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CHAPTER 1

GENERAL
1-1.  PURPOSE.  This regulation prescribes policy and procedures to be followed in the administration of the Merit Promotion Plan (MPP) for United States (U.S.) citizen employees.  This plan complies with the requirements of applicable Office of Personnel Management (OPM), Department of Defense (DOD), Department of the Army (DA), and Major Command (MACOM) regulations.

1-2.  APPLICABILITY.  This regulation is applicable to all activities serviced by the Civilian Personnel Operations Center (CPOC), Korea.  Coverage includes competitive positions occupied by employees hired under special excepted service appointments (Veterans Readjustment Appointment (VRA), handicapped persons, family member etc.)

1-3.  REFERENCES.


a.  Required publications.



(1)  AR 690-600 (Equal Employment Opportunity Discrimination Complaints).  Cited in paragraph 8-5c.



(2)  USFK Reg 690-1 (Regulations and Procedures - Korean Nationals).  Cited in paragraph 1-5c.



(3)  CFR 1614.  Cited in paragraph 8-5c.


(4)  Part 300, Subpart F, Title 5 CFR.  Cited in paragraph 1-8y.


b.  Related publications.



(1)  Sections 3110 and 7106, Title 5, United States Code.

(2)  Army Regulation 690-300, Chapter 301 (Overseas Employment).


(3)  Army Regulation 690-300, Chapter 335 (Promotion and Internal Placement).



(4)  DODI 1400.23 (Employment of Family Members of Active Duty Military Members and Civilian Employees Stationed in Foreign Areas).



(5)  DODI 1404.12 (Employment of Spouses of Active Duty Military Members Stationed Worldwide).

1-4.  ABBREVIATIONS.  Abbreviations used in this regulation are explained in the glossary.
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1-5.  POLICY.  


a.  It is the policy of the CPOC to fill vacant positions in the competitive service on the basis of merit and to afford maximum opportunity for continuity of employment and optimum development and utilization of employee skills.  Consideration will be given to all applicants without regard to political, religious, labor organization affiliation or non-affiliation, marital status, race, color, sex, national origin, handicap, age, or any other non-merit factor.  The Civilian Personnel Advisory Centers (CPACs) will be responsible for providing management assistance in complying with this policy.


b.  Military spouses will be given preference when filling U.S. appropriated fund positions (grades GS-1 through GS-15, or equivalent wage grade) through competitive procedures if they are determined to be highly qualified.  The position must be a continuing position which is expected to last a year or longer.  Military spouses will have preference over family member preference eligible.


c.  Only family members of US Forces military or DOD civilian personnel (paragraph 1-8i) may be placed on a Korean National (KN) position under these provisions, provided that no well-qualified in-service KN employees are available (USFK Reg 690-1).  If a vacant KN position is reengineered, restructured or changed during the recruitment process, the action must be returned to the KN Recruitment Section for action.


d.  Employees on appointments under the Schedule A, 213.3106(b)(6) authority who subsequently lose family member status must compete for continued employment as outside applicants without family member preference for U.S. citizen positions.

1-6.  PROHIBITED PRACTICES.  No official may, in recommending or selecting candidate(s) for promotion, give preference to any person based on non-merit or non-job-related considerations.  Changes in evaluation methods or job-related criteria after competition has been initiated, misassignments, excessive noncompetitive details, temporary promotions that create impressions of pre-selections, changes to selection lists, reappraisals of candidates, and undue delays in making selections will be avoided.  When it is necessary for valid reasons to undertake one of these practices, appropriate notice will be given to affected employee(s).  Any official who discriminates based on non-merit factors in the rating of an employee for promotion, or making a selection for promotion, is subject to disciplinary action.

1-7.  NEPOTISM (EMPLOYMENT OF RELATIVES) AND PERSONAL FAVORITISM.  No official may, in recommending or selecting candidates for promotion, show or give preference to any candidate based upon factors not pertinent to the candidate's qualifications including personal friendship, kinship, or political connections.  A public official may not appoint, employ, promote, or advance one of his relatives (by blood or marriage) to a position in his agency, nor may he advocate a relative for appointment, employment, promotion, or advancement in the agency.  These provisions apply to all individuals in the rating, ranking, evaluation, and/or selection processes for actions under this regulation.
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1-8.  DEFINITIONS.


a.  Area of consideration.  The area in which an intensive search is made for eligible candidates for a specific competitive placement action.


b.  Best qualified candidates.  Those candidates who rank at the top when compared with other eligible candidates.  The list will be comprised of highly qualified candidates when available and may be comprised of eligible candidates when highly qualified candidates are not available.


c.  Career promotion.  The promotion of an employee without current competition, when competition was held at an earlier stage.  Promotion to a higher grade may be made non-competitively provided the intention was made a matter of record at the time of competitive announcement.


d.  Change to lower grade.  The change of an employee to a lower grade when both the old and new positions are under the same pay schedule, or to a position with a lower representative rate of pay when the old and new positions are under different pay schedules.


e.  Commuting area.  The area within which daily commuting from the place of residence to the place of employment ordinarily would be expected.

f.  Concurrent consideration.  The consideration of eligible non-Army candidates (such as transfer eligible from other Federal agencies, reinstatement eligibles, VRA eligibles, reemployment priority list eligibles, OPM register eligibles, 30% Disabled Veteran appointment eligibles, and eligibles under other special appointment authorities).  

g.  Crediting plan.  The document that incorporates the measurement tools applicable to the position or group of similar positions being filled and describes the methodology for evaluating the candidates.


h.  Detail.  The temporary assignment of an employee to duties other than those assigned in the current position description.


i.  Family member.  The spouse, unmarried dependent children, including stepchildren, adopted children, and foster children not more than 23 years of age residing with a member of the U.S. Armed Forces or a U.S. citizen civilian employee of a U.S. Government Agency, including nonappropriated fund activities whose duty station is in a foreign area.


j.  Highly qualified candidates.  Eligible candidates whose experience, training, and education are such that they possess the knowledge, skills and abilities (KSAs) to a degree that indicates they have the potential to perform in the job to be filled in an above average manner (full rating and ranking process).


k.  Job analysis.  The analysis of the job duties and responsibilities to determine the KSAs and the rating criteria to be used.
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l.  Korea Expedited Recruiting Process (KERP).  An alternate method of recruiting and rating candidates using a "TASK LIST" of essential KSAs that applicants use to self rate for positions.


