reassignment, demotion, end transfer to a position
Wwith no known promotion potential;




(15) Reinstatement to a position with no known promotion
potential at a grade no higher than the last grade held in a
nontemporary position in the competitive service;

(16) Bargaining unit employees applying for bargaining
unit positions when covered by negotiated merit prowotion
procedures; _

(17) Reclassification of an employee's position at a higher
grade when based on performance of sdditional duties and
responsibilities. Assumption of duties over a significant period of
time (at least 180 days) is inherent and the same basle fumction
must be performed and the former position must be sbsorbed
administratively into the new position, All of the following
conditions must be met before the exemption granted under this
authority can be approved --

(a) The requesting management official must submit a&
statement, to the Servicing Persomel Office, explaining how the
additional duties and responsibilities in the new position evolved;

(b) The new position is in the same orgenizational
location and retains the same supervisor:

(c) These sdditional duties and responsibilities
Dust Not adversely ispect other ineumbered poeitions in the same
organization;

(d) There mist be no evidence of preferential
Creatment given to an emplovee who is similarly situated with other
exployees in the same organizatiom;

{e) The new position mist not inwoive the addition
of project or team leader duties to a nonsupervisory position or the
addition of new supervisory duties when serving as the basis for
upgrading an already estsblished supervisory position:

(f) A desk audir must be conducted by a
representative of the servicIng Personnel Office to verify the
changes. Justification must include an evaluation Etatement
prepared on the position; and

{g) The employee meeta all of the qualification
requirements,

(18) Other actions which arve spproved by the Director of
Persomnel (PPM) as exceptions to bureau merit promotion plans.



2, AREA OF CONSIDERATIOCN.

a. The minimum ares of consideraticn is the geographical area
in which OSMRE can reaszonably expect to Tocate encugh well
qualified candidates to fill vacancies in the positions covered by
this Plan. A primary consideraetiov in establishing this area la the
extent Lo which coverage is sufficient for positions and grade
1evels where under-representation has been identified. Below are
pinimm aress for announcing OSMRE positions and recomended
extended area of consideration to use when necessary:

Min. Area of Extended Area

Position Covered Consideration 0f Consideration

All Vacancies Departamentwide *Govermmentwide

GS/@-13 thru GS/R4-15 or natioowide

All Vacancies OM-wide Departmentwide

G5-1 tiru GS-12 M ncal commuting area or govermentwide
local commting
area

Positions designated May be limited to field installation where
as Upward Mobilicy the vacancy exists, or the local commuting
opportunities, grades area.

G5-9 and below or

equivalent Federal Wapge

System positions

{1} Where underrepresentation has been identified, the
area of consideration should be set initially to achieve the maxima
coverage feasible.

(Z2) On an snmual basis, the Chief, Division of Pergomnel
and the EFQ Officer mist examine and, if necessary, redefine minimum
areas of consideration established under this Plan.

*({3) When the area of consideration is Governmentwide,
vacancy ammouncepents are distributed nationwide for status
applicants only. However, when the area of consideration 1e
Natiomride, vacancy anncuncements are distributed natiorwide for
hoth status and nonstatus applicants.

sck(4) When the atea of consideration is the Local Commting
Area, vacancy ESnTKUNCEments are distributed throughout E

geographic area that includes the surrounding localities in which
people live and can reascnably be expected to travel back and forth

daily to their employment.
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{a} Consideration of Employees Within the Minimm
Area. All emplovees within the minimm area of cousideration must
have the opportumity to be considered for pramotion to positions for
which they apply and are eligible.

(&) Considerarion of Volun lications Qutside
the Minimm Area. VoDmtory seThartiom shalirs] by saniilites
with status, whe are outszide the minimw ares of consideratiom
apeclfied in a vacancy announcement, may be accepted for
consideration, Hewever, Departmental candidates who are outside the

minimm area mist be considered by the same means as those within
the winlmum area.

(c) Systematic Extension of Area of Consideration.
When and how far to the ares of cons ation upan
factors such as the following:
The mmber of qualified candidates produced;
2 The need for identifying sufficient qualified

=

candidates; amd,

3 The extent to which specific positions and
grade levels are underrepresented.

(d} The ares of consideration should normally produce
at least tiree to five candidates who are well quelified. In the
event the area of considerstion does not produce three well
qualified candidates, it msy be expanded. However, 1f less than
three qualified candidates are produced by a specific vacancy
notice, and the Selecting Official is willing to choose one of them,
extenaion is not required,

3., LOCATING CANDIDATES, There are a mmber of methods gvailable
for locating eliglble candidates for z vacancy. Some of the more
frequently used sethods are deacribed below.

a. Vacancy Announcements.

(1) All vecancies that will be filled through competitive
merTit prowction procedures shall be advertised. Vacancies will be
amomeed by posting edvertisements on bulletin boasrds and, if
feasible, by circulating announcements or announcement summasries to
employees. Announcements mst be open long enough to allow all
eligible employees within the area of consideration to learn of the

vacancy arxl to apply.
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As a winioum, yvacancies will be advertised as follows:

Area of Congideration th of Advertis
Gm:ermeﬂtwidemationwide 6 weeks
Departmentwide 4 weeks
OSMRE-wide 4 weeks
twide/Natiomvide/ 2 weeks

twide/OSMRE-wide
Local Commuting Area

(2) As a minimm, a vacancy notice will include the
following information oa the position:

(a} Title, seriss, and grade, and, 1f legs than
full-time, the work schedule of the pogltion;

(b) Ares of consideration;
(¢) The merit promotion armouncenent mber

(d) Organizational locstion end duty station of the
position;

(&) The full performance Jevel or promotion
potential of the position;

(f) Statement of duties;

(g) Qualification requirements, including any
selective factors, and a statement that candidates who meet those
qualification requirements within 30 calendar days of the closing

date will be considered;

(h) Basis for applicant evaluation {(knowledges,
ckills, abilities, and other characteristics—-KS&'s];

{i) Privacy Act Notice;
{3} Equal employment opportunity statement;

(k) As sppropriate, & gtatement regarding the
applicabillty of a supervisory oT managerial probationary period;

{1} Position coverage under the Performance
Management Recognition System, wher, applicable;

(m) {rement to submit a signed "'Evaluation of
Supervisory porential" form, if appropriate;

Y
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(n) The mmber of positions to be filled under the
announcement ;

{o) The sources from which applications will be
accepted;

(p) A starement as to whether the employees must
file a statement of employment and financlal interest and/or
conflict of interest;

(q) Information as to what one must do to apply,
including the need for a completed and updated Standard Form 171,
the neceseity for mibmitting the Appraisal For Promotion form
(Appendix C) which is artached to the vacancy motice and the
location of the Servicing Persomnel Office or Adminlatrative Office
where the completed forms should be submitted;

