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Digest:  

20 - Makes minimal editorial, style, and format changes and corrections to cross-references, staff names, and outdated terminology throughout the chapter.

21.05 - Removes definitions for the obsolete terms, identified employee and affected position.  Establishes definitions for the terms, identified position and affected employee.  Updates cross references in the definitions of the terms, first consideration and like position.

Digest--Continued:  

21.2 - Provides direction on documenting details.  Removes reference to temporary promotions, which is now located in section 23.21(A)3.  Removes reference to Form AD-350, Personnel Action, which is no longer used.

21.3 - Clarifies waiver authority for physical standards. 

21.4 - 21.43d - These sections have been substantially revised to reflect the provisions of Article 32 of the Master Agreement between the Forest Service and National Federation of Federal Employees.  Revises caption from “Priority Placement for Employees Identified in the Work Force Reduction and Placement System” to “Priority Placement for Employees Identified in Workforce Restructuring” (sec. 21.4), from “Identifying Positions Affected by Work Force Reduction” to “Identifying Positions Affected by Workforce Restructuring” (sec. 21.41), from “Identifying Employees Affected by Work Force Reduction” to “Identifying Employees Affected by Workforce Restructuring”, from “Work Force Reduction and Placement System” to “Pre-Workforce Restructuring and Placement System (Pre-WRAPS)” (sec. 21.43), and from “Responsibility” to “Criteria for Establishing a Pre- Workforce Restructuring and Placement System (WRAPS) Plan (sec. 21.43a).  Removes obsolete section 21.43b - Lists of Vacancies and Employees Identified in the Work Force Reduction and Placement System, section 21.43c - Matching Identified Employees to Vacant Positions, and section 21.43d - Selecting Employees.

23.04a - 23.04d - Clarifies the responsibility of the Director of Human Capital Management, Washington Office (sec. 23.04a), and adds the responsibility of Regional Foresters, Station Directors, Area Director, Institute Director, and the Job Corps National Field Director (sec. 23.04b), managers and supervisors, (sec. 23.04c), Human Resources Specialists (sec. 23.04d), and Civil Rights Officers (sec. 23.04e).

23.05 - Revises the definitions for the terms:  career ladder, priority consideration, promotion potential, and repromotion previously issued in interim directive (ID) 6109.12-2001-1, which has expired.  Establishes definitions for the terms:  ability, area of consideration, competency, crediting plan, evaluation criteria, evaluation panel, job analysis, knowledge, minimum area of consideration, open-continuous vacancy announcements, organizational unit, outreach, outreach plan, qualified applicant, quality group, selection advisory panel (recommending panel), selective factor, skill, supervisory unit, and vacancy announcement.

23.06 - Adds a new section, References, that provides information on additional reference tools available for the Merit Promotion Plan.

23.1 - Adds Position Description and Outreach Plan to the list of items to be submitted when a vacant position is to be filled, previously issued in ID 6109.12-2001-1, which has expired.


Digest--Continued:

23.22 - Incorporates the direction in exhibit 01 previously issued in ID 6109.12-2001-1, which has expired.  Makes substantial changes in the Forest Service Merit Promotion Plan.

25 - Reserves code and caption, “Career Enhancement Program” for future use.

26 - Reserves code and caption, “Employment Outreach Procedures” for future use.

27 - Reserves code and caption, “Recruitment Procedures” for future use.

28 - Reserves code and caption, “Exit Interviews” for future use.
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21 - SPECIAL PLACEMENT SITUATIONS
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Identified Position.  A permanent position that is being eliminated and will result in an employee's being identified under the Workforce Restructuring and Placement System.
First Consideration.  The process by which employees identified under the Workforce Restructuring and Placement System are considered before others for vacant positions in accordance with direction in section 21.43d.  First consideration means the employee identified under this system can be nonselected only for job-related reasons.
Affected Employee.  A permanent employee who is in a position which is unfunded and/or scheduled to be abolished, or who has been identified under the Workforce Restructuring and Placement System according to the criteria in section 21.41.
Like Position.  An employee's former position or a position that is clearly a successor to that position.  (See the direction on return rights in section 21.43d.)
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A Forest Service manager may not appoint, employ, reassign, promote, or advance any relative to the unit over which that official exercises jurisdiction or control.  A public official also may not advocate a relative's appointment, employment, promotion, or advancement anywhere in the Forest Service.  A public official may not appoint, employ, reassign, promote, or advance the relative of any other public official in the Department of Agriculture, if that official has advocated the action.

The term "relative," as defined in 5 U.S.C. 3110, includes father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-sister (5 U.S.C. 3110; 5 CFR part 310).
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Forest Service employees may not supervise a relative either directly or indirectly.  Direct supervision includes assigning responsibilities, granting leave, evaluating performance, approving training, evaluating for promotion, and taking or recommending adverse action.  

Indirect supervision involves sharing supervisory activities with the immediate supervisor of an employee by participating in a substantive way in making work assignments, monitoring performance, and promotion evaluation of the employee.  Any instance of direct or indirect supervision of an employee by a relative shall be eliminated at the first reasonable opportunity. 
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1.  Employees shall avoid any action, whether or not specifically prohibited, which might result in or create the appearance of:
a.  Using public office for private gain,
b.  Giving preferential treatment to any person, or
c.  Adversely affecting the confidence of the public in the integrity of the Federal Government.
2.  To avoid situations that might create the appearance of giving preferential treatment, a close relative of any one of certain Forest Service officials shall not work in the same organizational unit as that official.  For this restriction, the term "close relative" includes father, mother, son, daughter, brother, sister, husband, and wife.  The following are examples of situations in which this restriction applies:
a.  Close relatives of the Chief, Associate Chief, Deputy Chiefs, and Associate Deputy Chiefs should not be employed in the Washington Office.
b.  Close relatives of Station Directors, Deputy Station Directors, and Assistant Station Directors should not be employed within the jurisdiction of the same Station.
c.  Close relatives of an Area Director or Assistant Area Director should not be employed within the same Area.
d.  Close relatives of Regional Foresters and Deputy Regional Foresters should not be employed in the same Region.
e.  Close relatives of Forest Supervisors and Deputy Forest Supervisors should not be employed on the same Forest.
f.  Close relatives of District Rangers and Job Corps Civilian Conservation Center Directors should not be employed on the same District or Center.
g.  Close relatives of Research Work Unit Leaders; research and development program managers; and research, development, and applications program managers should not be employed in the same unit or program.
3.  Current situations contrary to this policy, as well as any which occur in the future, shall be corrected at the first reasonable opportunity.
4.  The Chief or Associate Chief may approve exceptions to employment of close relatives of Forest Service officials on a case-by-case basis.  This approval authority is nondelegable.  Requests must be made in writing and show that employment of a relative would be in the best interest of the Forest Service.
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1.  Details Longer Than 30 Days.  Every detail in excess of 30 calendar days must be documented in the official personnel folder and requires approval of the servicing human resources office.  To document a detail, process Form SF-52, Request for Personnel Action.
2.  Details Longer Than 120 Days.  Details for more than 120 days to higher grade positions must be competitive as required by the agency and Department merit promotion plans and FSH 6109.41 - DPM 335.
3.  Recurring Details.  Do not use recurring details in increments of less than 30 days to the same higher graded position to circumvent a temporary promotion.
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1.  Waiver Authority for Physical Standards.  Employment officers shall review medical reports.  If Form SF-78, Certificate of Medical Examination, indicates that the individual does not meet established physical standards or that the possibility of the employee's meeting them is questionable, the employment officer may waive (lower) the physical requirements when there is sufficient evidence that an applicant or employee, with or without reasonable accommodation, can perform the essential duties of the position without endangering the health and safety of the individual or others.
2.  Exception to Waiver Authority.  The exception to the waiver authority is for GS-462 Forestry Technician (smokejumper) positions.  The Washington Office, Director of Human Capital Management must approve waivers of the physical standards for these positions.  If this authority is used, document the case file explaining how the decision was reached.
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1.  The Forest Service has established the Workforce Restructuring and Placement System (WRAPS) to avoid or mitigate reduction in force (RIF).  The WRAPS will be used for filling vacancies to provide first consideration to Forest Service employees identified in this system (FSM 6132.03d).
2.  All permanent and time-limited assignments expected to last over 120 days are subject to these procedures.  Exceptions are appointments of 1039 hours and line officers positions.  Exceptions may be made for employees with unique qualification for specific positions.
3.  Prior to the identification of positions and employees affected by Workforce Restructuring, a pre-WRAPS noncompetitive placement plan may be developed to accommodate reorganization.  
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1.  Positions to be abolished are those which line managers have decided to eliminate:
a.  Within the current or next fiscal year for lack of funds; lack of work; or,
b.  Through changes in the organization.
2.  Such decisions shall be made through:
a.  An analysis of workload;
b.  An assessment of projected program of work, including anticipated budgets; and,
c.  A workforce analysis that includes the kind of skills in the workforce, the number of positions with those skill needed, and the locations of those positions.
d.  A Civil Rights Impact Analysis shall be conducted as required by agency regulations (FSM 1730 and FSH 1709.11, ch. 30).
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When one or more positions have been identified for abolishment within the same competitive area (para. 2), the same competitive level, and the same commuting area (para. 3), the line manager shall identify employees subject to displacement according to the order set forth in paragraph 4.
1.  Competitive areas.  Competitive areas are defined as follows:
a.  Washington Office (WO) employees in the Washington, D.C. metropolitan area compete within the metropolitan area by Deputy Chief program area or the Chief’s program area as applicable to their reporting structure.
b.  Law Enforcement and Investigations employees located outside the Washington, DC metropolitan area compete regionwide within Law Enforcement and Investigations. 
c.  Job Corps Center employees compete centerwide.  Job Corps employees in the Denver field office compete field office wide.

d.  Employees of a regional office compete with other employees of that same regional office who are in the same commuting area.

e.  Employees of a National Forest compete with other employees of that same National Forest who are in the same commuting area.

f.  Employees of a research station compete with other employees of that same research station who are in the same commuting area.

g.  Employees of the International Institute of Tropical Forestry (IITF) compete with other employees of the Institute who are in the same commuting area.

h.  Employees of a State and Private Forestry in the Northeastern Area (NA) compete with other NA employees who are in the same commuting area.

i.  When a position or group of positions is detached from its administrative unit (meaning only the following units:  WO, RO, National Forest, Station, NA, or IITF), employees in those positions shall compete with other employees in the same commuting area and same administrative unit.

j.  Non-traditional organizations that do not readily fit any of the descriptions described in paragraphs a through i of this section may be established contingent on approval by the Washington Office.
2.  Commuting area.  Commuting area is defined as any population center or two or more neighboring ones and the surrounding localities in which people can reasonably be expected to travel back and forth daily.  The standard commuting area shall be 49 miles.  FSH 6509.33, Federal Travel Regulation, provides direction on determining the eligibility for transfer of station reimbursement.

If a change is made to the standard commuting area, designated bargaining units shall follow applicable labor agreements.  Changes on non-bargaining units shall be reviewed by the next higher organizational level.  For example, the Washington Office would oversee the Regional Office.
3.  Order of identification of employees.  When a reduction in force (RIF) and WRAPS are being conducted simultaneously within a given competitive area, the order of displacement is in accordance with RIF identification procedures.  Use the RIF identification order to identify who goes on WRAPS for potential placement outside the competitive area.  Do not use WRAPS for placements of employees in the competitive area when a RIF is also being conducted in that competitive area unless the vacancy will not be filled through RIF, in which case use WRAPS procedures as appropriate. 