m.  Minimum area of consideration.  The area in which an intensive search is made for eligible candidates in a specific promotion action.  Normally, this includes non-temporary employees serviced by the Korea Region CPOC, spouse preference eligibles and current DA employees with competitive status.


n.  Panel.  Subject matter experts (SMEs) who assist in developing the criteria against which candidates are ranked.  Panels will be appointed by the servicing CPAC.  Whenever possible, minorities and women will be represented on each panel.  The SMEs (except in the case of personnelists serving as SMEs) will occupy a position at a grade level equal to or higher than the target grade of the position being filled and will be capable of making informed decisions regarding criteria and qualifications in the occupation field.


o.  Promotion.  The change of an employee to a higher grade when both the old and new positions are under the same pay schedule, or to a position with a higher representative rate of pay when the old and new positions are under different pay schedules.


p.  Ranking.  The evaluation of each candidate's qualifications against predetermined job-related criteria to identify the highly qualified and the best qualified candidates.

q.  Rating.  The evaluation of each candidate against the OPM Qualification Standards for General Schedule (GS) and Federal Wage positions.


r.  Rating guide.  Defines the KSAs identified during the job analysis and the rating level definitions for each KSA.  The guide describes how scores will be assigned for rating levels.


s.  Reassignment.  The change of an employee from one position to another, within the same agency, without promotion or change to lower grade.


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


u.  Repromotion.  Applies to the noncompetitive promotion of an employee within the area of consideration who has been demoted without personal cause to a position at his/her former grade, or any intervening grade, for which he/she meets the basic eligibility requirements.


v.  Selective placement factor.  The KSA which is essential to successful performance in the position to be filled and which represents an addition to the basic qualification requirements for the position.
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w.  Spouse preference eligible.  The spouse of an active duty military member of the Armed Forces, including a member of the National Guard or Reserves, relocating because of service under a statutory tour.  To be eligible for preference, the spouse preference eligible must have entered into marriage with the military sponsor before the military sponsor's receipt of official orders authorizing the permanent change of station relocation.


x.  Temporary promotion.  The temporary official placement of an employee in a position classified at a higher grade.  This action temporarily increases an employee's grade and pay.


y.  Time-in-grade restriction.  Part 300, subpart F, of Title 5, CFR, restricts advancement to certain positions within the GS by placing a time-in-grade restriction on position changes involving promotion.  As a general rule, to be promoted to positions above GS-5, current employees must have served for one year at the next lower grade in the normal line of progression.  This restriction does not apply to filling positions outside of the GS pay plan, nor does it apply to appointment from civil service registers, or to conversion into temporary or excepted appointments under VRA. Advancement to positions at grade GS-5 and below are authorized providing advancement is not more than two grades above the lowest grade held within the preceding year.


z.  Transfer.  The movement of an employee from one Federal Government agency to another agency.
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CHAPTER 2

RESPONSIBILITIES

2-1.  MANAGERS AND SUPERVISORS.  Managers and supervisors are responsible for--


a.  Familiarizing themselves with, actively supporting, and recommending improvements to this plan.


b.  Keeping subordinates fully informed of the basic principles, policies, and operations of this plan and providing new employees with a copy of this plan to read.


c.  Assuring that merit promotion announcements are posted on official bulletin boards or sent via local electronic mail where available. 


d.  Applying the principles and procedures established in this regulation including positive support of the Equal Employment Opportunity (EEO) and Affirmative Action Programs (AAP).


e.  Anticipating personnel needs and initiating actions promptly for recruitment.


f.  Assisting in job analyses, development of selective placement criteria and identification of KSAs or task lists.


g.  Serving or releasing subordinates to serve as SMEs and raters for job analyses and rating/ranking panels.


h.  Submitting applications for special announcement(s) for which their employees who are absent for a legitimate reason (e.g., detail, approved periods of absence for leave or TDY, illness, etc.) provided a written request and application packet.  (See paragraph 2-5g.)  This includes obtaining and submitting the KSAs/Tasks if required by the announcement.


i.  Counseling employees concerning areas for self-improvement to increase future promotional opportunities.


j.  Scheduling interviews with candidates referred for selection, if desired.  The selecting official may elect to interview all, some, or none of the candidates referred; however, job-related criteria must be used to determine which candidates to interview.


k.  Ensuring all candidates referred are considered without regards to discrimination or favoritism based on personal relationship, kinship, or patronage


l.   Advising non-selected applicants, in writing, of their non-selection.
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m.  Releasing selected employees no later than the beginning of the second pay period following notification of selection, unless the releasing and gaining officials agree to a later release date.  If a permanent change of station move is involved, the selected employee will normally be released within 30 days.

2-2.  CIVILIAN PERSONNEL OPERATIONS CENTER.  The CPOC is responsible for--


a.  Administering, evaluating, and revising this plan based on regulatory requirements, needs of the serviced organizations, EEO requirements, and affirmative employment program plans.


b.  Assuring that merit policies, principles, and procedures of this plan are fulfilled.


c.  Providing technical guidance and staff assistance to the Army CPACs in Korea.


d.  Providing overall direction of job-related criteria development and rating and ranking processes.


e.  Preparing and disseminating vacancy announcements, rating applications, ranking applicants, and referring the best qualified candidates to the selecting official.


f.  Keeping employees fully informed on a timely basis of the status of their applications, and sending out notification to candidates who are not to be referred, before the referral list is issued.


g.  Assuring that documentation of all actions is in accordance with (IAW) regulatory requirements.


h.  Conducting periodic internal audits of promotion and placement actions for regulatory compliance.

2-3.  CIVILIAN PERSONNEL ADVISORY CENTER.  The CPAC is responsible for--


a.  Advising and assisting supervisors/management and employees in carrying out related responsibilities.


b.  Providing technical guidance and staff assistance to commanders, supervisors, and employees.


c.  Analyzing data with operating officials on turnover, prospective retirements, and anticipated work force changes, to identify potential staffing needs and available resources on a long-range basis.


d.  Assisting commanders, operating officials and supervisors in planning early recruitment to fill anticipated vacancies.
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e.  Conducting a job analysis with management or a SME to identify the necessary KSAs required for successful job performance.


f.  Counseling employees who wish to develop themselves for other or more responsible assignments.