(r} The opening and closing dates of the
announcenent ;

(s) A statement that all application materisl must
be received by the closing date of the amouncement unless, by that
date, & potential applicant requests an extension to submlt an
application., The request must be approved by the Persomme]l Officer
or Chief of the appropriate Servicing Persormel Office or their
designees, or by the Administrative Officer in the Field Qffice
which issued the vacancy announcement. Raque
be made by telephone, in person, or in writing
of the announcement. Requests for extensions y b
approved, with the requirement that all application materials be
received no later than five (5) worldng days aiter the closing date.
The office which receives the request is responsible for documenting
in the merit case file requests for extengions to submit
applications;

{t} Any special conditions of employment related to a
specific position, such as part-time employment and the potential,
if it exists, for reassignment and/or pramotion to a position on the
full-time permanent work force, etc.;

(v} Any special requirements related to the job
(e.g. percent of time gpent in travel; requirement to sign a
mobilicy agreement, ecc);

(v) A atatement whether the position is subject to
medical sultability (e.g., physical examinatlon, drug testing,
etc.}, or security requirements. The statement for drug testing
designated positions is: ''The selectee for this position mst pass
the Department of Interior approved drug screening test prior to
appolntment ;" '

{w) A statement requiring completion of a
Preemployment Certification Statement concerning Selective Service

Registration for covered applicants pricr to appointment;
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(x) A statement req\n;stix:g candidates to submit an
annlicant Background Survey Form' {DI-1935), attached to the
vacancy announcemnent; and,

(v) A statement if the salectee 1s required to wear
the OSMRE field uniform, to read: "4 condition of your employment
is the wearing of the DSVRE uniform in the manner prescribed in the
Unlform Standards and Allowance Directive."

(3} Applications will be accepted fram qualified
candidates who are eligible for appointment under special hiring
programs {e.g. handicapped, Veterans Readjustment, Peace
Corps/Action, ete.).

b. Consideration of Absent Employees.

(1) As appropriate, OSMRE exployees must recelve
consideration for promtions while on military furlough, extended
detail, extended leave, assigrment to & public international
organization, on long-term training, on IPA (l.e., Intergovermmental
Personnel Act) assigpments, or onl leave without pay.
consideration will be available if the employee requests it in
writing from their supervisor prior to departure. The employee
request must include an updated copy of his/her 5F-171 "Application
for Federal Employment’ asking that it be applied against gpecific
or all appropriste OSMRE vacancy arpoumcenents vhich come out dur
the employee's absence, The amployee's written request aiso mist
jdentify the grade(s) and location(s) for which they wish to be
considered.

(2) The Appointing Anthority will isplement procedures
which will provide sbsent employees with the cpportunity to receive
consideration for promotions.

{3) Employees must be informed of this service and the
procedures to follow on at least a yearly basis.

c. Alrernative Recruitment Sources. Recrultment sources,
other than the Merit Proantlon rian, oAy be used to recrult
qualified candldates who are eligible for reinstatement, Peace
Corp/Action Volunteer Frogram, Veteran's Readjustment Program,
transfer, or selection from OFM certificates, Non-competitive
eligibles do not have to meet merit progotion procedure
requirements for area of considerarion or for Eiling by the closing
date. They will be referred separately from promotional
candidates. The decision as to what recrultment. sources(s) will be
used to fill a particular vacancy at any given time must be based on
smnd management considerations, and may vary depending on the
circumstances of each vacancy.
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{1} Handicapped Programs - Applications will be accepted
from qualified applicants with handicapping conditions who are
eligible for appointments under section 213.3102 (t) or {(u) of
Schedule A and from applicants who are 30 percent or more disabled
veterans who have been certified by the Veterans Administration or a
State Vocational Rehsbilitation Office or on a DD-214. 1If
qualified, these applicants will be referred separately to the
Selecting Official, up to issuance of the Selection Certificate, and
are mot required to file by the closing date of the vacancy
announcement .

(2) Federsl Equal Opportumity Recruitment Program (FEORP)
- In filling vacancles, guelified candidates from groups covered
under FEORP will be given every conslderatiom.

d. lnderrepresentation. If underrepresentation has been
identified for the occupation and grade level(r) of a position to be
annocanced under the merit promotion plan, the merit promotion
armcrancement gshould be distributed to appropriate winority and
women's organizations. The outreach effort will be documented as a
part of the merit pramotion flie.

4.  DETERMINING BASIC ELIGIBILITY. The Servicing Personnel Office
or Administrative OIficer will screen applicants in order to
determine eligible candidates. To be considered for promotion or
placemenc, candidates must meet minimm qualificatlons requirements,
selective factors, time-in-grade restrictions, and cime-after-
competitive sppointment requirements within 30 calendar days of the
vacancy ammouncement closing date. However, they may not be
promoted wril all qualifiecarion requrements are met.

a, Minimoam %‘iificatim Standards. Minimum qualificacions
used for promot appropriate OPM qualification
standard and any selective placement factors which have been
developed Ior the position., All candidates who meet the minimum
standards have basic eligibility for the positiom being filled. Ne
emioyee will receive a career ladder promotioco unlees his or her
current rating of record 1s Fully Successful or higher.

b, Selective Factors constitute a part of the minimam
requirements for the position in question and mast be reflected in
the position description and vacancy ammouncement .

c. Ranking Factors are not qualification standards, and do
not affect basle eliglbllicy. They are used to diatinguish between
applicants who hawve basic eligibility.

d. Qualification requirements for a particular position may be
modified after rhe selection process 1s underway provided the '
vacancy is reanncunced and all applicants eligible under the
modified qualification requirements are considered.
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(b) Training and Self-Development - The criterias

mst permit an evaluation of the degree to which these factors
increase the employee's potential for effective performance in the
position to be filled. Treining includes formal courses taken
within or outside the Federal Govermment. Self-development
includes such activities as participation in professional
organizations, and attendance at or participation in cccupational
seminars, conferences, symposiums, and college/miversity courses.

(c) aisals for Promotion - Appraisals (aee
Appendix C) detail the applicant's general work-related skills, as
well as the specific ranking factors for the position to be filled.
Ranking penel members and/or the Selecting Officlal will consider
the appralsal along with other appropriate dooumentation in
determining the overall evaluation of the applicant. If requeated,
an employee must be shown the evaluation of his performance and/or

potential.

(d) Awards - Consideration will be given to any
award recelved by the employee, which is reasonsbly related to the

position to be filled,

(e) Written and Performance Tests - These may be
properly used as one Iactor In rating Individuals, but only when
such tests have been previously approved by OPM and the Department.