When WRAPS is being conducted alone, except for non-bargaining unit employees at grades 
13 and above, if more than one employee is covered by the category, give preference to employee(s) according to the leave SCD, most service first in categories b, c and f.  Employee(s) in category g will be identified according to the leave SCD, least service first.  Only employees identified in categories a and d through g will be registered in the WRAPS database for placement.
When one or more positions have been identified for abolishment within the same competitive level and the same competitive area, Management will identify employees subject to displacement in the following order:
a.  Grade 13 and above non-bargaining unit employees who are the incumbents of abolished positions.
b.  Employees who formally decide to retire under optional retirement rules.  Employees who make a voluntary, irrevocable written decision within 10 days of being notified of Management’s decision to abolish a position within their competitive level.  Retirement effective dates must be within 75 days of the original notice.  
c.  Employees who make a voluntary, irrevocable written decision to resign or who have accepted in writing an offer of employment outside the Forest Service with an effective date within 75 days from the date of notification of the decision to abolish a position(s) in the employee’s competitive level.  This written election must be received from the employee within 10 days of notification of management’s decision to abolish a position(s).  The timeframe may be shorter or longer as may be mutually agreeable between the employee and management.
d.  Employees who are under a specific RIF separation notice.
e.  Employees under RIF who are released from the competitive level through demotion.
f.  Employees who make a voluntary, irrevocable decision to be designated as the affected employee.
g.  Other employees in the competitive level.
4.  Do not use the Workforce Restructuring and Placement System as method of resolving performance or conduct problems.  However, employees with performance and conduct issues are not excluded from Workforce Restructuring and Placement System procedures.  Managers are expected to continue dealing appropriately with such issues and to provide appropriate information when participating in placement decisions.
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To facilitate changes to the organization, employees may need to be moved internally through some procedure other than that required for employees subject to displacement in the Workforce Restructuring and Placement System (WRAPS).  Base this need on current and anticipated budgets as well as shifts in program emphasis.  The Forest Service may need to adjust its organization to accommodate change. 
 
The criteria in section 21.43a must be met by all plans developed for the purpose of permitting the reassignments, re-promotions or voluntary change to lower grade of employees in conjunction with changes in the organization prior to using the WRAPS process.
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1.  Any Forest Service unit may develop a "pre-Workforce Restructuring and Placement System (WRAPS)" internal placement plan.  "Units" may be no smaller than a competitive area defined under section 21.42, paragraph 2.  The pre-WRAPS plan at a minimum applies to all employees within the defined unit affected by the planned changes. 
2.  WRAPS listed employees in the unit may also participate in the pre-WRAPS plan while they continue to be available for placement under WRAPS rules. 
3.  Reorganizations that result in no requirement to establish a new position description because the position in the new organization is identical to or 80 percent similar to that in the old organization should not be part of a pre-WRAPS plan.  Employees in such positions are "moved" with their position into the new organization.  
4.  Pre-WRAPS plans must be developed in writing. Such plans should be developed jointly by management and union.   Local and intermediate plans must be approved by both parties at the intermediate level.  Plans involving 2 or more intermediate level parties need the approval of all the intermediate level parties involved.
5.  Pre-WRAPS plans are not precedent setting. 
6.  Pre-WRAPS plans do not require a formal identification procedure.  Identify positions to be abolished and affected employees in accordance with provisions of sections 21.41 and 21.42, labor agreement and/or agency reduction in force (RIF) regulations only after placements under pre-WRAPS plan have been made and the pre-established ending date of the plan has passed or the pre-WRAPS plan cancelled.  A unit cannot be implementing a pre-WRAPS plan while at the same time as formally identifying which employees will be placed on WRAPS.

7.  Pre-WRAPS plans may cover more than one time period, but all such periods must be included in the approved pre-WRAPS plan, or an approved amendment to that plan.  For example, a unit may have an approved two phased pre-WRAPS plan, having an initial pre-WRAPS period to effect reassignments in conjunction with reorganization.  Then, after the pre-WRAPS period ends, the unit may fill positions using competitive processes for WRAPS.  At some point after the positions are filled competitively or from the WRAPS list, creating other vacancies on the same unit, a second phase of the pre-WRAPS plan may go into effect for a defined period of time, permitting additional reassignments. 
8.  A local pre-WRAPS plan may not be implemented when a national pre-WRAPS plan has been negotiated or is in place.

9.  A pre-WRAPS plan must contain all of the following information:
a.  A general description of the scope and nature of the organizational changes.
b.  Old and new management approved organization structures or staffing plans that include all of the positions involved.
c.  Plan goals.
d.  Placement procedures under the plan.
e.  Specific beginning and ending dates that encompass the minimum time necessary to achieve the plan goals.
f.  A Civil Rights Impact Analysis regarding the potential impacts of the placement procedures, if required.
g.  A statement about differences in placement procedures (if any) under the plan if both bargaining and non-bargaining employees are covered by the plan.
h.  Employee communication plans.
[bookmark: _Toc137362428][bookmark: _Toc137457521][bookmark: _Toc137629281][bookmark: _Toc137629376][bookmark: _Toc137871178][bookmark: _Toc138653718]21.44 – Automated Workforce Restructuring and Placement System (WRAPS)

The automated Workforce Restructuring and Placement System (WRAPS) is a servicewide system that includes automated databases containing information on vacant positions and identified employees.  The automated WRAPS is designed to provide priority consideration and assist the placement of qualified, suitable, identified Forest Service employees into vacant positions within the Forest Service.  The automated WRAPS does not provide competition for positions at a higher grade or with higher promotion potential.
[bookmark: _Toc137362429][bookmark: _Toc137457522][bookmark: _Toc137629282][bookmark: _Toc137629377][bookmark: _Toc137871179][bookmark: _Toc138653719]21.44a - Responsibility
1.  Washington Office, Director of the Human Capital Management Staff.  The Director of the Human Capital Management Staff is responsible for:
a.  Ensuring the overall management and maintenance of the Workforce Restructuring and Placement System.
b.  Providing guidance on the policy and implementation of the system.
c.  Providing technical assistance and guidance on data system support of the system.
d.  Providing assistance to the servicing human resources offices regarding the matching process within the database system.
e.  Making final decisions on unit challenges to WRAPS matches.
2.  Deputy Chiefs, Regional Foresters, Station Directors, Area Director, IITF Director, and Job Corps National Field Director.  It is their responsibility to approve requests to list employees in the Workforce Restructuring and Placement System.
3.  Unit Line Officer or Staff Director.  It is the responsibility of the unit line officer or staff director to:
a.  Ensure that positions and employees affected by workforce restructuring are properly identified.
b.  Ensure that selecting officials on the unit use the Workforce Restructuring and Placement System and give first consideration to Forest Service employees identified in this system in filling vacancies.
c.  Prepare the justification to challenge a placement and submit it to their respective Regional Office, Station or Area Headquarters Office SHRO for concurrence prior to submitting it for a decision.
d.  Prepare a Workforce Restructuring and Placement System Proposal to Abolish Encumbered Position(s) that includes an analysis of workload; an assessment of the projected program of work, including anticipated budgets; and workforce analysis to include the kind of skills, the number of positions with those skills needed, and the locations of those positions.
e.  Prepare a Civil Rights Impact Analyses for downsizing and reorganization activities.
4.  Unit Servicing Human Resources Office.  It is the responsibility of the head of the servicing human resources office to ensure that the following actions are accomplished:
a.  Entering and updating file data on identified employees and vacant positions into the Workforce Restructuring and Placement System, ensuring that identified employees understand the data, and inviting employees to enter optional data on their availabilities.
b.  Assisting managers in filling positions and making offers.
c.  Verifying qualifications of employees at the time information is entered into the Workforce Restructuring and Placement System database. 
d.  Informing identified employees of the disposition of vacancies for which they have been considered.
[bookmark: _Toc137362430][bookmark: _Toc137457523][bookmark: _Toc137629283][bookmark: _Toc137629378][bookmark: _Toc137871180][bookmark: _Toc138653720]21.44b - Lists of Vacancies and Employees Identified in the Workforce Restructuring and Placement System (WRAPS)

[bookmark: _Toc137457524]Enter information on all vacant permanent and time-limited positions exceeding 120 days (except 1039 appointments) which are to be filled.  Enter information for all eligible employees into the Workforce Restructuring and Placement System (WRAPS) database.
[bookmark: _Toc137457525][bookmark: _Toc137629284]1.  List of Vacancies.
[bookmark: _Toc137457526]a.  List all advertised positions, permanent or time-limited position over 120 days (excluding 1039 appointments) on the WRAPS for the vacancy advertisement period as required by this plan.  WRAPS must be checked for tentative matches at all of the following points: 
[bookmark: _Toc137457527](1)  Prior to advertising the position.
[bookmark: _Toc137457528](2)  Prior to preparing a referral list for the position.
[bookmark: _Toc137457529](3)  Prior to offering the position.
[bookmark: _Toc137457530]If the advertisement period has ended and no match is found after clearing the required check points, the position may be offered to an employee outside WRAPS.
[bookmark: _Toc137457531]b.  List positions that are being used for reassignment on WRAPS for 5 work days, check for tentative matches and clear the WRAPS list before the position may be offered outside of WRAPS.
[bookmark: _Toc137457532]c.  List multiple-grade positions at the highest grade.
[bookmark: _Toc137457533]d.  Submit a written justification to the Washington Office WRAPS Program Manager if an exception is needed to the requirement that all units must enter permanent and time-limited vacancies exceeding 120 days into the WRAPS.
[bookmark: _Toc137457534]e.  Document the reasons as to why a  listed vacancy may be retracted from the WRAPS.  Ensure that the position is not filled for 1 year.
f.  Ensure that the only positions excepted from listing in the WRAPS are line officer positions and those listed in 5 CFR 330.606(d)(2) through (28).
[bookmark: _Toc137457535][bookmark: _Toc137629285]2.  List of Identified Employees.
[bookmark: _Toc137457536]a.  WRAPS does not provide a competitive process; therefore, do not identify employees as available for higher grades or series with promotion potential when that would require competition.
[bookmark: _Toc137457537]b.  Only the series for which the employee wishes to be considered shall be entered into WRAPS.  The Servicing Human Resources Office must verify that the employee is qualified for each series entered.
[bookmark: _Toc137457538]c.  Employees in line officer positions are exempt from the WRAPS.
[bookmark: _Toc137362431][bookmark: _Toc137457539][bookmark: _Toc137629286][bookmark: _Toc137629379][bookmark: _Toc137871181][bookmark: _Toc138653721]21.44c – Placement Assistance