2-4.  EQUAL EMPLOYMENT OPPORTUNITY OFFICE.  The EEO Office is responsible for--


a.  Reviewing actions taken under the merit placement plan to ensure opportunities for all candidates are consistent with AAP plans.


b.  Working in conjunction with supervisors/managers and personnel representatives to assure recruitment efforts are reaching potential employment sources that include minorities, women, handicapped individuals, and other special interest groups.

2-5.  EMPLOYEES.  Employees are responsible for--


a.  Keeping informed on provisions of this merit placement regulation and following appropriate procedures for applying for vacancies.


b.  Checking bulletin boards or electronic mail sources for vacancy announcements on a regular basis.


c.  Reviewing vacancy announcements and submitting required application forms for jobs for which they are interested and for which they feel they fully meet the qualification requirements, to include positions which would more fully utilize their skills and abilities.


d.  Seeking advice and assistance from their supervisors in planning for development to prepare themselves for more responsible assignments.


e.  Taking advantage of opportunities for self-development and acquiring the skills and training necessary for advancement.


f.  Participating with the CPAC and supervisor, when requested, in establishing reasonable job-related evaluation criteria that are considered essential or desirable for vacancies to be filled.


g.  Notifying the supervisor, in writing, when temporarily absent for temporary duty (TDY), leave, training, etc., as to the types of vacancies and grade levels for which they wish to be considered.  The employee must provide a completed application packet to the supervisor prior to going on leave or TDY.  The KSAs/Tasks must be obtained by the supervisor and then submitted to the CPOC by closing date of announcement.


h.  Furnishing the CPAC with an acceptance or declination by close of business the second work day after notification of selection.

2-3
EUSA Reg 690-335
CHAPTER 3

COVERAGE AND EXCLUSIONS

3-1.  COVERAGE.  Coverage includes competitive positions occupied by employees hired under special excepted service appointments (e.g., VRA, handicapped persons, and family members). This plan applies to all competitive permanent promotions and to the following actions:  


a.  Temporary promotions over 120 days.  Prior service under all details to higher graded positions or temporary promotions, whether competitive or noncompetitive, during the preceding 12 months counts toward determining if the 120-day limit will be exceeded.  A competitive temporary promotion may be made permanent without further competition provided the original temporary promotion was made under competitive procedures, the fact that it might lead to permanent promotion was made known to all potential candidates, and the area of consideration was the same as required for a permanent promotion.  Temporary promotions may be extended for up to five years.


b.  Details of more than 120 days to higher grade positions or to higher level sets of duties.  Prior service in temporary promotions or details to a higher grade or set of duties, whether competitive or noncompetitive, during the preceding 12 months counts in determining if a proposed detail will exceed the 120-day limit.  An employee need not meet time-in-grade or minimum qualification requirements to be detailed.  However, all positive education, license, and accreditation requirements must be met and the employee must demonstrate an ability to perform the duties of the position.


c.  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 promotion.


d.  Reassignment, or change-to-lower grade to a position with more promotion potential than the highest grade held on a non-temporary basis.


e.  Reinstatement of a former Federal employee to a permanent or temporary position at a higher grade than previously held on a non-temporary basis in the competitive service.


f.  Transfer to a position at a higher grade or with more promotion potential than a position previously held on a non-temporary basis in the competitive service.


g.  Selection from the Reemployment Priority List for a job at a higher grade than the one last held in a non-temporary status in the competitive service.

3-2.  NONCOMPETITIVE ACTIONS.  Competitive procedures do not apply to--


a.  A promotion resulting from the upgrading of a position without significant change in the duties and responsibilities due to issuance of a new classification standard or the correction of a classification error.
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b.  A position change permitted by reduction-in-force (RIF) procedures.


c.  Career promotion without competition, when at an earlier stage the employee was selected under competitive procedures for an assignment intended to prepare the employee for a higher grade position.  The targeted position and grade must be documented on the SF-52 (Request for Personnel Action) and on the merit promotion announcement.  Promotion to the next higher grade is contingent upon the recommendation of the supervisor, the employee meeting the higher qualification/eligibility requirements, successfully performing the higher level duties, and a continuing need for the position.  An employee in a career ladder position is not automatically entitled to a promotion.  Management retains the right to determine when an employee will be promoted.


d.  A promotion resulting from the addition of duties and responsibilities when all the following conditions have been met:


(1)  There are no other employees at the same grade in the unit supervised by the selecting official who are performing duties substantially the same as those performed by the employee before the addition of the new duties and responsibilities.


(2)  The employee continues to perform the same basic functions as those in the former position, and the duties of the former position are in the new position.


(3)  The addition of the duties and responsibilities does not adversely affect another employee's position, such as job abolishment or reduction in known promotion potential.


(4)  The employee meets all eligibility and qualification requirements for the position.


e.  A promotion or transfer up to and including any grade previously held in a non-temporary position in the competitive service.  Eligible candidates may be referred at any time during the recruitment process.


f.  An employee within the serviced workforce who is receiving grade, pay or salary retention benefits due to involuntary placement in lower grade positions for reasons such as RIF, correction of classification error, or declination of a transfer of function, will be entitled to special consideration for repromotion as an exception to competitive promotion procedures.  In addition, special consideration for repromotion may be accorded employees who have been changed to lower grade without personal cause and not at their request.  Consideration of qualified eligibles for repromotion will precede efforts to fill the position non-competitively or under competitive procedures.  Written justification for non-selection must be submitted and approved by the CPOC.  If the repromotion eligible declines a valid offer of a position, the grade/pay of which is equal to or higher than the retained grade/pay, he or she will lose the special consideration for repromotion.  If the repromotion eligible declines a valid offer of a position which is at the intervening grade level, he or she will lose special consideration for repromotion at the intervening grade level.
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g.  Priority consideration will be granted when reconstruction of an action shows that the candidate would have been in the best qualified group and could have been selected, but for a procedural, regulatory, or program violation.  One special noncompetitive priority consideration will be given for each instance in which an eligible employee was not referred for selection consideration.  The "next appropriate vacancy" is one that meets all of the following conditions:


(1)  A similar type of position in the same pay system as the position for which the candidate failed to receive proper consideration.


(2)  One at the same grade level with no higher potential than the position for which consideration was lost. 


(3)  One in which the candidate has indicated prior interest.