6. SUPERVISORY EVALUATION FORMS.

a. For each position covered under this Merit Promotion Plan,
the Servicing Personnel Office or Adwinistratiwe Officer, with the
agsigtance of the smpervisor of the position to be filled, will
develop a list of job-relasted criteria upon which applicants are to
be rated by their supervisors. The relative importance of the
individual ranking factors should be determined as they relate to

the position.

b. Extreme care should be exercised by both the Servicing
Pergommel Office or Administrative Officer and the asupervisor to
insure that renking factors measure the applicant's sbility and
potential to perform in the pogsition.

c¢. Evaluation factors streasing work-related personal
qualities should be clearly defined and miat be directly ralated to
the position to be filled. Such factors as loyalty, intellectusal

inte_:grit_:g, and maturity should be avolded uniess such terms are
clearly defined in r to establish a common meaning and
understanding.

d. Appraisals for Promotion forms (see Appendix C) will
normally be obtained frop each applicant wiw applies for a position
covered by this Merit Promotion Plan. Howewver, applicants will not
be excluded from consideraticn Lf they fall to submit a supervisory

evaluation form,
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e. Applicants appl for supervisory positions will be
ed to submit & specific appralsal vhich evaluates BUPETVisSOry

paatial or per formance {see Appendix D).

7.  PROMOTION PANELS. The following procadures will apply in
establishing promctIcm panels:

a. The Servicing Persormel Office or Administrative Qfficer
shall be responsible for designating and/or approving the members on
the panel;

b. Pramotion panels will be cozposed of at least three
megbers who are at the same or higher grade than the position being
filled. One member chould be a subject matter gpecialist
techmically competent in the area related to the position beling
filled; the other WO pembers should have technical or
administrative competence relevant to the position. The Selecting
official cannot be & member of the promotion panel,, but may be
consulted regarding prospective panel wewbers;

c. All promotion panels will be “ad hoc," and mapbers will be

designated with consigeration of their \owledge reﬁarding the
position being filled. There will be no Upermanent. o Ugtanding'

panels;
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d. A representative of the gervicing Personnel Office or
Administrative Officer should be avajlable to serve as an advisor To
the penel oo mALLEIS such as qualification gtandards, particular
requirements of the position being filled, and merit promotion

procedures; and,

g. Particular effort shauld be pade to include minority
and/or female members o panels.

R. RANKING, REFERRAL AND SELECTION.

s. Panels are used tO rank candidates applying for pranotion.
This ranking will be based on the overall evaluation of each
applicant's ability ad potential to successfully perform in the
position as measured by job-related evaluation criteria (ranking

factors).

L. The ranking process chould result in a distinction between
progstion candidates. A reasoneble nupber of the best qualified
{those who rate at ot above the quallcy 1evel score established by
the Selecting Official) will be referred for consideration for each
position. :

e, The Servicing Personnel Offlce or administrative Officer
refers the best qualified promotion candidates to the Selectin%
Dfficial on an ORRE gelection Certificate {see Appendix 1 (1,

1isting names alphabetically. Final ratings will oot pe reflected
on the Certificate. Separate Gealection Certificates for promotion
candidates will be referred to the Selecting Official for each grade




level. A copy of each candidate's application, with supervisory
appraisal must accompany the Certificate. Certificates expire one
month after issuance unless the Selecting Official requests and
recelves an extension of the time from the Servicing Personnel
Office or Admlnistrative Officer. A maximum of two extensions maY
be granted, mot to exceed 15 days each, Extensions beyond 30 days
require the concurrence of the Chief, Division of Persormel, or
Chief of the appropriate Administrative Service Center.

d. Normally, a minimm of three of the best qualified
promotion candidates will be certified to the Selecting Official,
If a position 1s advertised at more than one grade level or
cecupational serles, or 1if more than one position will be filled,
additional candidates may be referred to the Selecting Official,

e. Promotion panels will be used in filling:

{1} Positions (those requiring Departmental
clearance -- rei. 370 DM 3T1) if there are more than five (5)
qualified promotion candidates; and,

(2) Other Positions if there are more than ten (10)
qualified promotion candidates for each grade level specified on an
announcenent [e.g., A position is advertised with three (3)
different series and grade levels (G5-5/7/9) on tne vacancy
amouncement. Twenty-five (25) qualified pramotion candidates
applied, four (4) for GS-5, ten (10) for GS-7 and elevea (11) for
G5-9. The prowotion candidates for the GS-5 and GS-7 do not have to
be rated by panel. However, a promotion panel must be conmvened to
rate the promotion candidates for the GS-9].

When there are five (%) or less cqualified promotion
candidates for key positions and ten (10) or less qualified
pramotion applicants for other positions, the candidates mdy be
certified to the Selecting Official without being rated or ranked.
if this ocours and the Selecting Official requests that the
candidates be rated and ranked, then a promotion panel will be
convened to evaluate rhe candidates.

f. Candidates who are not applylng for pramoticn (e.g.,
applicants for relnstatement, demorion, reagsigmment or lateral
transfer, or persons with Office of Personnel Management
eligibility, or persons eligible for appointment under gpecizl
appointing suthorities) will not be rated and ranked in relation to
promotion cendidates. However, the Selecting Official may request
that a panel be convened to rate end rank nonpromotion applicants
in relarion to other noncompetitive referrals. Separate Selection
Certificates [Appendix I (2)] for noncompetitive referrals will be
referred to the Selecting Official for each grade level.
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Q. ACIION BY SELECTING OFFICIALS.

a. Selacting pfficlals may select any candidate from among
those who have been certified, based on their judgment of how well
the candidates will perform in the job being filled, and when
relevant, what thelr potential is for future advancement.

b. A Selecting official is mot required to f111 a vacant
pogition by means of merit prowotion. The job may be filled
jmmediately of subsequently by some other type of authorized
placement action, such as reass t, lateral transfer of scmeone
from another agency, O gelection from an OFM reglster.

c. The Selecting Officlal interviews or USes ather
appropriate evaluation methods which must be job related,
congistent with merit principles, and properly docunented.
Evaluation methods must be uniformly applied to all promotion
candidates on the pame galaction Certificate (Appendix I).
Likewise, a1l noncompetitive referrals (1.e., nonproootion
candidatee)} on the same Certificate must be evaluated in a
consistent manner with one another. Except as provided below,
interviews are not mendatory. but are encouraged. Promotion
candidates from the same comuuting area as the gelecting Official

mist be treated in the same marner (i.e., if one promotion candidate

ig interviewed in person, the other pramotion candidates wust be
given an opportunity for a personal jnterview). If interviewe are

conducted with a propotion candidete on the Selectlon Certificate,

the Selecting Official must interview all promotion applicants on
the Certificate. Interviews may be conducted in person or by

teleptone. The Servicing Personnel Office or Adpinistrative Dfficer

in a Field Office should provide the Selecting Official & copy ot
the OSMRE WInterviewer's Checkllsts for Comducting Selection
Interviews'' with the Gelection Certificate(s). gelecting Officials
should document the results of the interviews (ref. "Interview
Workshest'' at Appendix Iy.