[bookmark: _Toc137457540]Management shall make placement assistance available for affected employees when possible.  
1.  Placement Support.
a.  Employees should be counseled and afforded with every opportunity to find a new position based on organizational needs and their career goals and personal needs.
b.  In accordance with U.S. Office of Personnel Management (OPM) guidelines, management may consider retraining the employee or modifying qualification standards, excluding positive education requirements, to allow the employee to meet the qualifications of a vacant position within a specified period up to 365 days of occupying the position.
c.  The Agency shall pay transfer of station benefits for affected employees who are reassigned as authorized by FSH 6509.33, Federal Travel Regulation.
d.  Placement efforts shall continue for those affected employees on details.  Management should afford employees accommodations to mitigate any adverse effects created by the detail (for example, physical isolation and access to communications).
e.  Outplacement services may be provided for affected employees, consistent with the Agency Career Transition Assistance Plan (CTAP) policy.
2.  Government Placement Programs.  Offer identified employees enrollment in and an explanation of placement assistance programs, operated by other agencies, for which they are qualified.
a.  The United States Department of Agriculture (USDA) Career Transition Assistance Plan (CTAP) 
b.  The Interagency Career Transition Plan (ICTAP) administered by OPM 
c.  The United States Department of Agriculture (USDA) Reemployment Priority List.  
d.  The Workforce Investment Act of 1998 (WIA) (Public Law 105-220) programs.
[bookmark: _Toc137362432][bookmark: _Toc137457541][bookmark: _Toc137629287][bookmark: _Toc137629380][bookmark: _Toc137871182][bookmark: _Toc138653722]21.44d - Matching Identified Employees to Vacant Positions 

[bookmark: _Toc137457542]The Washington Office Service Center (WOSC) will verify tentative matches and conduct final matches to match employees with vacant positions in the Workforce Restructuring and Placement System.
1.  Match Occurs.  When it is determined that the an identified employee is qualified and suitable for a vacant position; that is, the employee meets the Office of Personnel Management qualifications standards for the vacant position, meets the suitability requirements in 5 CFR 731.202, and any special conditions of employment.  
2.  Unit Challenge.  A unit line officer may challenge a match by submitting a justification to their respective Washington Office/Regional Office/Station or Area Headquarters/Job Corps Human Resources Office within 5 days of notification of a match.  The Washington Office shall make a final decision within 10 days of receiving the challenge.  
3.  Placement in Time-Limited Vacancies.  When an employee has been placed in a time-limited vacancy from Workforce Restructuring and Placement System, their placement priority will remain active if the time-limited position is less than 1040 hours of duration.  If the temporary assignment is 1040 hours or more, the employee’s placement priority will be inactive until 60 days before the expiration of the time-limited assignment at which time their placement priority will be reestablished in the Workforce Restructuring and Placement System database and their 60-day voluntary placement period will start anew.  The employee will not receive a new notice, but will have an opportunity to update their registration information.  When an employee has been placed in a time-limited position their career tenure and position of record are not affected.
4.  Order of Placement.  Observe the following order of placement of employees.  Except where otherwise noted, make placements from employees qualified for the position to be filled.  
a.  Commuting Area.  When multiple employees are eligible for placement within a subcategory below, break ties in order of leave SCD (most service first.) 
(1) Matches within the same nationally established competitive level (without the suffix).
(2) Matches at the same grade level.
(3) Non-competitive, repromotion eligibles.
(4) Voluntary changes to less than full-time year round tours of duty.
(5) Voluntary changes to lower grades.
(6) Other USDA Career Transition Assistance Plan (CTAP) employees who are well qualified for the position.
(7) Employees who do not meet qualifications for the position to be filled, but where management has chosen to waive qualifications.
b.  Employee preference for location.  When multiple employees are eligible for placement, within a subcategory below, use leave SCD (most service first) to break ties.
(1) Direct matches (reassignments of the employee’s job—80 percent or more accuracy standard of the position description--to a new location).
(2) Matches within the same nationally established competitive level (without the suffix).
(3) Matches at the same grade level.
(4) Non-competitive repromotion eligibles.
(5) Voluntary changes to less than full-time year-round tours of duty.
(6) Voluntary changes to lower grades.
(c) Locations outside employee preferences.  When multiple employees are eligible for placement within a subcategory below, break ties in order of leave SCD (most service first).
(1) Direct matches (reassignments of the employee’s job—80 percent or more accuracy standard of the position description--to a new location).
(2) Matches within the same nationally established competitive level (without the suffix).
(3) Matches at the same grade level.
(4) Non-competitive repromotion eligibles.
(5) Voluntary changes to less than full-time year round tours of duty.
(6) Voluntary changes to lower grades.
c.  Base non-selection of employees from the Workforce Restructuring and Placement System on legitimate job-related reasons. 
5.  Offers of Placement.
a.  All offers of placement will be made through the employee’s home unit and communicated to the employee within 2 days.  The communication must include whether it is a contingent offer or a firm offer.
b.  Multiple employees may be offered a specific position at the same time on a contingency basis if there is more than one employee on Workforce Restructuring and Placement System who may potentially match the position.  The person with the highest assignment rights shall receive the offer as a firm offer.  The other employees receive offers contingent upon the availability of the position should employees with higher assignment rights refuse the offer.  Contingent offers may only be made to employees if all potential matches are outside the commuting area. 
c.  If the employee with the highest assignment right refuses the offer, the assignment will then be made in the order of the matching process outlined above for those employees who said they would accept a contingent offer.  Only declinations when the employee is reached for the assignment will count against the limit described in paragraph g.
d.  An employee may have more than one contingent offer at a given time.
e.  Employees will have up to 3 days to respond to offers within their commuting area.
f.  Employees will have up to 10 days to respond to offers outside their commuting area.  
g.  If an employee receives 3 offers outside their commuting area that meet their listed preferences and declines the offers, no further consideration will be given to the preferences of that employee.
h.  When an employee initiates or voluntarily accepts a move to a lower graded position, grade and pay retention will be granted if the move has a positive effect on another employee and/or such action will assist management in advancing its objectives and reduce or avoid adverse impacts on employees and the agency’s mission. 
i.  Unless otherwise placed, an employee will be given the opportunity to remain on the Workforce Restructuring and Placement System list for a period of not less than 60 calendar days 
6.  Involuntary Placement by Directed Reassignment:  Any employee placed on the Workforce Restructuring and Placement System may be subject to a directed reassignment. When management exercises its right to make directed reassignments to employees from Workforce Restructuring and Placement System, the following procedures will be followed:
a.  Within their commuting area.  An employee may be directed to an appropriate position at any time during their Workforce Restructuring and Placement System listing.  For the order of these directed reassignments, see paragraph 4a, Order of Placement.
b.  Outside their commuting area.  After 60 days on the Workforce Restructuring and Placement System list, all employees identified for displacement placed on the Workforce Restructuring and Placement System may be subject to a directed reassignment.  The order of these directed reassignments will be as described in paragraph 4a and 4b(c), Order of Placement, except that voluntary reductions in tour or voluntary changes to lower grade will not be directed.
c.  If the involuntary reassignment is within a forest, job corps center, Washington Office, regional office, Area, station, or technology and development center, a copy of the notification shall be maintained by local servicing human resources office.  When the reassignment is between two units a copy of the notification shall be provided to the respective Washington Office, regional office, station, Area or job corps Human Resources Office.  
d.  The reporting date for directed reassignments will not be less than 60 days from the notification date unless agreed to by the employee.  If the new position is in the same commuting area, the effective date may be less than 60 days.
e.  Employees will have 10 days to accept or refuse a directed reassignment outside of their commuting area.
f.  Employees who have been given a directed reassignment to another position within the Forest Service will be given priority placement consideration for a 2-year period following the effective date of their directed reassignment according to the following conditions:
(1) Their former or like position has been reestablished and is announced.
(2) The employee applies to the vacancy announcement of their former or like position. 
(3) In accordance with the Order of Consideration as identified in Merit Promotion Plan, there is no one with greater placement rights to the vacancy.
g.  Employees will receive written notice of their priority consideration rights when they are given a directed reassignment. 
h.  Priority consideration applicants must inform the servicing human resources office in writing of their entitlement to priority consideration.
[bookmark: _Toc137362433][bookmark: _Toc137457543][bookmark: _Toc137629288][bookmark: _Toc137629381][bookmark: _Toc137871183][bookmark: _Toc138653723]21.45 - Transfer-of-Station Expenses

Transfer-of-station expenses are not an acceptable reason to pass over an otherwise qualified and suitable employee identified in the Workforce Restructuring and Placement System to select a nonidentified employee (FSM 6132.03e).

When a position would normally be filled from an area of consideration involving relocation, the gaining unit should pay the usual transfer-of-station expenses.  When that is not the case, the outplacing and gaining units may negotiate the payment of expenses.  (For further direction on transfer of station and relocation allowances, see the Federal Travel Regulation, FSH 6509.33 - FTR 302.)
[bookmark: _Toc55977012][bookmark: _Toc55976842][bookmark: _Toc137362434][bookmark: _Toc41966172][bookmark: _Toc41966074][bookmark: _Toc41965817][bookmark: _Toc41451804][bookmark: _Toc41450589][bookmark: _Toc41384752][bookmark: _Toc41384588][bookmark: _Toc41361562][bookmark: _Toc41299807][bookmark: _Toc41299489][bookmark: _Toc41298540][bookmark: _Toc41298345][bookmark: _Toc41297170][bookmark: _Toc137457544][bookmark: _Toc137629289][bookmark: _Toc137629382][bookmark: _Toc137871184][bookmark: _Toc138653724]21.46 - Monitoring

The Directors of the Washington Office, Human Capital Management Staff and the Civil Rights Staff shall monitor the operation and effect of the Workforce Restructuring and Placement System, including statistical data collection and analysis to ascertain possible disparate impacts on employees, assessment of system-related disputes, and invited comment from intermediate level partnerships, locals, and management officials.

[bookmark: _Toc137362435][bookmark: _Toc55977013][bookmark: _Toc55976843][bookmark: _Toc41966173][bookmark: _Toc41966075][bookmark: _Toc41965818][bookmark: _Toc41451805][bookmark: _Toc41450590][bookmark: _Toc41384753][bookmark: _Toc41384589][bookmark: _Toc41361563][bookmark: _Toc41299808][bookmark: _Toc41299490][bookmark: _Toc41298541][bookmark: _Toc41298346][bookmark: _Toc41297171][bookmark: _Toc137457545][bookmark: _Toc137629290][bookmark: _Toc137629383][bookmark: _Toc137871185][bookmark: _Toc138653725]
22 - PROBATIONARY PERIODS

This section deals with probationary periods for new appointees and new managers and supervisors (5 CFR part 315).
[bookmark: _Toc137362436][bookmark: _Toc55977014][bookmark: _Toc55976844][bookmark: _Toc41966174][bookmark: _Toc41966076][bookmark: _Toc41965819][bookmark: _Toc41451806][bookmark: _Toc41450591][bookmark: _Toc41384754][bookmark: _Toc41384590][bookmark: _Toc41361564][bookmark: _Toc41299809][bookmark: _Toc41299491][bookmark: _Toc41298542][bookmark: _Toc41298347][bookmark: _Toc41297172][bookmark: _Toc137457546][bookmark: _Toc137629291][bookmark: _Toc137629384][bookmark: _Toc137871186][bookmark: _Toc138653726]22.1 - New Appointments

The supervisor shall carefully observe the employee's conduct and performance in the actual duties of the position.  An unsatisfactory employee may be separated any time during the probationary period.  The reasons for separation shall be for unsatisfactory performance, unacceptable conduct, or for conditions arising prior to appointment.  Separation is easier to accomplish during the probationary period than afterwards.

The National Finance Center sends Form AD-507, Probationary or Trial Period Report, approximately 90 days before the end of the 1-year probationary or trial period; it must be used as the official certification document.  Other probationary period assessment systems may be used provided they do not contradict or conflict with form AD-507.  However, form AD-507 must be used for the final report.  Employees shall review form AD-507 and initial next to their name.  Supervisors shall forward the report following the instructions on the back of the form.