3-3.  EXCLUSIONS.  This plan does not apply to the following:


a.  Placement of individuals having statutory, regulatory, or administrative reemployment or restoration rights, or to whom a like employment obligation exists (i.e., employees returning from military service, reemployment of former employees separated by RIF) whose names appear on the Reemployment Priority List or Interagency Career Transition Assistance Program.  This includes employees who have retired or separated, or have been on injury compensation rolls because of their injury/disability, have fully or partially recovered and wish to be re-employed.


b.  Placement actions involving employees adversely affected by RIF, base closures, transfer of function, or position reclassification who are entitled to mandatory placement under the provisions of DOD, DA, and OPM priority placement programs.  Employees in the process of being displaced or downgraded through RIF procedures or adverse action procedures through no fault of their own are also included.


c.  Placement actions directed by OPM or other authority (DA, DOD, Office of Complaint Investigations (OCI), EEO Commission, Merit Systems Protection Board, or arbitrator), in order to correct violations of established laws, policy, or regulations.


d.  Placement, through reassignment or change to lower grade, of employees to positions with no known promotion potential based on documented medical conditions or problems which occurred during the time of their employment which result in inability to perform the duties of the position.


e.  Placement of surplus career interns.


f.  Placements incidental to removal of employees from supervisory or managerial positions during the probationary period.


g.  Appointments and subsequent conversion of excepted appointments of severely handicapped and mentally disabled employees to competitive service appointments.
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h.  Appointments and subsequent conversion to permanent appointments of eligible veterans with 30 percent or more disability who are serving on temporary or provisional appointments under Title 5, CFR 315.703d.


i.  Appointments made under VRA.


j.  Promotion of an apprentice through various grades to the journeyman level.


 k.  Employees who have entered into training under an OPM approved training agreement or executive development agreement may be given a career promotion upon satisfactorily completing the training, if the agreement specifically provides for the promotion.


 l.   Reassignment or change to lower grade of an employee to a position in the same agency, which provides no higher promotion potential than the position previously held.  A request for reassignment or change to lower grade may be processed without the issuance of a referral list as long as the gaining supervisor requests the placement, the employee concurs in writing, and the CPOC determines that the employee meets the qualification requirements.  This includes management directed reassignments to positions in their organization.  An employee must serve at least 180 calendar days in the current position before being eligible to move voluntarily to another position at the same or lower grade.  An exception may be granted if the losing supervisor provides written concurrence.
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CHAPTER 4

COMPETITIVE PROCEDURES

4-1.  RECRUITMENT SOURCES.


a.  Minimum area of consideration.  The area of consideration will be broad enough to ensure availability of quality candidates and provide for successful accomplishment of affirmative employment program goals.  Normally, the minimum area of consideration for a position being filled under this plan is non-temporary employees serviced by the Korea Region CPOC and spouse preference eligibles.  Applications will be accepted from current DA employees with competitive status who are outside the minimum area of consideration and will be given concurrent consideration with the local work force.  This minimum area may be designated by organization (e.g. command, division or branch etc.) or by geographic area which will produce sufficient qualified candidates.  It is the responsibility of managers, in conjunction with the advice and assistance of the CPAC staff, to identify both the area of consideration and the categories of individuals eligible to apply.


b.  Concurrent consideration.  Concurrent consideration may be used when appropriate, consistent with the supply of candidates, quality staffing objectives, and EEO affirmative action goals.  Eligible non-Army candidates may be given concurrent consideration along with Army candidates.  A search outside the minimum area of consideration may be conducted before, during, or after the in-service search.  Concurrent consideration does not assure outside candidates' inclusion in the group for referral.  Reinstatement and transfer eligibles who are being considered for jobs at a grade higher than they currently hold or have held in the past must be ranked by the KSA/TASKS which apply to other candidates.

4-2.  METHODS OF LOCATING CANDIDATES.  


a.  Merit promotion announcements are the primary means used to locate candidates within the minimum area of consideration when filling positions under the competitive procedures of this plan.  Announcements will be prepared by the CPOC and distributed to the work force through activity mail and distribution channels or electronic mail sources.


b.  Announcements may be one-time announcements for specific positions or open continuous announcements not to exceed 12 months for positions or a group of positions.


c.  Open and closing dates for one-time announcements will provide for a minimum open period of seven work days.  Applications must be received in the U.S. Employment Services Division (USESD), CPOC/CPAC, not-later-than close-of-business on the closing date.  For open continuous announcements, the initial cutoff date will be a minimum of seven work days from the opening date.  Candidates who apply after the initial cutoff date will be considered for subsequent vacancies provided that their application is received in the USESD, CPOC/CPAC, prior to the announced closing date.
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d.  The announcements will normally include the items listed below.  Where it is not practical to spell out in detail some part of this information, the announcements will inform employees where the information can be obtained.


(1)  Opening and closing dates.

          (2)  Title, series, grade, and salary of the position.

          (3)  Organizational and geographical location of the position.

          (4)  Area of consideration, stated in terms of who may apply.

          (5)  Summary of duties.

          (6)  Minimum standards for eligibility which include minimum qualification standards or

requirements established or approved by OPM.  This may include selective placement factors which represent an addition to the basic qualification standard for a position, such as ability to read, speak, and/or write a language other than English or KSAs/tasks essential for satisfactory performance on the job.

          (7)  The job-related criteria to be used in identifying highly qualified candidates.

          (8)  Procedures for applying.

          (9)  Rating and ranking methods to be used.

         (10)  EEO statement.

         (11)  Whether the position is one with known promotion potential and that a subsequent career promotion is possible.