d. The format and process used for the interview ghould be as
consistent as possible among candidates. All questions asked
during the interview mst be jcb-related and every effort ghould be
made to obtain the same informaetion from all candidates. The
interviewing official may not ask or discuss the race o ethnic

e of a candidate; the candidare's religlous pbeliefs or
creed of life; age; marital status; famlly status; OT NOO Job-
related personal matters. Selecting Officlals may request other
individuals to conduct the interviews on their behslf. However,
the ssme persons (the gelecting Official or his/rer designee) must
copduct all interviews for a specific vacancy. 1f & csndidate 18
not avallable for an interview within a reasonable period of time,
{normally ome weak), the applicant chould still receive

consideration for the position. However, the selectiom process need

not be delayed.
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e. The Selecting Official must Frwide 8 written statement or

the Selection Certificare (Appendix I documenting the reasons for
selecting a specific candidate, This statement must reflect the
candidate's qualification with regerd to the requirements for the
pcsiti.on being filled. The Statement will be retained in the merit
case file, '

f. Ifa qualified candidate ig selected over a best qualified
candidate {e.g., if the Selecting Official does not melect from
among the best qualified candidates, and wants to consider and/or
select a qualified candidace), the Selecting Official must provide a
séparate mesorandun to the Servicing Pergoanel Offfce or
Administrative Qfficer justifying the selectiom, Ar a minimum, the
Justification must incliude: (1) specific factors that qualify the
candidate over the besgr qualified candidate(s): and {2) reasons on &
candidate~by-candidare basis why each best qualified candidate was
not selected, The justificarion mst be approved by the Appointing
Authority before the qualified candidate can be appointed.

10. TETATLS. The detail of an emplayee to meet temporary work
requirements may be made under the following conditiong.

b. Details to higher grade positlons or to positions with
pPromotion potential also may be made for an initial period of 120
days or less with extensions in 120~day increments up to coe year.
However, if these details are expected to exceed 120 days,
campetitive propotion procedures are required, Generally, if an
etployee’s services are needed in n higher-graded position for more
than 30 days, a temporary proamotion would be more appropriate than a
detail.

€. A request for extension of detailg beyond one year should
be sent by the Servicing Personnel Office or Administrative Officer
to the Office of Personnel] Management (OPM) Ares Office or, in the
Washington, D.C. area, to the (PM Associate Director, Career Entry

Group, Washington, D.C. 20415,

11. TEMPORARY PROMOTION. A work sicuation requiring tie temporary
services of an employee in a higher grade position for 30 or more

days 1s mosr eppropriately met by a téemporary promotion, rather than
by decatfl. However, a teoporary promotion is subject to the OPM
qualification standsrds, whereas details are not.” A temporary
promotion must not be used to glve an employee a tria] period before
permanent promotion, to decide among candidates for permspent
promotion, or to train an employee In higher graded duties, In
addition:
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a. The titive procedures of this Plan must be used when a
temporary promotlion will exceed 120 days. In computing the 120 1
days, an individusl's non-competitive temporary service in all
higher graded positions turing the preceding 12 months is counted, !
including details and other temporary and term promotions;

b. An employee may be temporarily promoted for the expected
duration of the need for thelr services in the higher grade, but the
initiszl period should mot exceed one year. Temporary promotions
(after reviewing the situation to determine whether it is actually
temporary) may be extended for up to one sdditionsl vear, with the
approval of the Chief, Division of Perscnnel;

¢. An employee selected for a temporary promotion must be
informed, in advance of the promotion, of:

(1) The particulsr ciromstances thst make a temporary
rather than permanent promction appropriate;

(2) The tewporary nature, including expected duration of
the action amd all comdicions relating to it; and,

(3} The fact that amployees will return to their regular
position when their services are no longer needed, whether or not
the expected perlod of pramotion has ended.

12. SPECIAL PROCEDURES FOR TEMPORARY PROMOTIONS AND DETAILS T0
HIGER GRADED DUTIES BEYOND 120 DAYS, In the interest of time,
responslble officiasls may ecrect to use these abbrevisted procedures
to staff details to higher graded duties and temporary promotions
which will exreed 120 days.

a. These procedures may be used only when:

{1} The temporary promction/detail is lmown or expected
to last less than one yesr, and,

{2) The temporary promction will not be made permanent
without further competition.

b, Using these special procedures, the responsible official
may:

{1} Reduce the areas of consideration to as small as the
OSMRE crganization in the local commring area; ard,

{2) Solicit interest by memorandum or brief notice of
vacency throughout the ares of consideration for a period as short
as 5 working days.
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FILLING XEY POSITIONS. Concurrence by the
13. ﬂw R on galect ° of key positicns (e.g.,

Dire ces Teporting directly to the OSMRE Director, Deputy
Gs/aM-15 H;’Elmsj_:tant Directors -- ref. 370 IM 311,1), Prior
Directﬂfi'-by the Secretary or appropriate Assistant Secretary is
apprové before certain key positions may be filled either as

t or as temporary pramotions and details.

) 14, W‘m.

- a. The Servicing Personnel Office or Administrative Officer
' il m;tify all candidates by letter of their status within thirty

after acceptance of an offer of employment by the

iggc‘ggf or within thirty (30) days after the selection process has

been discontimed.

b. Official notification of selectlon and request for release
of employees must be handled by the appropriate Servicing Persormel
pffice or Administracive Officer. Selecting Officials shall not
make formal or informal cammitments to candidates.

c. Employees normally will be released to report to their new
position no later than two weeks following notification of
selection by the Servicing Personnel Office or Administrative
Officer. In no case will the ection be delayed more tham 30 days
wirhout the recorded approval of the Chief, Division of Personnel or
the Chief, Administrative Service Center. The selected employee
will be notified in writing within five working days following
receipt of the completed certificare,

d. Promotion and placement actions will not be based on
nepotisu, persomal favoritism or patromage, including personal
friendship or political affiliation,

15. TRAVEL AND TRANSPORTATION COSTS., Selectlons of current
Federal employees under competitive procedires, including
candidates selected for reassigmment or demotion, are considered to
b in the best interest of the agency and travel and trensportation
custs incurred In a change of headquarters or duty station will be
paid by the Goverrment. Payment is also authorized as specified in
ORRE and Department regulations for shortage catepory positions.