The probationary period is 3 years for research scientists whose positions are covered by the Research Grade Evaluation Guide.
[bookmark: _Toc137362437][bookmark: _Toc55977015][bookmark: _Toc55976845][bookmark: _Toc41966175][bookmark: _Toc41966077][bookmark: _Toc41965820][bookmark: _Toc41451807][bookmark: _Toc41450592][bookmark: _Toc41384755][bookmark: _Toc41384591][bookmark: _Toc41361565][bookmark: _Toc41299810][bookmark: _Toc41299492][bookmark: _Toc41298543][bookmark: _Toc41298348][bookmark: _Toc41297173][bookmark: _Toc137457547][bookmark: _Toc137629292][bookmark: _Toc137629385][bookmark: _Toc137871187][bookmark: _Toc138653727]22.2 - Managers and Supervisors

Supervisors and managers serving a probationary period are subject to a performance appraisal.
[bookmark: _Toc137362438][bookmark: _Toc55977016][bookmark: _Toc55976846][bookmark: _Toc41966176][bookmark: _Toc41966078][bookmark: _Toc41965821][bookmark: _Toc41451808][bookmark: _Toc41450593][bookmark: _Toc41384756][bookmark: _Toc41384592][bookmark: _Toc41361566][bookmark: _Toc41299811][bookmark: _Toc41299493][bookmark: _Toc41298544][bookmark: _Toc41298349][bookmark: _Toc41297174][bookmark: _Toc137457548][bookmark: _Toc137629293][bookmark: _Toc137629386][bookmark: _Toc137871188][bookmark: _Toc138653728]22.21 - Length of Probationary Period

The length of the probationary period for managers and supervisors is 1 year, but it may be terminated earlier for unsatisfactory performance.
[bookmark: _Toc137362439][bookmark: _Toc55977017][bookmark: _Toc55976847][bookmark: _Toc41966177][bookmark: _Toc41966079][bookmark: _Toc41965822][bookmark: _Toc41451809][bookmark: _Toc41450594][bookmark: _Toc41384757][bookmark: _Toc41384593][bookmark: _Toc41361567][bookmark: _Toc41299812][bookmark: _Toc41299494][bookmark: _Toc41298545][bookmark: _Toc41298350][bookmark: _Toc41297175][bookmark: _Toc137457549][bookmark: _Toc137629294][bookmark: _Toc137629387][bookmark: _Toc137871189][bookmark: _Toc138653729]22.22 - Documentation

Supervisors shall document probationary period performance on Form AD-773, Supervisory or Managerial Probationary Period Report.  Other periodic reports are optional during the probationary period, but they may not conflict with or replace the final rating on form AD-773.

Form AD-773 has three parts:
1.  An original for the Official Personnel Folder (OPF).
2.  One copy for the Human Resources Office.
3.  One copy for the employee.

The form is generated by the National Finance Center 90 days prior to the end of the probationary period and sent to employing offices with a control list of covered employees.
[bookmark: _Toc137362440][bookmark: _Toc55977018][bookmark: _Toc55976848][bookmark: _Toc41966178][bookmark: _Toc41966080][bookmark: _Toc41965823][bookmark: _Toc41451810][bookmark: _Toc41450595][bookmark: _Toc41384758][bookmark: _Toc41384594][bookmark: _Toc41361568][bookmark: _Toc41299813][bookmark: _Toc41299495][bookmark: _Toc41298546][bookmark: _Toc41298351][bookmark: _Toc41297176][bookmark: _Toc137457550][bookmark: _Toc137629295][bookmark: _Toc137629388][bookmark: _Toc137871190][bookmark: _Toc138653730]22.23 - Determining if Prior Experience Applies

Employees who served in a temporary or career-conditional supervisory or managerial position in the Federal Government prior to August 11, 1979, are not required to serve a probationary period even if that assignment lasted less than 1 year.  A former manager is not required to serve either a supervisory or managerial probationary period.  However, a supervisor or former supervisor assigned to a managerial position after August 11, 1979, is subject to a probationary period for that managerial position.  The supervisory probationary period ends and the probationary period for the managerial position begins on the effective date of assignment to the managerial position.  A probationary period is also required if:
1.  A supervisory or managerial position is filled on a temporary basis for 1 year or more; and
2.  A temporary promotion, regardless of the length, may become permanent and it is documented that the assignment may become permanent.
[bookmark: _Toc137362441][bookmark: _Toc55977019][bookmark: _Toc55976849][bookmark: _Toc41966179][bookmark: _Toc41966081][bookmark: _Toc41965824][bookmark: _Toc137457551][bookmark: _Toc137629296][bookmark: _Toc137629389][bookmark: _Toc137871191][bookmark: _Toc138653731]22.24 - Training 

Training and documentation requirements for probationary periods are in 5 CFR part 410.  Each probationary supervisor or manager must receive 40 hours of training before the end of the probationary period.  Prior training, education, and experience may meet all or part of this requirement (FSH 6109.13, sec. 23).
[bookmark: _Toc137362442][bookmark: _Toc55977020][bookmark: _Toc55976850][bookmark: _Toc41966180][bookmark: _Toc41966082][bookmark: _Toc41965825][bookmark: _Toc41451811][bookmark: _Toc41450596][bookmark: _Toc41384759][bookmark: _Toc41384595][bookmark: _Toc41361569][bookmark: _Toc41299814][bookmark: _Toc41299496][bookmark: _Toc41298547][bookmark: _Toc41298352][bookmark: _Toc41297177][bookmark: _Toc137457552][bookmark: _Toc137629297][bookmark: _Toc137629390][bookmark: _Toc137871192][bookmark: _Toc138653732]22.25 - Failure to Satisfactorily Complete Probationary Period
1.  Form AD-773, Supervisory or Managerial Probationary Period Report, shall be completed no earlier than 60 days after appointment to a supervisory or managerial position and no later than 1 month before the end of the probationary period.
2.  Successful completion of the probationary period is required to continue in the position.  If an evaluation rates supervisory or managerial performance as unsatisfactory, the incumbent shall be returned to a nonsupervisory or nonmanagerial position at a grade and pay level no lower than the one occupied immediately before the supervisory or managerial position.  Documentation for removing an employee from a supervisory or managerial position is the same as required for removal from initial appointment (FSH 6109.41 - DPM 315).

3.  The action to return an employee to a nonsupervisory or nonmanagerial position is initiated by the immediate supervisor and concurred on by a higher level supervisor or manager.  The concurring official shall conduct the necessary placement action.  Return an employee to a nonsupervisory or nonmanagerial position within two pay periods after the decision on unsatisfactory performance.  If this is not possible, the unsatisfactory employee's supervisory duties must be performed by the next higher level supervisor or manager until placement action is completed.  Placement must be completed within the 1-year probationary period.
4.  Removal from a supervisory or managerial position shall not preclude the employee from applying and being considered for subsequent supervisory or managerial positions.  If selected for a second supervisory or managerial position, a new 1-year probationary period is required.
[bookmark: _Toc55977021][bookmark: _Toc55976851][bookmark: _Toc41966181][bookmark: _Toc41966083][bookmark: _Toc41965826][bookmark: _Toc41451812][bookmark: _Toc41450597][bookmark: _Toc41384760][bookmark: _Toc41384596][bookmark: _Toc41361570][bookmark: _Toc41299815][bookmark: _Toc41299497][bookmark: _Toc41298548][bookmark: _Toc41298353][bookmark: _Toc41297178][bookmark: _Toc137362443][bookmark: _Toc137457553][bookmark: _Toc137629298][bookmark: _Toc137629391][bookmark: _Toc137871193][bookmark: _Toc138653733]22.25a – Appeals, Grievances or Complaints

The decision to return an employee to a nonsupervisory or non-managerial position is not appealable to the Merit Systems Protection Board, except under 5 CFR 315.909 if the employee alleges action based on partisan political affiliation or marital status, nor is it subject to negotiated grievance procedures.  However, it is subject to agency grievance procedures.  Also, if there is an allegation of discrimination, it should be processed under the provisions of 29 CFR part 1614.
[bookmark: _Toc137362444][bookmark: _Toc55977022][bookmark: _Toc55976852][bookmark: _Toc41966182][bookmark: _Toc41966084][bookmark: _Toc41965827][bookmark: _Toc41451813][bookmark: _Toc41450598][bookmark: _Toc41384761][bookmark: _Toc41384597][bookmark: _Toc41361571][bookmark: _Toc41299816][bookmark: _Toc41299498][bookmark: _Toc41298549][bookmark: _Toc41298354][bookmark: _Toc41297179][bookmark: _Toc137457554][bookmark: _Toc137629299][bookmark: _Toc137629392][bookmark: _Toc137871194][bookmark: _Toc138653734]22.26 - Crediting Service 

If an employee is separated for cause or returned to a nonsupervisory or nonmanagerial position during the probationary period, the service does not count toward completion of a probationary period required under a subsequent assignment.  Supervisory or managerial service interrupted during the probationary period is creditable toward completion of the probationary period as follows:
1.  Service in the former position is credited unless the former position was supervisory and the new position is managerial.  If service in the former position is credited towards completion of the probationary period for the new position, the prior supervisor of the probationer shall complete the appraisal Form AD-773, Supervisory or Managerial Probationary Period Report, for the former position and furnish one copy to the new supervisor or manager and another for the Official Personnel File.
2.  Absence in a nonpay status while on the rolls (other than absence because of compensable injury or military duty) is creditable only up to a total of 22 workdays.  Any nonpay time in excess of the total of 22 workdays extends the probationary period by an equal number of workdays.
3.  Absence (whether on or off the rolls) due to compensable injury or military duty is creditable for employees entitled to restoration rights or priority consideration under 5 CFR part 353.
4.  Time on probation in an earlier, interrupted period is creditable if all of the following conditions are met:
a.  The employee served at least 6 consecutive months of the interrupted probationary period.
b.  The new probationary position is substantially the same as the earlier position.
c.  No more than 2 years elapsed since the employee left the former probationary period.
d.  The former position was in the U.S. Department of Agriculture.
[bookmark: _Toc137362445][bookmark: _Toc55977023][bookmark: _Toc55976853][bookmark: _Toc41966183][bookmark: _Toc41966085][bookmark: _Toc41965828][bookmark: _Toc41451814][bookmark: _Toc41450599][bookmark: _Toc41384762][bookmark: _Toc41384598][bookmark: _Toc41361572][bookmark: _Toc41299817][bookmark: _Toc41299499][bookmark: _Toc41298550][bookmark: _Toc41298355][bookmark: _Toc41297180][bookmark: _Toc137457555][bookmark: _Toc137629300][bookmark: _Toc137629393][bookmark: _Toc137871195][bookmark: _Toc138653735]22.27 - If Supervisor Changes

If the supervisor of the probationer is not available or changes during the probationary period, the next higher level supervisor assumes responsibility for counseling and rating the probationer until the immediate supervisor returns or is replaced.
[bookmark: _Toc137362446][bookmark: _Toc55977024][bookmark: _Toc55976854][bookmark: _Toc41966184][bookmark: _Toc41966086][bookmark: _Toc41965829][bookmark: _Toc41451815][bookmark: _Toc41450600][bookmark: _Toc41384763][bookmark: _Toc41384599][bookmark: _Toc41361573][bookmark: _Toc41299818][bookmark: _Toc41299500][bookmark: _Toc41298551][bookmark: _Toc41298356][bookmark: _Toc41297181][bookmark: _Toc137457556][bookmark: _Toc137629301][bookmark: _Toc137629394][bookmark: _Toc137871196][bookmark: _Toc138653736]22.28 - Relationship to Probationary Period for Competitive Appointment