         (12)  Statement notifying applicants that a temporary promotion may be made permanent without further competition.
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CHAPTER 5

CANDIDATE EVALUATION

5-1.  GENERAL.  Candidate evaluation may be accomplished by using either the method indicated below or by using the KERP contained in Appendix A of this plan.  


a.  The CPOC will apply candidate evaluation procedures when more than 10 merit promotion candidates are identified as meeting minimum qualification requirements.  When 10 or fewer qualified candidates are available, simplified candidate evaluation procedures may be used and these candidates may be referred as best qualified without assigning scores.  This procedure entails determining that minimally qualified candidates reflect possession of each KSA identified in the job analysis and have at least a fully successful performance rating.  If no performance appraisal is available, a presumed fully successful rating is allowed as long as there is no adverse performance information.  


b.  Basic qualifications will be determined by using only the application or resume, and  official college transcripts (if appropriate).  Supplemental responses to job element questions are required to determine the basic qualifications for federal wage system positions (i.e., WG, WL. WS).


c.  Ranking (when required) will be accomplished by reviewing the application which includes or is supplemented by narrative responses to KSAs and supervisory appraisals.  This will be used to determine highly and best qualified candidates.


d.  Rating and ranking panels may be convened when necessary by the CPAC, and will consist of SMEs who are familiar with the type of responsibilities and duties of the position(s) to be filled.  The SME's will be equivalent to the grade level of the position to be filled.  A CPAC representative will serve as advisor to the panel members regarding merit principles and requirements, provide the necessary guidance in candidate evaluation methods, and monitor the rating/ranking process to assure conformance with merit requirements.  The CPAC representative will assure that actions taken by panel members are fully documented and retained as part of the required placement/

promotion records.


e.  A selecting supervisor will not serve on rating panels for his/her vacancies unless that official is the only person in the workforce who can serve as a SME.  When a selecting official is used as a SME, the personnel staffing specialist/assistant will ensure that the ranking criteria established and the decisions made are related to the actual job duties and responsibilities.  

5-2.  CANDIDATE EVALUATION PROCEDURES.  There are three steps that comprise the candidate evaluation process.  Information on each step is discussed below.


a.  Step 1 - Determining basic eligibility.  In this step, the information available on each candidate is reviewed to determine if the candidate possesses the minimum requirements for the position being filled.  Normally this step will be accomplished by a personnel staffing specialist 
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although a SME may participate when serving in an official capacity as a rater.  Basic eligibility for GS positions will be determined by a review of the candidate's application or resume.  Information on the KSA statements will not be used to determine basic eligibility for GS positions.  Candidates applying for reassignment or change to lower grade need only meet basic eligibility requirements.  Basic eligibility for wage grade positions will be determined based on the rating procedures described in step 2.  Candidates for both GS and wage grade positions must meet the following conditions to be eligible for consideration:


(1)  If currently employed in the Federal Service, the candidate must be serving on a non-temporary excepted service appointment or overseas limited appointment (Tenure 3), career, or career-conditional appointment which conveys the right for consideration under the merit system.  This includes transfer eligibles and Army candidates.  If not currently employed in the Federal sector, the candidate must have reinstatement eligibility or have eligibility for noncompetitive appointment.  


(2)  The candidate must meet appropriate time-in-grade requirements, if applicable.  


(3)  The candidate must possess an annual performance appraisal rating that is at least fully successful, or an assumed rating of fully successful.


(4)  Candidates who will meet qualification requirements and time-in-grade restrictions within 30 days of the cutoff or closing date of the announcement will be considered as meeting these requirements.  


(5)  Time-in-grade restrictions do not apply to employees serving under a career or career-conditional appointment or under a VRA appointment who are eligible for VRA appointment at a higher grade level.  If a current merit promotion candidate who is VRA eligible, meets qualification requirements for the position but does not meet time-in-grade restriction, the candidate will be referred as an internal candidate.  The referral list will be annotated to show that such a candidate must be converted to a new VRA appointment if selected.  The candidate will not be referred with other external VRA applicants.


(6)  Minimum qualification standards must be met.  Basic requirements will be derived from OPM's Operating Manual for Qualification Standards for General Schedule positions and X-118C for wage grade positions.  When selective placement factors are identified, they become part of the minimum qualification requirements.  Only those candidates meeting the basic eligibility requirements will be evaluated further under steps 2 and 3.


b.  Step 2 - Rating.  In this step, all candidates determined to be basically eligible for the position are further evaluated to identify those who are highly qualified.  


(1)  Rating and ranking panels.  A panel may be convened by the servicing CPAC for positions at any grade level to perform the combined rating and ranking function (see paragraph 5-1d above).
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(2)  The DA simplified candidate evaluation procedures may be used when there are 10 or fewer candidates who meet minimum qualifications.  All candidates who are determined to be highly qualified may be referred as the best qualified without assigning scores.


(3)  General schedule position vacancies.  Since training, education, experience, and awards will normally be the evaluation instruments used when filling positions through merit promotion, a description of that process follows.  To determine the highly qualified candidates, the candidate's training, education, and experience reflected in the KSA statements (to include any cross reference to the application), will be evaluated and matched against the level definitions for each of the KSAs identified in the rating guide.  Based on this comparison, a point value will be assigned for each KSA.  When ratings are assigned by panel members, an average rating will be rounded to the nearest whole number.  Awards and other employee recognition identified in the application packet will be considered if they provide evidence of possession of the KSAs.  The points assigned for all KSAs will be totaled to arrive at an overall score.


(4)  Wage grade position vacancies.  Minimum eligibility will be determined by comparison of the candidate's application information (including KSA statements) to the level definitions for the screen-out element and assignment of a point rating.  Candidates must have a two-point rating on this element to be minimally qualified.  Those minimally qualified candidates will be further rated by comparing the KSA narration descriptions and application information to the level definitions for each remaining KSA.  Based on this comparison, a point value will be assigned for each KSA.  The points assigned for all KSAs will be totaled to arrive at an overall score.


c.  Step 3 - Ranking.  This step will determine which candidates are best qualified and will be referred to the selecting official.  The scores of all highly qualified candidates will be arranged in rank order from high to low to determine how each candidate's total score ranks with the total point scores of the other highly qualified candidates.  If no significant difference in scores occurs, all highly qualified candidates will be referred.  A best qualified cutoff may be established if there is a clear and obvious break in the final scores.
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CHAPTER 6

REFERRAL

6-1.  GENERAL.  Management has the right to select candidates from other appropriate sources (e.g., VRA, reemployment priority list, reinstatement, transfer, physically challenged, OPM certificate, etc.) before, during or after competitive procedures are applied.  Management also retains the right to select or not select from a properly constituted list of best qualified competitive candidates.  