16. MEDICAL, SUITABILITY AND SECURITY . Normally,
enployees shall not bDe placed into pos:.'tgns or 1:n%nrmed cf a

tentative selection until all medical, suitability and gecurity
requirements for the position have been met. In the event of a
reversal of the selection decision due to medical, sufcability, or
Security reasons, the employee shall be promptly informed by the
Appointing Anthority processing the personnel action,
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17. INFORMATION TO BE PROVIDED TO FMPLOYEES,

8. A discussion of the OSMRE Merir Promotion Progrem shall be
incorporated into the orientation of new A8gency employeesg, In

{1} Promtion plans, or information as to where they may
be reviewed;

(2) Career path information indicating short and long
range career opportunities:

(3) Information abour the qualification requirements,
evaluation techniques and methods used in selecting candidates for
pravotion to posgitions in which they are interegted; and,

(4) Information on the various methods of selecting
candidates and filling vacancies.

b. Questions about the pramotion program or specific
promotion action may be referred to the employee's supervisor or
the Servicing Persormel Office for informal handling. TUpon request
the followlng information shall be made avallable by the Servicing
Personnel Offices to the employee regarding his or her applicatcion;

(1) Whether the employee was considered and, if sa,
whether the employee was fomd eligible on the basis of the minimym
qualification requirvements for the position;

(2) Whether the employee was ooe of those in the group
frem which selection wag made; l.e., one of the best qualified
candidates available and appeared on the Selection Certificate;

(3) The employee's supervisory appraisal of past
performance used in consldering the employee for selection;

(4) Who was selected; andg

(3) In what aress, if any, the employee should direce
C efforts to increase chances for future selection.,

¢, Any employee on the Selection Certificate can directly
request from the Selecting Officlal informarion CONCeTNing reasons
for non-selection as well as advice and counsel on how the employee
could improve future chances for selection.

18. RESOLUTION OF EMPLOYEE (XMPLAINTS.
2. Every effort will be made to be responsive to amployee

inquiries or criricism concerning any aspect of the Merit Promotion
Program. Resolution of complaints by informel discussions between
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p. If the matter cannot be resolved informally, the employee
gul;mil': a complaint under applicable grievance procedures or

ey ¢ the procedures for handling equal employment opportunity
laints, whichever Is appropriate. Matters which are not grounds

ﬁ;':-fa formal camplaint include the following:

(1) Failure to be selected for promotion when proper
proootion procedures have been used; and

(2) An action required to be taken by the office under
provisions of statute or instructions as a result of the Office of
Management and Budget, OPM, Departmental, or OSMRE directives.

¢. Compiaints of discrimination based on race, color,
religion, sex, age, or national origin or handicap are specifically
excluded from the agency grievance procedures. They are handled in
accordance with EEQ procedures.

1. CORRECTIVE ACTION.

a. Action to rectify a promotion viclation may inmvolve the
employee who was erronecusly promoted, the employee or employees
who were not promoted or considered because of the violation, or
the officials whio caused or sanctioned the violation. It may also
imvolve cotrecticn of program deficlencies.

b. The nature and extent of actions to be teken in any case
have to be determined on the basis of all the facts in the tase,
with due regard to the clrcumstances surrounding the violation, and
muzt consider the equitable and legel rights of all parties
concerned including the interests of the Govermpent. Corrective
actions will comply with applicable OPM and Department requirements
(See FPM Chapter 335, Appendix &-4, and 370 DM 335, 2.11).

20, MAINTENANCE OF MFRIT PROMOTION REQORDS. A promotion case
folder for each position filled through competitive procedures must
be maintained by the Servicing Persconnel Office or Administrative
Officer for two years following the effective date of the personnel
ection or until after the program has been formally evaluated by OPM
{whichever

comes first), if the time for grievance has lapsed. It must

contain sufficient information to allow reconstruction of the
action. As a minimm, the record musc include the informatiom
below:

+

a. Vacancy announcement and any amendments;

b. Qfficial pogition description;

¢. Copy of Request for Personnel Action (SF-52);

d. Listing of all applicants considered for the position;

=15~



€. Applications of all candidates considered, except for
non~status applicants who apply for announcements limited to scatus
candidates;

f. Documentation of any selective placement and rarking
factora;

g. Job analysis and crediting plan;
h. Names of evalustion panel members;

1. Personal Qualifications Statements (SF~-171's), narrative
qualification statements, supervisory appraisals, and any other
attachments received from each qualified candidate;

j. Rating and ranking criteriz used, including evaluation
methods and systems; and a record of all determinations and ratings
on each applicant, including the rating sheets completed by the

rating panel;
k. Nameg of applicants as they appeared in rhe final ranking;
1. Names of best qualified candidates;

m. Names of any applicant who received priority consideration
and the reason(s); '

n. Doomentation of candidares' request for extensions to
submit applications; - '

0. QCoplea of letters aotifying all promotion applicants or
other candidatea of the results of the competition;

: p. Record of any further screening actions on each of the
best qualified candidates (e.g., Interviews, supplemental
supervisory checks} if submitred by the Selecting Official ;

4. Becord of the reasons given by the Selecting Official for
nonselection of a candfdace recelving special consideratrion (1f
applicable);

r. Neme of employee selected and copy of Selection
Certificate gigned by the Selecting Official, including official 's
written justification for rhe selection; and,

s. Any other pertinent records, ircluding supporeting
documentation for exceptions to competirive procedures, a copy of
any guidance and instructions given o the rating panel, and a
record of {nterviews and reference checks, etc.
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71, REVIEW AND EVALUATICN OF PROMOTION FROGRAM.

a. The Merit Promotion Flan will be reviewed on a cont inuing
bagls. The personnel Officer chall review the Flan amd its
operations at 1east anrmally in order to determine its
gffect iveness. The Division of Persomnel will jnitiate action to
accomplish any revislons which are required. A review of the Plan
ghonlg ingure that:

(1} The Plan is as effective as possible and useful to
panagenenk and employees;

(2) Promtion actioms are raken promptly and properly and
that employee complaints are handled in a progpt and propet mArmer;

{3) Promotion actions are used effectively in order to
select the best qualified employees for OSMRE positions and to
insure the paximm utilizacion of rheir skills and abilities; and

(4) Employees, SUpErvisors, and managers have a full
understanding of the promotiocn program.

b, Fmployees, Supervisors, @AnAgers, and employee groups of
organizations are encouraged to. present their views or
recomendations on the promotion plan's affectiveness or need for
mwdification, Such recommendations will receive careful
consideration.




P T T S

qna

R R T

APPENDIX A
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Career Promotions

1, An employee may be pramoted without further competition when!

A, Competition was held at an earlier stage; that is, the
employee WAS selected from an Office of Personnel Management

ter or under competitive promotion procedures for an
agaignment, intended (with the jntention made a mAaCLer of record)
to prepare him or her for the positicn being filled; or

B. The employee's pogition is being classified at a higher
grade because of the assigment of gdditional ducies and
responsibilities.