When an employee must simultaneously serve both a supervisory or managerial probationary period and a probationary period for an initial appointment, the latter takes precedence.  Completing the probationary period for competitive appointment fulfills the requirements of the supervisory or managerial probationary period.  Process termination during the initial appointment probationary period as any other termination action that occurs during an initial appointment probationary period (5 CFR part 315).
[bookmark: _Toc137362447][bookmark: _Toc55977025][bookmark: _Toc55976855][bookmark: _Toc41966185][bookmark: _Toc41966087][bookmark: _Toc41965830][bookmark: _Toc41451816][bookmark: _Toc41450601][bookmark: _Toc41384764][bookmark: _Toc41384600][bookmark: _Toc41361574][bookmark: _Toc41299819][bookmark: _Toc41299501][bookmark: _Toc41298552][bookmark: _Toc41298357][bookmark: _Toc41297182][bookmark: _Toc137457557][bookmark: _Toc137629302][bookmark: _Toc137629395][bookmark: _Toc137871197][bookmark: _Toc138653737]
23 - MERIT PROMOTION PLAN

The Forest Service Merit Promotion Plan provides policy and procedures to ensure competitive selection from among the quality group of candidates, based on job-related criteria, after fair and open competition following merit principles.  The Forest Service Merit Promotion Plan complies with applicable laws, regulations, and other authorities as listed in section 23.01 and may not be supplemented or changed except at the servicewide level. 
[bookmark: _Toc137362448][bookmark: _Toc55977026][bookmark: _Toc55976856][bookmark: _Toc41966186][bookmark: _Toc41966088][bookmark: _Toc41965831][bookmark: _Toc41451817][bookmark: _Toc41450602][bookmark: _Toc41384765][bookmark: _Toc41384601][bookmark: _Toc41361575][bookmark: _Toc41299820][bookmark: _Toc41299502][bookmark: _Toc41298553][bookmark: _Toc41298358][bookmark: _Toc41297183][bookmark: _Toc137457558][bookmark: _Toc137629303][bookmark: _Toc137629396][bookmark: _Toc137871198][bookmark: _Toc138653738]23.01 - Authority
1.  The broad authorities for agency personnel programs are: 
a.  Title 5 of the United States Code (5 U.S.C.), Part III Employees.
b.  Title 5 of the Code of Federal Regulations (5 CFR), parts 1 to 699.
c.  The Uniform Guidelines on Employee Selection Procedures are in 29 CFR part 1607.
d.  Additional requirements are issued in other U.S.C. and CFR titles and also in the form of Executive orders and in Office of Personnel Management (OPM) and USDA directives or letters.
2.  The Department Merit Promotion Plan, in Department Personnel Manual, Chapter 335, Appendix B (FSH 6109.41 - DPM 335, Appendix B) and the USDA Alternative Merit Promotion System (described in the January 4, 1994, letter from the Assistant Secretary for Administration) are the basis for the Forest Service Merit Promotion Plan.  Additional authorities include:
a.  5 U.S.C. 2301, Merit system principles. 
b.  5 U.S.C. 2302 , Prohibited personnel practices.
c.  5 U.S.C. 3329, as implemented by 5 CFR 335.105, Reporting requirements for certain job announcements to the Office of Personnel Management (OPM).
d.  38 U.S.C. 2021-2024, Consideration of employees absent because of military duty.
e.  5 U.S.C. 3582, Service with international organizations. 
f. 5 U.S.C. 8151, Compensable injury that does not exceed 1 year.
g.  5 U.S.C. 3362, Due weight for incentive awards and results of performance appraisals.
h.  5 U.S.C. 5105 and 40 U.S.C. 112, Minimum qualification requirements.
i.  5 U.S.C. 7106, Management's right to select or not select from among properly ranked and certified candidates and to select from other appropriate sources of candidates.
j.  5 U.S.C. 7121 and 5 CFR 335.103(d), Employee's right to file grievances.
k.  5 U.S.C. 7201-7204, as implemented by 5 CFR part 300, subpart a, and Part 720, Employment practices and anti-discrimination policy.
l.  29 CFR Part 1607, Uniform Guidelines on Employee Selection Procedures.
m.  5 U.S.C. 3402(a)(1)(A), Review of vacant positions for potential part-time employment.
[bookmark: _Toc137362449][bookmark: _Toc55977027][bookmark: _Toc55976857][bookmark: _Toc41966187][bookmark: _Toc41966089][bookmark: _Toc41965832][bookmark: _Toc41451818][bookmark: _Toc41450603][bookmark: _Toc41384766][bookmark: _Toc41384602][bookmark: _Toc41361576][bookmark: _Toc41299821][bookmark: _Toc41299503][bookmark: _Toc41298554][bookmark: _Toc41298359][bookmark: _Toc41297184][bookmark: _Toc137457559][bookmark: _Toc137629304][bookmark: _Toc137629397][bookmark: _Toc137871199][bookmark: _Toc138653739]23.04 - Responsibility
[bookmark: _Toc41966188][bookmark: _Toc41966090][bookmark: _Toc41965833][bookmark: _Toc41451819][bookmark: _Toc41450604][bookmark: _Toc41384767][bookmark: _Toc41384603][bookmark: _Toc41361577][bookmark: _Toc41299822][bookmark: _Toc41299504][bookmark: _Toc41298555][bookmark: _Toc41298360][bookmark: _Toc41297185][bookmark: _Toc55976858][bookmark: _Toc55977028][bookmark: _Toc137362450][bookmark: _Toc137457560][bookmark: _Toc137629305][bookmark: _Toc137629398][bookmark: _Toc137871200][bookmark: _Toc138653740]23.04a - Director of Human Capital Management, Washington Office

The Director of Human Capital Management, Washington Office is responsible for:
1.  Maintaining an up-to-date Forest Service Merit Promotion Plan to ensure the implementation of a sound merit promotion program in the agency; and
[bookmark: _Toc41451820][bookmark: _Toc41450605][bookmark: _Toc41384768][bookmark: _Toc41384604][bookmark: _Toc41361579][bookmark: _Toc41299824][bookmark: _Toc41299506][bookmark: _Toc41298557][bookmark: _Toc41298362][bookmark: _Toc41297187]2.  Ensuring that the review, revision, clearance, and operation of the agency's Merit Promotion Program involves the joint efforts required between managers and Human Capital Management specialists and appropriate coordination with the Forest Service Partnership Council.
[bookmark: _Toc137362451][bookmark: _Toc55977029][bookmark: _Toc55976859][bookmark: _Toc41966189][bookmark: _Toc41966091][bookmark: _Toc41965834][bookmark: _Toc137457561][bookmark: _Toc137629306][bookmark: _Toc137629399][bookmark: _Toc137871201][bookmark: _Toc138653741]23.04b - Regional Foresters, Station Directors, Area Director, Institute Director, and Job Corps National Field Director

Regional Foresters, Station Director, Area Director, Institute Director and Job Corps national Field Director is responsible for ensuring that appointments of persons with disabilities caused by mental retardation or related conditions are the only exceptions that could be filled below the published minimum career ladders.
[bookmark: _Toc41451822][bookmark: _Toc41450607][bookmark: _Toc41384770][bookmark: _Toc41384606][bookmark: _Toc41361578][bookmark: _Toc41299823][bookmark: _Toc41299505][bookmark: _Toc41298556][bookmark: _Toc41298361][bookmark: _Toc41297186][bookmark: _Toc41361580][bookmark: _Toc41299825][bookmark: _Toc41299507][bookmark: _Toc41298558][bookmark: _Toc41298363][bookmark: _Toc41297188][bookmark: _Toc137362452][bookmark: _Toc55977030][bookmark: _Toc55976860][bookmark: _Toc41966191][bookmark: _Toc41966093][bookmark: _Toc41965836][bookmark: _Toc137457562][bookmark: _Toc137629307][bookmark: _Toc137629400][bookmark: _Toc137871202][bookmark: _Toc138653742]23.04c - Managers and Supervisors

[bookmark: _Toc41384607]Managers and supervisors have the responsibility to comply with the provisions of the Forest Service Merit Promotion Plan. In exercising this responsibility, managers and supervisors must be knowledgeable about and comply with the provisions of the Forest Service Merit Promotion Plan.  In addition, managers and supervisors have the responsibility to:
1.  Identify anticipated staffing needs.
2.  Base selection actions on fair and equitable treatment of candidates for promotion without regard to non-merit factors.
3.  Provide for fair and open competition.
4.  Evaluate and select individuals based on job-related criteria.
5.  Notify members of a selection advisory panel of confidentiality requirements.
6.  Ensure that all outreach plans follow the policy direction set forth in FSM 1766.6, Employment Outreach.
[bookmark: _Toc137362453][bookmark: _Toc55977031][bookmark: _Toc55976861][bookmark: _Toc41966192][bookmark: _Toc41966094][bookmark: _Toc41965837][bookmark: _Toc41451823][bookmark: _Toc41450608][bookmark: _Toc41384771][bookmark: _Toc41384608][bookmark: _Toc41361581][bookmark: _Toc41299826][bookmark: _Toc41299508][bookmark: _Toc41298559][bookmark: _Toc41298364][bookmark: _Toc41297189][bookmark: _Toc137457563][bookmark: _Toc137629308][bookmark: _Toc137629401][bookmark: _Toc137871203][bookmark: _Toc138653743]23.04d - Human Resources Specialists

Human Resources Specialists have the responsibility to serve as advisors and consultants to managers in the implementation of the Forest Service Merit Promotion Plan.  These specialists are responsible for advising managers as to options involved in the identification of and selection of applicants and for assisting managers in developing employee awareness and understanding of merit promotion actions. 
[bookmark: _Toc137362454][bookmark: _Toc137457564][bookmark: _Toc137629309][bookmark: _Toc137629402][bookmark: _Toc137871204][bookmark: _Toc138653744]23.04e – Civil Rights Officers