6-2.  REFERRAL AND SELECTION REGISTER.  


a.  DA Form 2600 (Referral and Selection Register), or an automated referral list, will contain the alphabetical listing of the names of the best qualified candidates for a specific vacancy.  Candidates will not be listed in any rank order since those referred are considered to be substantially equal in qualifications.


b.  The number of candidates referred for consideration will be influenced by the size and nature of the applicant pool and the number of qualified applicants in under-represented categories applicable to the position being filled.  When military spouse preference candidates are determined to be among the best qualified, they will be referred ahead of the other candidates.


c.  When employees whose names are included on the original selection register decline, the selecting supervisor normally will be expected to make a selection from those remaining unless there are fewer than three available candidates.  If the selecting supervisor does not wish to make a selection, a written request with justification must be submitted to CPOC to either cancel the recruitment action or to request additional names.


d.  A selecting official may make additional selection(s) from a properly issued referral list within six months from the original issuance of the referral list from a vacancy announcement provided the position to be filled has the same title, series, grade, promotion potential, and requires the same KSAs.


e.  Requests for supplemental referral(s) for positions for which a properly constituted referral list was canceled or allowed to expire must be justified in writing and approved by CPOC.  
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CHAPTER 7

SELECTION

7-1.  GENERAL.

a.  The selecting official may select any candidate referred on a referral list; however, a spouse preference eligible must be selected if referred as best qualified unless a written request to pass-over the spouse preference is approved by the appropriate major command.  The selecting official will document the referral with the name of the selectee and the reasons for selection.  The referral list must be returned to the CPAC by the suspense date unless an extension is approved.  


b.  Reasons for selection must be based on merit factors and should be directly related to the requirements of the position being filled.  When the vacant position is identified as one in which minorities and/or women are underrepresented, race, sex, or national origin may be considered as one factor in the selection process, but not as the sole or deciding factor.  Selecting officials will not inform applicants of selection.

7-2.  INTERVIEWS. 


a.  Interviews of referred candidates may be used as deemed necessary by the selecting official, or as required by the bargaining unit agreement.  The selecting official may interview all candidates, some candidates, or none of the candidates referred prior to making a selection. Interview arrangements will be made by the selecting official or his designee.


b.  When conducting interviews, the selecting official will not give written performance or job related tests.  Selecting officials should structure interviews to include only questions which are job related.  Employees absent from the installation when conducting interviews need not be interviewed; however, telephone interviews are encouraged. Under no circumstances will failure to travel for the purpose of an interview be used as a basis for non-selection.  Interviewers will not ask questions of a personal or private nature in soliciting information from applicants.

7-3.  REVIEW.  Completed referral lists will be routed through the EEO Office in compliance with the EUSA Affirmative Employment Plan (AEP).  The selection will be reviewed by the CPAC prior to forwarding to the CPOC.

7-4.  NOTIFICATION OF SELECTION.


a.  The CPAC will notify the selected employee and the activity point of contact to arrange for a release date.  


b.  Employees normally have two work days in which to respond to a job offer made by the CPAC.  Failure to respond within this time period will be considered as a declination of the offer.
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7-5.  RELEASE OF EMPLOYEES.  Selectees normally will be released no later than the beginning of the second pay period following notification of selection.  If a PCS move is involved,  selectee normally will be released within 30 days.  A later release date must be agreed to by the gaining and losing supervisors.
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CHAPTER 8

PROGRAM EFFECTIVENESS AND INTEGRITY

8-1.  INFORMATION TO EMPLOYEES.  

a.  The CPAC will ensure that copies of this MPP are made readily accessible to employees.  In addition to the information in this plan and that provided in vacancy announcements, the CPOC will publish special announcements, articles, and/or guidance whenever there are changes directed by higher authority or when program review mandates a change in policies, principles, or procedures.


b.  Supervisors will provide information to employees regarding basic principles of Federal merit promotion policies and procedures, promotion opportunities available, and procedures to be considered for higher level positions.  In addition, supervisors will provide employees with information concerning the short- and long-range opportunities in their occupational field or specialty.

8-2.  PLACEMENT RECORDS.  


a.  The CPOC will maintain a complete file on each promotion/placement action initiated under this plan that will be retained for a period of five years.  These records will be used for such purposes as evaluating the placement program, providing assurance and evidence that placement actions are being made in accordance with established merit principles and procedures, and responding to questions about the placement program or specific actions.  Sufficient documentation will be available within the placement records to provide a clear audit trail and permit a complete reconstruction of any action.


b.  For each competitive action processed under this regulation, the merit placement folder will contain:


(1)  Identification of the specific position filled, including organization and geographic location.


(2)  Position description of the job to be filled.


(3)  Basic qualification standard, including any selective placement factors applied.


(4)  Crediting plan describing the KSA, TASKS, and rating/ranking methods used.


(5)  Minimum area of consideration and any extended areas.


(6)  Copies of vacancy announcement.


(7)  Description of concurrent consideration sources (if applicable).
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(8)  Names of all candidates considered.


(9)  Qualification determinations on each candidate, including copies of information used in making determinations.


(10)  If a panel is used to evaluate candidates' qualifications, identification of panel members by name, position title, and organization location.


(11)  Copy of the referral list furnished to the selecting official, with the employee(s) selected clearly identified.

8-3.  REVIEWS.   Throughout all stages of an action in process, including the selection of a candidate on the selection certificate, the CPOC will review actions to ensure EEO for all candidates and to ensure that nonmerit factors do not enter into any part of the promotion process.  Additionally, the EEO office may conduct a review of actions taken under this plan to further ensure that nonmerit factors are not present.  Periodic review and appraisals of this plan will be made for the purpose of initiating such adjustments and improvements as needed.

8-4.  VIOLATIONS/CORRECTIVE ACTIONS.


a.  Failure to adhere strictly to laws, OPM regulations and instructions, DA/DOD policies and guidelines, and provisions of promotion plans constitutes violations as follows:


(1)  Procedural violations.  Not in conformance with the requirements of this plan.


(2)  Program violations.  Failure of DA promotion guidelines to conform with OPM requirements and of the local promotion plans to conform to DA guidelines.