Promotions under A and B ghave are called career promotions. The
majority of career promtions normally will be the Lype described
in A. It is lmportant to keep in mind chat a promotion 1s exempl
from promation plan procedures wnder A. above only if: (1) the full
prowotion potential of the position, when it was filled initially at
the lower grade level, msdommntadarﬁmdemmmtoall
eligibles (this potential must be docunented in the vacancy
announcement, oo Requeste for Eligibles sent LO O, and on
inquiries of availability sent to OPM certificates eligibles); and
(2) the employee was selected under competitive procedures at that
tine. In order to advertise that a position has promotion
potential, there must be classified position descriptions at the
intervening snd target grade levels.

Career ladders

'ilf following are the normal career 1adders for certain cccupat ions
by the OEfice of Surface Mining Reclamation and Enforcement (QSMRE} .
career ladder consiste of a growup of positions in the same
ﬂmﬁtm series ranging in grades from the basic entry level to,
minﬂhxding, the full performance 1evel. The full periormance
Eimi.laia the grade level for a pogition or & specific group of
in tha pogitions to which untrained or partially rrained employees
ﬁrm:, work and organizational it can aspirve without using
competitive procedures under rhe Merit Progotica Plan, Full
mr“fﬂtnmme level refers to positions not to individual employees.
tus or ¢ this listing does not mean that each office or organization
that con have career ladders to the full performance level, or
positions are limited to the grade range Showd.

C&xeer

There mladde: promoticns are nelther auromatic nor mandatory.

Promotey T Boarantee that an enployee in & career ladder will be
» TOr a conmitment tmtapromtiunwillbemade at a set




the employee's current grade, potential or
graded duties, and the availability of such higher
This 1ist should be used primarily as a guide in establishing career
Inee positions to full performance

1f, in a particular organization,
that the career ladder is different from that
ocopation is not listed, the actusl
VECATICY annowncements and a
maintained by the Appointing Authority.

paths from entry level or tra
level positiona.

GS-0110

G5-0201
G3-0203
GS-0212
&5-0221
G5-0230
G5-0235
GS-0260

G3-0301
GS=0303
G5-0312
5-0318
G5-0322
35-0334
G8-Q335
G5-0341
G5=0342
@5-0343
G5-0345

GS~-0401
G5-0404
GS-0460
G8-0470
GS-0471

G5-0501
G5-0503
G5-0510
@S5-0511
G5-0525
GS-0540
G5-0560
G5-0561

G5-0801
&5-0802
G5=-0809
GS-08L0
G5-0880
G5-0B9%0

Econamise -

Personnel Management Specialise
Persomnel Clerk/Assisrant

Personnel Staffing Specialisc

Position Class{ficarion Speciallst

Labor Mgme/Emplovee Relations
Employee Development Specislist
Equal Employment Specialist

General Admin/Program/Mgmt. Spec.

General Clerk
Clerk-Stenographer
Secretary

Clerk-Typist

Computer Specialist/Analyst

Camputer Aid

Adminiscrative Agsiscant/OFficer

Support Services Specialist

Mansgement Analyst
Program Analyst

Bioclogist/Natural Resource Spec.

Biological Ald/Technician
Foreater
Scil Scientist

Agroncaist

Financial/Collection Specialist
Audit Clerk/Assistant
Accounitant

Audicor -

Accounting Technician

Voucher Examiner

Budget Analyst
Budger Clerk/Assistant

General Engineer
Engineering Ald/Technician
Construction Inspector
Civil

Mining

Agricultural Engineer

-23=

abilicy

to perform higher
graded duties.

to G5-12

to G5-12
to (5-07
to G3-12
to GS-12
to G5-17
to G3-12
to G5-12

ta G8-12
to G5=05
to G8-04
to G5-06
to GS-04
to GS~-127
ta G5-05
to GS=11
o G35-11
to G5-12
to G5-12

to G§-12
to GS-0f
to GS=12
to G3-12
to 3S-12

to G5-11
ro GS=07
to G812
to G8=12
to G5-06
to G5-06
Lo G5-12
Lo G8-05

to G5=12
to GS-05
to G5-08
to G8=-12
to G5-12
to G8=12

it 15 determined
shown below, or the
career ladder mustc be shown on
ppropriate career ladder records




G5-1033
G5-1082
(5-1083
G5-1084
G5-1087

G5-1102
GS-1105
G5-1106
£8-1170
£5-1171

£3-1301
$5-1311
Gs-1315
G5-1330

G5-1410
GS-1411

G5-1701
GS-1801

Public Affalrs Specialist
yriter-Editor

Tachn. Publications Writer-Editor
Visual Information gpecialist
Fditorial Clerk/Assistant

Contract Spec/Procurement Analyst
Purchasing Agent

procurement Clerk/Assiscant
Realty Specialist

sppralser :

Physical;"EnvirmmEntal geientist
Physical Sclence Ald{Techniclan
Hydrologist

Geclogist

Librarian
Libracy Ald/Technican

Trailning Specialist

Surface Mining Raeclamation Spec.

to G3-12
to (§-12
ro GS5-12
to GS-12
to GS-03

to 05-12
to GS-07
o G5-0%

o GS-12

to GS8-12
to GS-12
to GS=05
to G3-12
ro 05-12

to GS5-11
to GS-05%

o G8-12

o G5-12
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APPENDIX D

DNITED STATES DEPARTMENT OF THE INTERIOR A
OFFICE OF SURFACE MINING RECLAMATION AND ENFORCEMENT agﬁ~:}
rllll:'

EVALTATION OF SUPERVISORY POTENTIAL

. IMOUNCENENT NO. RANE

POSTTION (Title/Series/Grade/Location} GRADE

LOCATION

FART T - TO BE COMPLETED BY THE NON-SUPERVISORY CANDIDATE
Candidates for a supervisory position must have demenstrated in thelir work

" sxparience or tralning that they posseas or have the petentlal to develop

“the qualities of muccesaful supervision. Describe helow the work
experience or tralning which im your opinion has prepared you for a
supervigory position.

INSTRUCTIONS: Check and complete the blocka which hest describe
supervisory related experience.

A. |Experience Statements Position Title, Grade, Location,
and Dactes of Experience

Erperience as a group, unit, section

BERELEY

43

S et {771 Tlmeg algnificant leadership

e Ithree emplovees.

puparvlaor {5 or more subordinates).
Experience as a group, unit, sectien
leader rasponsihle for at least

---..._.'E'_r,E;i_anatiun's worlk.

- Ploysas 1n applying the aew

Assignments which {nvolved providing
guidance and training to new
taployeea.

Project Leader” assignments which
levolved coordinating and integrat-—
lug the work of gthers into a
fowpleted work product.

slgnments as a "troubleshooter’ or
Source of advice to others tegarding

n!'iznmnts which involved devising
." Yor¥ methods and procedures or
Provements {n exieting work prac-

41
ufn::’ and getting the coeparation

'ﬁt-!:'b"gﬂ‘l—%“d practicesn.
* (Incl
lawolye g clude outglde activities

nta}.