Civil Rights Officers shall assist supervisors and managers with outreach activities.  
[bookmark: _Toc137362455][bookmark: _Toc55977032][bookmark: _Toc55976862][bookmark: _Toc137457565][bookmark: _Toc137629310][bookmark: _Toc137629403][bookmark: _Toc137871205][bookmark: _Toc138653745]23.05 - Definitions
Ability.  A present competence to perform an observable behavior or a behavior that results in an observable product.  An ability is evidenced by the performance of an activity or work and should not be confused with an aptitude, which is only a potential for performing an activity.
Area of Consideration.  Organizational or geographic boundary in which the agency makes an intensive search for candidates in a specific promotion action.
Career Ladder.  The range of grades in an occupational series or specialization within an organization that represents the levels at which employees are given grade-building experience and to which they may be noncompetitively promoted once initial competition has taken place.
Competency.  An observable, measurable pattern of knowledge, skills, abilities, behaviors, and others characteristics that an individual needs to perform work roles or occupational functions successfully.
Crediting Plan.  A written document containing specific criteria used to make consistent and job-related determinations about the relative qualifications of applicants for a position.
Evaluation Criteria.  Criteria against which applicants are evaluated.  The criteria may include knowledge, skills, and abilities (KSAs), competencies, or certifications.
Evaluation Panel.  A permanent or ad hoc committee of subject matter experts established to evaluate, and rank employees according to the established crediting plan for placement on a referral list.
Job Analysis.  A systematic process of identifying the important duties of a position, and the knowledges, skills, and abilities and the competencies required to perform the work.
Knowledge.  An understanding of an organized body of information, usually of a factual or procedural nature, relating to a particular subject matter area.
Minimum Area of Consideration.  The area designated by the promotion plan in which the agency should reasonably expect to locate enough quality candidates as determined by the agency to fill vacancies in the positions covered by the plan.
Open-continuous Vacancy Announcements.  One type of announcement used to fill multiple vacancies as they occur.  Open-continuous vacancy announcements are open up to one year beyond the minimum timeframes outlined in the Merit Promotion Plan.
Organizational Unit.  The organizational unit is defined as the location where there is a line officer or equivalent at that geographic location; for example, Regional Forester, Regional Office Staff Director, Forest Supervisor, District Ranger, Nursery Superintendent, Job Corps National Field Office Director, Job Corps Center Director, Assistant Director (Research), Project Leader, Washington Office Staff Director, or Regional Special Agent in Charge.  Individuals who are in virtual or detached offices (rather than at their unit’s geographic location) would be included in the organizational unit to which they are officially assigned.
Outreach.  A pre-recruitment, systematic, on-going search to identify potential applicants for positions.
Outreach Plan.  A document outlining management decisions and actions taken to identify a quality and diverse applicant pool for the position to be filled.
Priority Consideration.  A consideration given to an employee as a result of special circumstances such as to correct a Merit Promotion Plan error.  (For specific examples refer to Appendix A, Guide for Corrective Actions in sec. 23.21, ex. 01, Servicewide Forest Service Merit Promotion Plan).
Promotion Potential.  The grade level to which an employee may be promoted noncompetitively.  Promotion potential is identified either in the vacancy announcement or by a career ladder defined in this Merit Promotion Plan or in a unit supplement.
Qualified Applicant.  An applicant who meets qualification standards that have been established by the U.S. Office of Personnel Management (OPM) for General Schedule (GS) and Federal Wage System (FWS) positions in the Federal Government.
Quality Group.  Three or more qualified applicants who meet quality ranking factors that are established for the position.
Repromotion.  Promotion to a grade previously held on a permanent basis in the 
competitive service from which an employee was separated or demoted for other than performance or conduct reasons (sec. 23.2, ex. 01, Servicewide Forest Service Merit Promotion Plan, Appendix E,  Forest Service Repromotion Plan; (5 CFR 536.301)).
Selection Advisory Panel (Recommending Panel).  A committee established to conduct a post-referral list evaluation of candidates that involves additional assessment information beyond the application, such as interviews, reference checks, and so on to make recommendations to the selecting official.
Selective Factor.  A knowledge, skill, ability or competency that is in addition to or more specific than the minimum required in the qualification standard, and that is essential to the performance of the position.
Skill.  Being able to perform proficient manual, verbal, or mental processes related to data, people, or things.  A skill embodies observable, quantifiable, and measurable performance parameters.
Supervisory Unit.  Generally the lowest level of a supervisory unit where like work is performed, such as a Ranger District, a Staff Office in a Supervisor’s Office, a Branch in a Regional Office, Washington Office or at the Albuquerque Service Center, Project Leader, and so forth.
Term Appointment.  An appointment for a period of more than 1 year, but not more than 4 years, when the need is not permanent
Time-limited Promotion.  A promotion to temporarily fill positions to accomplish project work, to fill positions temporarily pending reorganization or downsizing, or to meet other temporary needs.
Vacancy Announcement.  An advertisement of a vacant position that is open for competition to employees and/or citizens. 
[bookmark: _Toc137362456][bookmark: _Toc55977033][bookmark: _Toc55976863][bookmark: _Toc41297190][bookmark: _Toc41298365][bookmark: _Toc41298560][bookmark: _Toc41299509][bookmark: _Toc41299827][bookmark: _Toc41361582][bookmark: _Toc41384609][bookmark: _Toc41384772][bookmark: _Toc41450609][bookmark: _Toc41451824][bookmark: _Toc41965838][bookmark: _Toc41966095][bookmark: _Toc41966193][bookmark: _Toc137457566][bookmark: _Toc137629311][bookmark: _Toc137629404][bookmark: _Toc137871206][bookmark: _Toc138653746]23.06 - References

In addition to the authorities listed in section 23.01, the Forest Service, Washington Office Human Capital Management Staff, FSWeb/Intranet web site at http://fsweb.wo.fs.fed.us/hrm ("Employment" on the website menu) provides additional information related to the Servicewide Forest Service Merit Promotion Plan.
[bookmark: _Toc137362457][bookmark: _Toc55977034][bookmark: _Toc55976864][bookmark: _Toc137457567][bookmark: _Toc137629312][bookmark: _Toc137629405][bookmark: _Toc137871207][bookmark: _Toc138653747]23.1 - Procedures

To fill a vacant position, supervisors must submit, at a minimum, the following forms and information to the servicing human resources office:
1.  Form SF-52, Request for Personnel Action.
2.  Form AD-332, Position Description Cover Sheet.
3.  Position Description.
4.  Outreach Plan.
[bookmark: _Toc41297191][bookmark: _Toc41298366][bookmark: _Toc41298561][bookmark: _Toc41299510][bookmark: _Toc41299828][bookmark: _Toc41361583][bookmark: _Toc41384610][bookmark: _Toc41384773][bookmark: _Toc41450610][bookmark: _Toc41451825][bookmark: _Toc41965839][bookmark: _Toc41966096][bookmark: _Toc41966194][bookmark: _Toc55976865][bookmark: _Toc55977035][bookmark: _Toc137362458][bookmark: _Toc137457568][bookmark: _Toc137629313][bookmark: _Toc137629406][bookmark: _Toc137871208][bookmark: _Toc138653748][bookmark: _Toc55977036][bookmark: _Toc55976866][bookmark: _Toc41966195][bookmark: _Toc41966097][bookmark: _Toc41965840][bookmark: _Toc41451826][bookmark: _Toc41450611][bookmark: _Toc41384774][bookmark: _Toc41384611][bookmark: _Toc41361584]23.2 - Forest Service Merit Promotion Plan

[bookmark: _Toc41298368][bookmark: _Toc41297194]The philosophy of the Forest Service Merit Promotion Plan is a flexible and responsive merit promotion system that will ensure equal employment opportunity and enable managers to select from among the quality group of candidates for a position in order to carry out the mission of the Forest Service.  Fair and open competition is required in filling vacancies through merit promotion (5 CFR 300.102).
[bookmark: _Toc137362459][bookmark: _Toc41298379][bookmark: _Toc41297205][bookmark: _Toc137457569][bookmark: _Toc137629314][bookmark: _Toc137629407][bookmark: _Toc137871209][bookmark: _Toc138653749]23.21 - Coverage

Legal requirements of merit promotion are primarily in Title 5 of the United States Code 
(5 U.S.C.) and also in Title 5, Code of Federal Regulations, part 335 (5 CFR part 335).  A detailed listing of applicable authorities is in section 23.01.
1.  This plan covers promotions in the competitive service for career and career-conditional employees in grades GS-1 to GS-15 and in similar pay schedules and any prevailing rate schedule (wage grade).
2.  This plan also covers the promotions, demotions and reassignments of term employees serving on a given project to another position within the project, which the agency has been authorized to fill by term appointment (5 CFR 335.103(e)).
[bookmark: _Toc137362460][bookmark: _Toc137457570][bookmark: _Toc137629315][bookmark: _Toc137629408][bookmark: _Toc137871210][bookmark: _Toc138653750]
23.21a - Application of Competitive Procedures

Competitive procedures must be applied to the following actions:
1.  Promotion, reassignment, reinstatement, or change to lower grade from a one-grade interval series position to a two-grade interval series position except as provided by section 23.21b, paragraph 12.
2.  Promotion, reassignment, or reinstatement to a permanent or temporary position at a higher grade or to a position having higher promotion potential than the target grade of any position occupied under a nontemporary position in the competitive service.
3.  Time-limited promotions exceeding 120 days, or a combination of noncompetitive time-limited promotions and details to higher grade positions exceeding 120 days in the preceding 12 months.  In some rare instances a time-limited promotion may be made permanent without further competition, provided the time-limited promotion was originally made under competitive procedures and provided the fact that it might lead to a permanent promotion was made known to all potential candidates at the time the position was initially advertised.  A statement to this effect must have been included in the vacancy announcement.
a.  Time-limited promotions for positions at grades 14 and above that are to be advertised with the fact that they might lead to a permanent promotion must be justified by the requesting unit and must be approved by the Chief or Executive Team.  When considering advertising a time-limited promotion, take into account the effect of the area of consideration on the applicant pool.
b.  Time-limited promotions for positions at grades 13 and below that are to be advertised with the fact that they might lead to a permanent promotion must be justified by the requesting unit manager and approved by the respective Deputy Chief, Regional Forester, Station Director, Institute and Area Director or Job Corps National Field Office Director.  When advertisement of a time-limited promotion is being considered, take into account the effect of the area of consideration on the applicant pool. 
c.  Initial time-limited promotions may be made for up to 2 years.  Extensions may be made for up to a total of 5 years.  Any extension beyond two years must be approved, in one-year increments or less, by the next higher organizational level.  Extension requests must be documented and requested in writing.  Likewise, approvals must be in writing.
d.  An employee who is selected for a time-limited promotion must be released from the employee's home unit.  However, if an exigency of work exists, that is., emergency situation, the employee’s release date may be negotiated by management.  The employee retains return rights to the position of record, or to a like position at the same grade and location.  An exception is that for promotions of 1 year or more from positions at grades 14 and above, if the position of record is located at a region, station, or Area and there are no comparable positions available, the employee may be returned to a comparable position in another duty location, provided that this information was identified in the vacancy announcement.
4.  Selection for training which is a part of an authorized training agreement or promotion program required before an employee is qualified for reassignment to a different occupational series or a promotion.
[bookmark: _Toc137362461][bookmark: _Toc41298381][bookmark: _Toc41297207][bookmark: _Toc137457571][bookmark: _Toc137629316][bookmark: _Toc137629409][bookmark: _Toc137871211][bookmark: _Toc138653751]23.21b - Exceptions to Competitive Procedures

Competition does not apply to:
1.  Career ladder promotions, when employees meet qualifications, training, and successful performance requirements.
a.  The following chart outlines career ladders for the Forest Service.