(3)  Regulatory violations.  Actions in which the employee did not meet legal OPM requirements at the time of the action.


b.  Erroneously promoted employees may or may not be retained in the position, depending upon the facts surrounding the violation.  Employees not promoted or given proper consideration may be given priority consideration for promotion to the position concerned or to the next appropriate vacancy, depending upon the circumstances of the case.  In any event, OPM and Army regulations will be strictly adhered to in taking any corrective actions.


c.  Violations of the promotion program can have a serious impact on personnel management that goes beyond the particular cases involved.  Proper promotion actions are essential to ensure that the agency is being staffed with the best persons available and employees are receiving fair consideration.  Thus, management officials have a special responsibility for seeing that violations do not occur either by error or design.


d.  The type of action taken against officials responsible for a violation will be as prescribed by laws and regulations regarding military or civilian personnel.
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8-5.  EMPLOYEE COMPLAINTS AND GRIEVANCES. 

a.  If a candidate believes that the provisions of this plan were not followed in filling a particular position, or that qualifications were not correctly evaluated in determining eligibility for consideration, he or she should immediately refer any questions to his or her supervisor.  Appropriate grievance procedures may be followed if this does not satisfy the employee.  Questions should be made within five work days from receipt of notice by the applicant.


b.  Non-selection from a properly constituted referral list is not grievable.


c.  The EEO complaint procedures are covered under 29 CFR 1614 and AR 690-600.  Employees who allege discrimination based on race, color, national origin, sex, age, physical/

mental handicap and/or reprisal should contact their servicing EEO Office.

Users are invited to send comments and suggested improvements on DA Form 2028 (Recommended Changes to Publications and Blank Forms) to the Commander, EUSA, ATTN:  EAGA-CP-SES, Unit #15236, APO AP  96205-0009.
FOR THE COMMANDER:



OFFICIAL: 



STANLEY E. GREEN 



Colonel, GS



Chief of Staff 

JOHN A. HALL 

Assistant Adjutant General 

DISTRIBUTION:

C

SPECIAL DISTRIBUTION:

20 - EANC-CPOC-D

25 - EANC-AI-CPAC

50 - EANC-SA-CPAC

25 - EANC-HG-CPAC

50 - EANC-T-CPAC

  2 - NFFE Local #1363
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APPENDIX A

KOREA EXPEDITED RECRUITING PROCESS (KERP)

A-1.  PURPOSE.  To prescribe procedures for the Korea Expedited Recruiting Process (KERP).

A-2.  SCOPE.  These procedures apply to U.S. Employment Services Division of the CPOC, Korea when processing recruit actions using the KERP.

A-3.  POLICY.  It is the policy of the CPOC to use KERP when filling jobs using competitive procedures.

A-4.  RESPONSIBILITIES.


a.  Supervisors.  As part of their personnel management responsibility, supervisors are responsible for developing and approving the Task Lists to be used in the job announcements. 


b.  CPAC.  The CPAC, in its advisory role, is responsible for advising and assisting supervisors in developing Task Lists for job announcements to insure that they are complete and adequate.  Approved Task Lists are to accompany requests to fill any vacancy sent to the CPOC, Korea.


c.  CPOC.  The CPOC will incorporate the approved Task List into the job announcement.  PERSACTIONS received without the required approved Task Lists will be returned to the CPAC to return the action to the installation immediately following the clearing of the Priority Placement Program.  Upon request, or on a quarterly basis, the CPOC will furnish each CPAC with the most current version of the KERP Task List Library.

A-5.  PROCEDURES.


a.  KERP Task List Development


(1)  The Task List should reflect those key and essential KSAs that are expected of a fully successful employee already trained and experienced in the job requirements.  


(2)  Information for developing Task Lists may come from--


(a)  The position description.


(b)  Performance standards.

(c)  Other requirements of the job.


(3)  Task Lists should be specific.  Task Lists that are overly general will result in a greater probability of candidates being referred who will require additional time and training to reach a fully acceptable level.
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(4)  The CPOC will provide each CPAC within the Korea Region with a copy of the Task List Library.  When providing assistance to a CPAC, it is recommended that they be encouraged to have the supervisor review and determine if a Task List from that Library can be utilized in lieu of establishing a new variation.  Using an existing (standardized) Task List will contribute in expediting the recruitment time to fill the vacancy.


(5)  Whether using a previously developed Task List or a new Task List, the CPOC should insure that the CPAC has documented the manager's approval if the CPAC has not already done so.  This documentation by the CPAC may be forwarded along with the SF-52B, by e-mail, FAX, or telephonically to the CPOC.  If a new Task List is developed, approval of the manager must also be documented.  Where Task Lists are standardized, the manager's acceptance of the Task List need only be on record once at the CPOC.

NOTE:  While it is the CPAC responsibility to transmit the supervisor's approval of Task Lists, it is the responsibility of the pertinent CPOC Staffing Team to insure documentation is reflected in the Staffing Folder pertaining to each vacancy.  No job announcement will be made without some documentation of the approval.


b.  Review of Candidates' Self-Certification.  The KERP Supplemental Qualification Sheet (SQS) Form (Part II) will be reviewed to verify that the candidate has self-certified his/her qualifications.  In addition, the certification must be signed.  If form is not signed, the candidate is not to be referred.


c.  Twenty-nine or Fewer Candidates.  After reviewing for self-certification, if there are 29 or fewer candidates, all can be referred.

NOTE:  When there are 29 or fewer candidates, no further ranking is required.  However, a review of the SQS form MUST be made to ensure that the candidates are at least High Quality as described below:


d.  Determining High Quality Candidates.


(1)  GS Positions.  Candidates must meet the fully satisfactory or equivalent level description.  For GS positions, candidates, must have an average rating of at least 2.0 on the SQS to be high quality.  


(2)  WG Positions.  Candidates must meet the fully satisfactory or equivalent level description.  For WG positions, an average rating of 2.0 is basically qualified.  Therefore, candidates for WG positions must have an average rating of at least 2.5 on the SQS to be high quality.


e.  More Than 29 Candidates.  If there are more than 29 candidates, all candidates’ self-ratings will be converted to a score corresponding to the rating they certified on the SQS.  That is--


0 Point

1 Point

2 Points

3 Points

4 Points
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Example:  If a task list contains 20 tasks, and the candidate has 15 tasks rated as "4" and 5 tasks rated as "3", then the total score is 75. (15 times 4 = 60), (5 times 3 = 15), (15 + 60 = 75).  The maximum score in this case would be 80. (20 [the number of tasks] times 4 [maximum rating] = 80.)


f.  Documentation of Candidate’s Score.  The "For Personnel Office Use Only" block on the SQS form must be completed to show the candidate's score.  The personnelist reviewing the SQS form will initial and date in the same area. 


g.  Determining Highly Qualified Candidates.  Those candidates obtaining an average of 3.0 on all tasks will be considered Highly Qualified.  If there are a sufficient number of Highly Qualified candidates to refer, further ranking among this group is not required.  All can be referred for consideration.


h.  Reasonable Number of Candidates for Referral.