Le PART II - CERTIFICATION
of ULy that this statement 1s true, complete and correct to the best
“-WIE dg& and hEllEf .

Elmtl.lte

Date

\

_31- OSM 97 (8/88)



PART TI = TO BE COMPLETED BY THE CANDIDATE'S SUPERVISOR

A

Please assess the candidare by marking that column halow on each
element which best expresses, from your firsc hand knowledge, vour
Judgment of the probability of the candidate's succeds In a
gupervigery poaftion.

POTENTIAL * A ~ Poor B - Falr L - GCoad D - Excellent

The Candidates would: 4 B C D
1. Delegate authorlty and reaponsibility aod Work
with others effectively.
2. Accomplish the quallty and quantity of Work
expected within aat 1ipits of cost and time.
3. Understand, interpret, and pain support for
management goals and obiectives,
4. Be able fo motivate and guide enmploveess Into

an effective team working toward a common
objactive.

Effecrively train and develop employees aof
varied background and skill levels.

Make sound and timely decisions which take
intao consideratfon variouwe alrternatives
and circumstances.

Be able and willing to judge people and
altuations on the facts.

Recognize the need for and develop Lmprove-
ments Ino work methods and procedures.

Supervisory Commente and Remarks. 1If the assignment{s) indicated in
Part I were completed under your supervision, please describe tha
candidate's effectivensgs in terms of supervisory abilities. Describe
any other items which In your opinion would detract from or add to the
candidate's success as a supervisor. Rach item is Part II above, In
the € or D column, muat be justiffed in writing. TYou may alag uae
this space to wake any other commenta regarding the candidate's
potential for a supervisory poattion.

(If additional space is needed, attach plain bond papar) —

Supetviscr's Signature Tate




APPENDIX E
MERTT PRCMOTION AND INTFRNAL PLACEMENT
Rating Procedures

In accordance with the OSMRE Crediting Plan Process, the following
procedures will be used in rating applicants for each vacancy.

1. THE SELFCTENG OFFICIAL:

4. Develops and submits to the Servicing Persomnel Office or
Adminjstrative Officer the ranking factors, which are those knowledges,
skills, abilities, and other characteristics he/she feels are desirsble for
sweeessfully performance in the position:

b. Develops and submits the weighted percentages for each ranking
factor: e.g., he/she may decide that ranking factor #1 should be 40T (4);
r factor #2 40% (4); ranking factor #3 10% (1); and renking factor #4
10Z {1). The weight percentages musc total 100% (10}; and

c. Decides what quality level score (see example below) will be
acceptable to determine the best qualified candidates.

d. The ranking factors, with the weighted percentages, and the best
qualified cut off score are Included on the 1ob analysis form {(Appendix B).

2. PROMOTION PANELS. The requirements for promotion panels are outlined in
the OSHRE Merit Pramotion Guidelines, Section 7(a-e). The panel members
will review all applications referred to them by the Servicing Perscnnel
Office or Administrative Qfficer for the position to be filled. The panel
will evaluste each applicant on the knowledges, skills, and abilities which
heve been identified as desirable for successful performance in the position
to be filled.

Each panel member will evaluate each applicant on a Rating Sheet
{Appendix G), based on the applicant's quality of experience, training,
etc., on the quality lewel range as follows:

08~10 - Superior
05-07 - Above Averape
01-04 - Average

The quality level score of each factor will be determined by mulciplying the

welghted value times the quality level. An evaluation of an applicant by
one member might look like this:

29~




Factor Weight Quality Level (0-10) Score

#1 GO = 4 x 8 = 32
#2 Y% = 4 X 9 = 36
£3 I =1 X 0 = 0
#4 10% = 1 X 5 = 5

160 =10 Quality Level Score (Total Score) EE)

The quality level score for this applicent, by the panel member, 1s 73, If
the scores received from the other members were 78 and 74, the final rating
would average 75 for this applicant.

The membera of the promotion panel need not came to an exact agreement on
the total points for the same candidate, but panelists must atfempt to
TEBOLVE erences of more than five (S) points in the toral score. The
pelnts must be based on job-related evidemce which is present in the
application. Panel members should discuss the candidate's background and
determine why there are inconsistencies in their scores. If there is still
more than a five (5) point difference in total points for the same candidate
after the panel member discussion, they must document the bases for their
ratings on the reverse side of the “Combined Panelist Rating Sheet"

(Appendix H).

Non-federal candidates are not ranked, rated, or certified along with
federal promotional candidates because their entrance to a goverrment

position i{s properly through an OPM reglster which may be requested
almultanecusly with inside advertising.

3. IDENTIFYING THE BEST QUALIFTED.

8. The points assigned to each candidate by each rater are liated and
averaged to arrive at the final score. The average score for an applicant
should be rounded to ¢losest whole mumber {e.g., an average of 73,50-73.99
would become 74; whereas, an average of 73.00-73.49 would become 73). After
the final scores of all candidates have been determined, they should be
recorded on the Combined Paneliat Rating Sheet (Appendix H)}. The best
qualified may be identified by using either Method 1 or Method 2 described
below., The wethod selected maust be identifled on the Combined Panelist
Rating sheet. If the method used appears to screen out minorities, women,
or other '""protected”’ groups, the altermative method should be used.




Method 1:

A cutoff point is established as a dividing point between the best-qualified -
and the qualified candidates. The curoff point normally will be where there
1s a natural break point between two consecurive carxlidates when listed
sequentialiy by their total scores., If there is no meaningfi] break between
applicants as detemmined by the rating panel, as many as 10 candidates (with
another candidate for each additfonal occupational series and/or grade
level) may be referred to the Selecting Official. An example of this method
ig ag follows:

Panel Ratinps:
" Evaluator A Bvaluator B Evaluator
Candidates KSA  fevel Welght level Welaht Leve t
Jaolnson 1 6x5=3 Tx5=35 Ex 5 =30
{average score, 2 7x2=14 5x2 =16 bx2=12
55 (rounded) 3 I3x3= 9 4x3 =12 4 x 3 =12
3 57 5
White 1 Bx5=4D 9x 5 =45 9x5=45
{average acore, 2 7x2=14 bx2 =12 7x2=14
81 (rounded) 3 9x 3 =27 7x3=21 Bx2d=24
Bl ri:) g1
Feters 1 Tx5=23% 8x5=4 Tas5=23%
{average score, 2 bx2=12 bx2= 8 5x2 =10
69 {rounded) 3 Bx 3=24 Tx31=2 Txi=2l
Fi | &5 )
Terrance 1 Tx5 =735 8x5=40 Bx 5 =40
(average score, 2 6x2=12 5x2=10 7x2=14
75 {rounded) 3 9% 3 =27 8x 31 =24 8x3=25
74 75 78
Rossz 1 O x5 =45 8 x5 =4 Qx5 =45
{average score, 2 6x 2= 12 8x2=16 7x2=14
77 (rounded} 3 6x3=18 7x31=21 7x3=2]1
ri 77 0]
averﬂscm:
81
77
75
Break Point
69