	
Forest Service General Career Ladders


	Category
	Grade

	Professional (Scientist)
	11

	Professional (non-Scientist)
	09

	Administrative (two-grade interval only)
	09

	Technical*
	04

	Clerical and Administrative Support
	04

	Wage Grade
	03


*Except when on a SCEP appointment.
b.  Appointments of persons with disabilities resulting from mental retardation or related conditions, are the only exceptions allowed below the established career ladders.  
2.  Promotions resulting from an employee's position being reclassified at a higher grade because of additional duties and responsibilities when all of the following conditions are met, documented, and certified by the supervisor:
a.  The employee has been performing the grade-controlling functions for an extended period of time (normally 12 months), and will continue to perform the grade-controlling functions that are in the new position on a regular and recurring basis;
b.  A majority of the key duties of the former position are absorbed into the new position and are planned to continue indefinitely;
c.  Other positions within the supervisory unit are not adversely affected; no other position in that unit could have been assigned these higher graded duties;
d.  The expanded duties are within the scope of the work of the organizational unit on which the accretion occurs;
e.  The new position is not a reclassification from nonsupervisory or nonlead to a supervisory or lead position, when the lead or supervisory duties constitute the sole basis for upgrading the position.
3.  Promotions resulting from the upgrading of a position without significant change in duties and responsibilities due to issuance of a new classification standard, a result of an impact classification, or the correction of an initial classification error. 
4.  Selection of a candidate from the Reemployment or Repromotion Priority List for repromotion to a grade that the candidate had previously held in the competitive service. 
5.  A time-limited promotion of 120 days or less.  OPM Qualifications Standards for the series and grade must be met, other than maximum entry age requirements.  
6.  A position change conducted under reduction-in-force regulations.
7.  Re-promotion of an employee to the target grade of a position previously held by the employee on a permanent basis under a permanent appointment in the competitive service, except when the employee was demoted for reasons related to performance or conduct.
8.  Placement into a position having promotion potential to the target level of a position an employee held previously on a permanent basis under a career or career-conditional appointment, even though the employee never reached the full performance level of the position.  Make placement at the grade level for which time-in-grade and qualification standard requirements have been met. 
9.  A career ladder promotion following noncompetitive conversion of an employee participating in special programs such as the Disability Employment Program or Student Career Experience Program.
10.  An action taken as a result of an employee(s) receiving priority consideration.

11.  Extensions of competitive time-limited promotions for up to a total of 5 years.
12.  Changes from a single grade interval series to a two-grade interval series when the incumbent already occupies the same or higher grade as the career ladder for the new position, and when servicewide action is anticipated regarding a type of class of positions.
[bookmark: _Toc137362462][bookmark: _Toc137457572][bookmark: _Toc137629317][bookmark: _Toc137629410][bookmark: _Toc137871212][bookmark: _Toc138653752]23.22 – General Provisions
[bookmark: _Toc137362463][bookmark: _Toc137457573][bookmark: _Toc137629318][bookmark: _Toc137629411][bookmark: _Toc137871213][bookmark: _Toc138653753]23.22a – Job Analysis

The official position description and/or validated occupational competencies must satisfy the requirements at 5 CFR 300.103(a).
1.  The supervisor and human resources specialist must identify the basic duties and responsibilities of the position and based on those duties, define the evaluation criteria and develop a crediting plan that will provide the basis for determining quality candidates prior to the issuance of the announcement.  
2.  The evaluation criteria reflect the knowledges, skills, and abilities (KSAs) or competencies required by the position, the factors that are important for evaluating candidates.  Generally three to six KSAs/competencies shall be identified. 
3.  The crediting plan describes how the KSAs/competencies shall be used to determine relative levels of possession of the KSAs/competencies at each grade level.
[bookmark: _Toc137362464][bookmark: _Toc41298384][bookmark: _Toc41297210][bookmark: _Toc137457574][bookmark: _Toc137629319][bookmark: _Toc137629412][bookmark: _Toc137871214][bookmark: _Toc138653754]23.22b - Selective Factors
 
A selective factor, when used, becomes part of the basic qualification requirements for a position.  Applicants who do not meet the selection factor are ineligible for further consideration. Selective factors may not: 
1.  Be so narrow that they would preclude from consideration applicants who could perform the duties of the position.
2.  Require knowledge, skills, and abilities (KSAs) or competencies that could be learned readily during the normal period of orientation to the position.
3.  Be so specific as to exclude from consideration applicants without prior Federal experience.
4.  Be so restrictive that they run counter to the goal of placing applicants from priority placement lists established to assist in the placement of employees affected by reduction in force (RIF). 
[bookmark: _Toc137362465][bookmark: _Toc41298385][bookmark: _Toc41297211][bookmark: _Toc137457575][bookmark: _Toc137629320][bookmark: _Toc137629413][bookmark: _Toc137871215][bookmark: _Toc138653755]23.22c - Multi-grade Vacancy Announcements
1.  With the exception of line officer positions at the GS-14 level and above, vacancies should be announced using multi-grade vacancy announcements, when possible (for example, GS-203-4/5/6, GS-486-7/9/11, and so forth).
2.  The results of the outreach plan should be used in determining the range of grade levels to be advertised in order to find quality candidates.
[bookmark: _Toc41297212][bookmark: _Toc41298386][bookmark: _Toc137362466][bookmark: _Toc137457576][bookmark: _Toc137629321][bookmark: _Toc137629414][bookmark: _Toc137871216][bookmark: _Toc138653756]23.22d - Specialized Experience

Each announcement must define specialized experience specific to that vacancy, in accordance with the OPM Qualifications Standards Operating Manual for General Schedule Positions, Section II.5.
[bookmark: _Toc137362467][bookmark: _Toc137457577][bookmark: _Toc137629322][bookmark: _Toc137629415][bookmark: _Toc137871217][bookmark: _Toc138653757][bookmark: _Toc41298387][bookmark: _Toc41297213]23.22e - Open-continuous Vacancy Announcements

Employment offices may use open continuous announcements where appropriate: such as advertising similar jobs in a variety of locations; or where high turnover in occupations with a range of grade levels.  
1.  Specific duty locations, where vacancies are located, must be included in the vacancy announcement and posted in accessible location(s) within the area of consideration.
2.  Qualifications determinations may be made and referral lists may be issued at various times during the life of the announcement, by using specific cut-off dates or as needed depending upon the need to fill a vacancy or the volume of applications.
3.  A referral list may not be issued prior to the minimum timeframes allowed for the area of consideration or grade level.
[bookmark: _Toc137362468][bookmark: _Toc41298388][bookmark: _Toc41297214][bookmark: _Toc137457578][bookmark: _Toc137629323][bookmark: _Toc137629416][bookmark: _Toc137871218][bookmark: _Toc138653758]23.22f - Confidentiality

[bookmark: _Toc41298389][bookmark: _Toc41297215]Those directly involved in any phase of the merit promotion process shall safeguard the privacy of individual applicants and not identify applicants to individuals not directly involved in the process.
[bookmark: _Toc137362469][bookmark: _Toc137457579][bookmark: _Toc137629324][bookmark: _Toc137629417][bookmark: _Toc137871219][bookmark: _Toc138653759]23.22g – Outreach Plan

The supervisor of the position to be filled shall prepare an outreach plan.  At a minimum, the plan must document the outreach strategies utilized to identify quality candidates for the position. 
[bookmark: _Toc137362470][bookmark: _Toc41298394][bookmark: _Toc41297220][bookmark: _Toc137457580][bookmark: _Toc137629325][bookmark: _Toc137629418][bookmark: _Toc137871220][bookmark: _Toc138653760]23.23 - Vacancy Announcement Provisions and Timeframes
[bookmark: _Toc137362471][bookmark: _Toc41298395][bookmark: _Toc41297221][bookmark: _Toc137457581][bookmark: _Toc137629326][bookmark: _Toc137629419][bookmark: _Toc137871221][bookmark: _Toc138653761]23.23a - Applicant Information

Supervisors, in consultation with human resources specialists, shall identify the information needed from candidates to make a selection decision.  The information needed may vary by occupation and shall be used to determine the extent to which candidates meet the specialized experience, knowledge, skills, and abilities (KSAs), and any other competencies required to perform the duties of the position. 
[bookmark: _Toc41297222][bookmark: _Toc41298396][bookmark: _Toc137362472][bookmark: _Toc137457582][bookmark: _Toc137629327][bookmark: _Toc137629420][bookmark: _Toc137871222][bookmark: _Toc138653762]23.23b - Area of Consideration
1.  Criteria for Setting Minimum Area of Consideration.  When setting the minimum area of consideration, all of the following criteria must be met:
a.  Create fair and open competition.
b.  Pursue a diverse applicant pool.
c.  Yield well-qualified applicants.
2.  Standard Areas of Consideration.  For the Forest Service, the standard areas of consideration are:
a.  Governmentwide.
b.  USDAwide.
c.  Forest Servicewide.
d.  Regionwide.
e.  Forestwide.
f.  Stationwide.
g.  Institutewide.
h.  Areawide.
i.  Job Corps Centers.
j.  Washington Office.
k.  Law Enforcement and Investigations.
3.  Non-Standard Areas.
a.  Units may use non-standard areas of consideration for positions that serve more than one unit (for example, zones, provinces, clusters, Albuquerque Service Center (ASC)), provided the minimum area of consideration in section 23.23b, paragraph 4 and the criteria in section 23.23b, paragraphs 1a through c are met. 
b.  The basis for the decision to advertise using a non-standard area must be documented on the Outreach Plan.  Examples of non-standard areas include:
(1)  Zonewide.  Units that serve more than one unit (for example, multiple forests, multiple regions).
(2)  Local commuting area.
4.  Minimum Area of Consideration.  For permanent positions, the minimum area of consideration is as follows:

	Position
	Minimum Area of Consideration
	Minimum Timeframe

	GS-14/15 and all line officer positions
	Servicewide
	28 calendar days

	GS-11 through GS-13 positions
	Washington Office/region/station/
Institute/Area/Job Corpswide
	14 calendar days

	GS/WG-10 and below
	Forest/zone/province-wide
	14 calendar days


5.  Exceptions to Established Minimum Areas.
a.  The Regional Foresters, Forest Supervisors, Station Director, Institute Director, Area Director, Job Corps National Field Office Director and the Washington Office Director of Human Capital Management may make exceptions for GS-11, -12, and -13 positions (excluding line officer positions) in unique situations, such as reorganizations and downsizing, as long as the criteria in section 23.23b, paragraphs 1a through c are met.
b.  For a time-limited promotion beyond 120 days without a possibility of becoming permanent, Deputy Chiefs, Regional Foresters, Station Directors, Institute Director, Area Director, and Job Corps National Field Office Director may modify the area of consideration and timeframes, as long as the criteria in section 23.23b, paragraphs 1a through c are met.

6.  Consideration of Applicants.
a.  Do not consider applicants from outside the specified area of consideration.  Give applicants, who are not required to compete (that is, lateral, change to lower grade, Veterans’ Recruitment Appointment (VRA and so forth.), concurrent consideration regardless of the specified area of consideration.  Give appropriate consideration to Career Transition Assistance Program (CTAP) and/or, when a position is advertised Governmentwide, Interagency Career Transition Assistance Program (ICTAP) eligibles, when they apply for a specific vacancy and are determined to be well qualified.
b.  Applications from non-competitive eligibles are accepted and referred to the selecting official at any time prior to final selection.
c.  For any conflict in timeframes, the provisions in existing collective bargaining agreements shall prevail for bargaining unit positions (5 U.S.C. 7114).
[bookmark: _Toc137362473][bookmark: _Toc41298397][bookmark: _Toc41297223][bookmark: _Toc137457583][bookmark: _Toc137629328][bookmark: _Toc137629421][bookmark: _Toc137871223][bookmark: _Toc138653763]23.23c - Vacancy Announcement Provisions  

For purposes of consistency, all units should use the vacancy announcement template, which is located at http://fsweb.wo.fs.fed.us/hrm under "Employment."  The automated staffing system will be programmed with a standard template.  
[bookmark: _Toc41298398][bookmark: _Toc41297224]1.  Minimum provisions of a vacancy announcement include:
a.  Announcement number.
b.  Opening/closing date and area of consideration.  (Vacancy announcements may not open or close on weekends or holidays.)
c.  Title, series, pay plan, grade, and promotion potential, if any.
d.  Tour of duty.
e.  Organization and duty location.
f.  Summary of the duties and responsibilities, including any fire suppression requirements.
g.  Qualification requirements, including specialized experience definition and evaluation criteria.
h.  Selective placement factors, if applicable.
i.  Method of evaluation.
j.  Application instructions.
k.  Bargaining unit status.
l.  Availability of Forest Service affiliated day care facilities.
m.  Availability of Government housing.
n.  Career Transition Assistance Program and Interagency Career Transition Assistance Program (CTAP/ICTAP) provisions, when applicable.  (The definition of well-qualified and information on how CTAP and ICTAP candidates may apply, including the proof of eligibility required.)
o.  USDA statement on Equal Employment Opportunities (EEO)/Civil Rights.
p.  Forest Service reasonable accommodation statement.
q.  Information on how to file an informal complaint of discrimination.
r.  Information on eligibility under Veterans’ Recruitment Appointments (VRA) or Veterans Employment Opportunity Act (VEOA), when applicable.