(1)  In accordance with the Korea Region MPP, a "reasonable number" of candidates will be referred.  Reasonable number may vary by installation or types of jobs and number of vacancies.  As such, questions regarding reasonable number should be directed to Team Leaders and/or Senior Staffing Specialists.


(2)  Where there appears to be too few Highly Qualified candidates, a determination must be made as to whether to re-announce the vacancy and whether to extend the area of consideration and the announcement time.  Before this is done, the CPAC should be asked to contact the supervisor as to whether to issue the referral with the few names that are available


(3)  Where there are more than a reasonable number of Highly Qualified candidates, the candidate's scores will be used to determine which candidates will be referred.  See discussion regarding Determining Best Qualified Candidates.


i.  Determining Best Qualified Candidates.  If there are more than a sufficient number of Highly Qualified candidates to refer, the last step is the ranking of the candidates to determine the "Best Qualified".  This can be accomplished by using one of the two methods described below.  

NOTE:  The Best Qualified Candidates are chosen from among those initial candidates determined to be Highly Qualified.  Regardless of the method chosen, Best Qualified Candidates must, as a minimum, score an average of 3 times the number of tasks.  Documentation will be prepared and placed in the staffing folder as to which one of the following is used.


(1)  Cut Off Method.  This method involves identifying any obvious or clear breaks in the scores of the Highly Qualified candidates. 

Example:  There are one or more candidates with the following scores:  34, 32, 31, 30, 24, 20.  Since there is a clear break between the scores 30 and 24, the cut off can occur there or it can 

A-3
EUSA Reg 690-335
occur between 24 and 20.  If the first break is chosen, those candidates with a score of 30 and above are considered Best Qualified and referred.  If the second break is chosen, those candidates with a score of 24 and above are considered Best Qualified and referred.

NOTE:  Identifying the break is dependent on a case-by-case basis.  For instance, using the highest break may result in too few candidates.  Using a lower break may result in too many candidates.  If you find that you will have too many candidates using this method, you should consider the Range Method.


(2)  Range Method.  This method involves identifying candidates within a specified range from the top scoring candidate(s) within which all scores will be considered to be Best Qualified.  The range is established by taking 1/2 of the total number of tasks (dropping any 1/2 point).  This will be the range of points by which you will reach down below the top candidate to include other candidates.  The candidates within this range are considered the Best Qualified Candidates.  

Example:  If there are 21 tasks, 1/2 of 21 is 10 1/2 .  Drop the 1/2 to arrive at 10, which will be the range from the top scoring candidate.  If the top score of a candidate is 76, you would include all other candidates who scored 76 to 66 points.  That is, 76 to 66 points inclusively.  Again, as noted above, regardless of the method chosen, Best Qualified Candidates must, as a minimum, score 3 times the number tasks


j.  Multiple Grade Level Announcements.  When announcing a vacancy at a multiple grade level, the following is recommended:


(1)  Recommended Announcement and Rating Procedure.  Candidates are/will be scored according to the self-rating given, regardless of grade level for which they applied.  There will be no weighting or variances of scores.  (i.e., If they applied for GS-5 and GS-7, their scores are unaffected by the grade level.)  Candidates will compete against all other candidates who applied for that grade level.  

Example:  An applicant applied for a GS-5 and GS-7 position which has been announced as a GS-5, GS-7, or GS-9, with the target grade being a GS-9. The applicant scored 24 out of a top possible score of 32. The applicant competes with the score of 24 at both the GS-5 and GS-7 level.  Depending upon such factors as the number of applicants at both grade levels and their scores, the applicant may be referred at both grade levels, the lower grade level only or the higher grade level only.


(2)  Alternative Announcement and Rating Procedure.  If a supervisor chooses to develop multiple Task Lists for each of the grade levels, a separate announcement may be issued with different Task Lists.  This will probably be a more time consuming procedure and may not produce candidates of any higher quality than the Recommended Procedure described above.


k.  Converting a Candidate's Raw Score to a Percentile Score.  When issuing a Certificate of Eligibles (External Recruitment) and a percentile score is to be assigned, the following procedures will apply.  
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(1)  The raw score achieved after scoring a candidate's SQS, is converted to a percentile score using a conversion table.  Detailed instructions are reflected on the EXCEL Spread Sheet for this conversion.  

Alternatively, the following formula may be used.  This formula should be learned so that the validity of the EXCEL Spread Sheet may be checked periodically.


(a)  All candidates rated basically qualified receive an initial percentile score of 70.


(b)  To the basically qualified percentile score of 70, candidates may earn up to 30 additional points to a maximum percentile score of 100.  (This does not include credit for veteran's preference).


(c)  To determine the amount to add to each candidates' score who has been rated basically qualified, divide the additional 30 percentile points that may be earned by the highest raw score.  Multiply that dividend times the actual raw score of the candidate.

Example:  Suppose that for a set of 8 Tasks the highest raw score is 32, and a candidate had a raw score of 28, then:

30 (percentile points) divided by 32 (highest possible raw score) = 0.938

28 (candidate's raw score) times 0.938 (factor to arrive at percentile score) = 26.25

70 plus 26.25 = 96.  

This candidate's percentile score is 96.


(d)  If the candidate is eligible for veteran's preference, the appropriate preference points must be added to the percentile score of 96.

NOTE:  When using a Certificate of Eligibles, no determination of Best Qualified Candidates is made.  The converted percentile score is annotated on the SQS form in the area provided.  Candidates are entered into the appropriate inventory based on the converted percentile score plus veterans preference (if applicable).
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GLOSSARY

ABBREVIATIONS

AAP
Affirmative Action Programs

CPAC
Civilian Personnel Advisory Center

CPOC
Civilian Personnel Operations Center

DA
Department of the Army

DOD
Department of Defense

EEO
Equal Employment Opportunity

GS
general schedule

IAW
in accordance with

KERP
Korea Expedited Recruiting Process

KN
Korean national

KSA
knowledge, skills and abilities

MPP
Merit Promotion Plan

OPM
Office of Personnel Management

SME(s)
subject matter expert(s)

U.S.
United States (of America)

VRA
Veterans Readjustment Appointment

WG
wage grade

RIF
reduction-in-force

SQS
supplemental qualification sheet
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