35

=-3]-




Method 2:

All candidates whose rating equals or exceeds the combined toral of the
welght value times the quality level of all the KSA's will be considered an
best-qualified, The KSA weiphts and levels are egtablished by the Selecting
Official. The following is an example of this method:

Weight Level

KSA "A" - 3 points x 7 = 2}
ESA "B" - 3 potmts x 7 = 71
KSA "C" - 2 points x 7 = 14
KSA "D" - 2 points x 7 = 14

TITAL = 70

In this exsmpie, the Selecting Official has given the KSA's weighted values
of 3 pointa, 3 points, 2 points, and 2 pelnts. The qualiry level was
established at 704 = 7. Therefore, in the above case, all candidates rated
with total points of 70 or higher would be in the best-qualified group.

b. When the beat-qualified group contains more than 10 promotion
candidates and meaningful distinctions simply cannot be made, the folleowlng

tie-br. factor may be used: Retain only those with the highest scores
on the moat me-mighted KSA's.,

—-32m=
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APPENDIX F

INSTRUCTIONS TO PANEL

You have been selected to serve as a panel merber because of your expertise
or personal kncwledge of the position being filled. Evaluation panel
members may be appointed on an ad hoc basis by the Servicing Personnel
Office or Administrative Office in consultation with appropriate management
officials, Panel members should be of a grade level equivalent to, or
higher than, the position to be filled. Each panel should consist of a
minimm of three employees who are fully knowledgeable of the position to be
filled, Panel members will be individuals from cutside the line of
supervision over the vacancy and who are not applicants. Due regard will be
given to representation on the penel by women and minorities. A persomnel
representative or administrative officer will act as an advisor to each

panel.

The following guldelines are for promotion panel wse in evaluating
applicants. These procedures represent a uniform approach to the
consideration of an individusl's qualifications. In all caseg, the key to
evaluation is the position description amd the vacancy announcement which
cratline qualification requirementas and ranking factors. A Merit Promotilon
Plan Rating Sheet {(Appendix G) will be used to document the evaluation of
each candidate. Rating factor documentation will be in gufficient detail to
permit reconstruction followlng the promotion action, 1f required.

Backgronxsd Material

We have provided che promotion panel with the following documemts for use in
rating applicants:

1) Vacancy Anrnvameement;

2} Positlen Description; _

3) Each applicant's SF-171 and evaluation forms;
4) Credleing plan for use in rating applicants;

5} Rating sheet; and
6} Combined panel rating sheet.




Procedures

Each applicant will be rated by applying a mmerical system which has been
designed to include weighted factors for each evaluation element. In
evaluating the applicants, the panel will use the following instruments:

1) A candidate is rared based on evidence which is present in the
application and is job related. Such evidence includes experience,
training, education, swards, hobbles, volunteer activities, honors,
self-development, etc. Nomnmerit factors (such as race, sex, sage,
national origin, religion, marital status, physical handicap,
houelng requirements, child care, etc.) must not be considered.
Panel members with personal knowledge of an applicant must rate
according to what 1s .in the application package and not what they
know of the applicant.

2} The panel members will examine an applicant's SF-171 and
attachments for evidence of possession of each KSA and the
applicanc's level of KA. The panel members will assign a rating of
d to 10 polnta according to the criterla in the crediting plan. The
crediting plan is to be used to aid panel members in determining an
applicant level of experience as it relates to each ranking factor
(e.g., Superior, Above Aversge, Aversge}. The descriptions are not
intended to be all inclusive, but to provide exsmples of the kind
and level of experience needed to satisfactorily perform the work of
the position to be filled. The crediting plan provides narrative
descriptions for scores of 8-10 (superior level}, 5-7 (above

average), 1-4 (average level).

3) Panel members will review to determine whether the appraisal
Indicates a high potential for success in the type of position
advertised. Socme outaide applicants may not have performence
evaluations or promotion apprajsals comparable to QSMRE, Whenever
other types of evaluations are received, the panel should to the
extent feaaible consider these applicants in A marmer similar to
those who use the OSMRE form (Appendix C).

Rank.i.n& Factors

The ranking factors are used in addition to any mandatory selective factors
considered in determining qualified applicanta. Panel members ahould
consider recency, qualicy, and depth of experience, and assign an

rumerical rating to each factor ot to exceed the maximsn mumber
of polnta indicated on the crediting plan.

Training and Awards

All training should be considered which may increase the applicant's
potential for the poaition., The mumber of points assigned to each ranking
factor should reflect related training, The mamber of training coumrses,
seminars or institutes attended iz not significant, however. The recency
1m1;1 and content of the courses should be considered alomg with job-
relatednass.
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Awards which are related to eny ranking factor will increase the ratings
assigned to those factors.

Final Rating

The members of the promotion panel need not come to an exact sgreement on
rhe total points for the same candidate, but panelists must attempt to
resolve HI%GErermes of more than five {5) points in the total score. The
points must be based on job-related evidence which 1s present in the
application. Panel members should discuss the candidate's background and
determine why there are inconsistencies in their scores. IE there is still
oore than a five (5) point difference in total points for the same candidace
after the panel member discussion, they must document the bases for their
ratings on the reverse side of the 'Combined Panelist Rating Sheet"

(Appendix H).

The panel will then designate the best qualified to be referred to the
Selecting Official. Wormally a minimm of three and not more than ten, of
the best qualified candidates will be certified to the Selecting Official,
the exact mmber to be determined according to the grouping of numerical
scores. A limit of ten candidates will be certified if meaningful
distinctions cannot be made among a smaller number of qualified candidates.
When more than one occupational series and/or grade are imolived, more then
ten candidaces may be certified at the rate of one additional nsme for each

additional series andfor grade.

Confidentiality

The entire MPP package is restricted to use by persormel officlals,
individuals with a need-to-lmow, and members of the pramtion panel. Under

no circumstances is this %& or_any EE thereof to be shown or

LS wit pane 1c or app.lcantg or potent appllcants.
You are further cautioned that all discussions, ratings, ranking and
reccmmendations which teke place during a panel meeting are striccly
confidential and are not to be discussed with anyone cutside the panel
meeting (Except with authorized Personnel Officials.) If you are approached
by anyooe regarding the panel procesdings, please refer them to the
Servicing Persomnel Office.
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