Relocation expenses shall be paid to an employee selected under merit promotion procedures; therefore, statements concerning relocation expenses shall not be addressed in internal vacancy announcements for permanent positions.  For temporary promotions, the vacancy announcement should address the nature of any travel and/or relocation or moving expenses that shall be paid.
[bookmark: _Toc137362474][bookmark: _Toc137457584][bookmark: _Toc137629329][bookmark: _Toc137629422][bookmark: _Toc137871224][bookmark: _Toc138653764]23.23d - Required Documents
1.  Vacancy announcements shall specify the required documents to be submitted.
2.  Applicants shall not be required to submit supporting documentation at the time of application unless specifically required to determine qualifications for a position, except for transcripts that are required to determine qualifications and military preference documents.  Applicants will be contacted if they need to provide other documents.
a.  At the time of selection, supporting documents may be requested.
b.  Give selected applicants a tentative job offer, pending receipt of supporting documentation required.  
3.  Vacancy announcements issued using the automated staffing system shall inform applicants of an alternative method for applying, other than on-line.  The alternative method guidance shall include:
a.  How to request a hardcopy application package and where to send their hardcopy application.
b.  Submission of all required documents must be in the same package in order to receive consideration.
[bookmark: _Toc137362475][bookmark: _Toc137457585][bookmark: _Toc137629330][bookmark: _Toc137629423][bookmark: _Toc137871225][bookmark: _Toc138653765]23.23e – Voluntary Document

Request applicants to submit Standard Form 181, Ethnicity and Race Identification, along with their hardcopy application package.  Notify them in the vacancy announcement that this form is entirely voluntary and will be used for statistical purposes only.  Separate this form from the application package.  Ensure that managers and supervisors do not have access to these forms.
[bookmark: _Toc41297226][bookmark: _Toc41298400][bookmark: _Toc137362476][bookmark: _Toc137457586][bookmark: _Toc137629331][bookmark: _Toc137629424][bookmark: _Toc137871226][bookmark: _Toc138653766]23.23f - Transmittal of Applications
1.  Transmittal of application by automated application system, personal delivery, fax, e‑mail, agency internal mail system, traditional or overnight mail service is permitted in response to vacancy announcements in accordance with the instructions contained in each vacancy announcement.  
a.  Applications electronically transmitted (automated application, e‑mail or fax) must be received on or before the closing date stated in the vacancy announcement.  Electronic signatures are acceptable; however, original signatures may be required after the candidate is selected.  Applications submitted via an automated application system are accepted up to 11:59 p.m. Eastern Standard Time/Eastern Daylight Time on the closing date.
b.  Hard copy applications must be received or postmarked on or before the closing date stated in the vacancy announcement.  Hard copy applications that are personally delivered must be received by the close of the business day.  Locations and business day hours may vary.
2.  The agency shall not accept from individuals applications received in franked or metered Government envelopes. 
3.  It is the applicants’ responsibility of the applicant to ensure completeness and timely postmark/ transmittal of the application regardless of submission method used.  The Forest Service assumes no responsibility for late delivery or nonreceipt of electronic or hard copy applications.  
4.  Do not accept additions or changes to application packages after the closing date of the vacancy announcement except in situations identified in paragraph 5.
5.  In situations where an employee’s opportunity to apply is hampered because of an extreme emergency, such as, fire, flood or extenuating personal circumstances, an application may be accepted after the closing date or a vacancy announcement may be extended by the servicing human resources office on a case-by-case basis, but must be officially documented in merit promotion files. 
6.  In situations where an employee is hampered from applying, the employee may be given an opportunity to apply to a vacancy announcement:

a.  Pursuant to 5 CFR 352.314, employees on an international assignment shall be considered for all promotions within the area of consideration for which they would have been considered had they not been absent.  This situation should be carefully documented because it may determine the reemployment grade when they return from their foreign assignment.

b.  In cases where a job offer has not already been extended, all other  employees absent for legitimate reasons, where they could not reasonably have knowledge of the vacancy announcement, should be given an opportunity to apply.

c.  Employees on active military duty.
[bookmark: _Toc137362477][bookmark: _Toc41298402][bookmark: _Toc41297228][bookmark: _Toc137457587][bookmark: _Toc137629332][bookmark: _Toc137629425][bookmark: _Toc137871227][bookmark: _Toc138653767]23.23g - Voluntary Application Files 

The Forest Service shall not establish a voluntary application system.
[bookmark: _Toc137362478][bookmark: _Toc41298403][bookmark: _Toc41297229][bookmark: _Toc137457588][bookmark: _Toc137629333][bookmark: _Toc137629426][bookmark: _Toc137871228][bookmark: _Toc138653768]23.24 - Candidate Evaluation and Referral
[bookmark: _Toc137362479][bookmark: _Toc41298404][bookmark: _Toc41297230][bookmark: _Toc137457589][bookmark: _Toc137629334][bookmark: _Toc137629427][bookmark: _Toc137871229][bookmark: _Toc138653769]23.24a - Candidate Evaluation
1.  When a traditional vacancy (non-automated) announcement is used, human resources specialists shall document the specific basis for placing candidates in the eligible or quality group in relation to the criteria outlined in the vacancy announcement.
2.  Establish and document criteria for the placement of candidates in the quality group (crediting plan) prior to announcing the vacancy.
a.  Eligible group.  The eligible group candidates who meet or will meet time-in-grade, time-after-competitive appointment, and the requirements of the OPM Qualification Standards for General Schedule or Wage Grade positions within 30 days after the closing date of the announcement for stand-alone announcements or within 30 days of the issuance of a referral list for open-continuous announcements, along with any selective factors identified in the vacancy announcement.
[bookmark: _Toc41298406][bookmark: _Toc41297232]b.  Quality group.  Candidates who are found to be eligible when further evaluated against the following criteria:
(1) Specific job-related work experience that is clearly above the minimum requirements listed in the OPM Qualifications Standards Operating Manual for General Schedule and Wage Grade positions and any selective factors.  Examples of experience that would place a candidate in the quality group must be documented by the supervisor of the position, in consultation with the human resources specialist, for each competency or knowledge, skill, and ability (KSA) (evaluation criteria) in a crediting plan; or  
(2) Evidence of high ability for the work of the position, such as successful completion of an accredited educational (academic or trades) program directly related to the KSAs/competencies required for the position must be documented for each competency or KSA (evaluation criteria) in a crediting plan.
3.  Subject matter experts or evaluation panels may be used in the candidate evaluation process as needed.
4.  Eligible applicants who may be non-competitively reassigned or demoted to the target grade of the announced position need not be further evaluated against the quality grouping criteria, and shall be referred as non-competitive eligible candidates.
[bookmark: _Toc137362480][bookmark: _Toc137457590][bookmark: _Toc137629335][bookmark: _Toc137629428][bookmark: _Toc137871230][bookmark: _Toc138653770]23.24b - Referral 
1.  Human resources specialists shall refer all candidates who meet the quality group criteria to the selecting official.
2.  When there are insufficient (less than 3) candidates for the quality group, then all candidates who are in the quality group and eligible group shall be referred.  Refer candidates at the grade level for which they meet basic qualification requirements.
3.  A human resources specialist with delegated employment authority shall issue a referral list (Form FS-6100-12, Certificate of Candidates), along with appropriate application material.
4.  For multi-grade announcements, refer candidates at all grade levels for which they meet the quality group criteria.

Collectively, for all grades advertised, if 3 or more candidates meet the quality group criteria, then the basic requirement for issuance of a referral list is met.  If there are less than 3 quality candidates collectively, then combine and refer the quality group candidates and the basically eligible candidates.
[bookmark: _Toc137362481][bookmark: _Toc41298407][bookmark: _Toc41297233][bookmark: _Toc137457591][bookmark: _Toc137629336][bookmark: _Toc137629429][bookmark: _Toc137871231][bookmark: _Toc138653771]23.24c – Noncompetitive Candidates

Eligible candidates from noncompetitive sources (for example, reinstatement eligibles, lateral reassignments or current Federal employees who previously held or currently hold the same or higher grade as the full performance level (FPL) of the vacancy, as well as employees who now hold or previously held a position with promotion potential to the same or higher grade level of the FPL of the vacancy, including those outside the area of consideration) may be noncompetitively referred to the selecting official by the human resources specialist.  Refer these noncompetitive candidates to the selecting official on Form FS-6100-12, Certificate of Candidates specifically marked “Noncompetitive Eligibles.”
[bookmark: _Toc137362482][bookmark: _Toc41298408][bookmark: _Toc41297234][bookmark: _Toc137457592][bookmark: _Toc137629337][bookmark: _Toc137629430][bookmark: _Toc137871232][bookmark: _Toc138653772]23.25 - Selection
[bookmark: _Toc137362483][bookmark: _Toc41298409][bookmark: _Toc41297235][bookmark: _Toc137457593][bookmark: _Toc137629338][bookmark: _Toc137629431][bookmark: _Toc137871233][bookmark: _Toc138653773]23.25a - Right to Select

The selecting official is entitled to make or not make the selection from any of the candidates on the Referral Lists based on judgment of how well the candidate will perform in the particular position being filled, or to select from other appropriate sources, such as reinstatement, transfer, people with targeted disabilities, or Veteran’s Recruitment Appointment (VRA) eligibles, after following the order of consideration detailed in Appendix F, Order Of Consideration When Filling A Vacancy.
[bookmark: _Toc137362484][bookmark: _Toc41298410][bookmark: _Toc41297236][bookmark: _Toc137457594][bookmark: _Toc137629339][bookmark: _Toc137629432][bookmark: _Toc137871234][bookmark: _Toc138653774]23.25b - Selection Methods

Selecting officials, in consultation with human resources specialists, shall determine the best method to evaluate the extent to which candidates possess the knowledge, skills, and abilities (KSAs) or competencies required to perform the duties of the position.
1.  The selecting official may personally review the materials submitted by each candidate and make a selection based on personal knowledge of the duties of the position to be filled and relative importance of the key characteristics required to successfully perform in the position.
2.  The selecting official may choose to contact references provided by the candidate and factor that information into the selection decision.
3.  Give consideration to performance appraisals and incentive awards.  In considering performance appraisals, candidates shall not be placed at a disadvantage solely because of the appraisal system in which they received a rating.
4.  The selecting official may assign a selection advisory panel to conduct a post-certificate evaluation of candidates that must involve additional assessment information beyond the application, such as interviews, reference checks, and so on to make recommendations to the 
selecting official. This must be done in accordance with applicable collective bargaining unit agreements.  The selecting official may then consider panel recommendations, review candidate materials as appropriate, and make a selection.
5.  The selecting official/selection advisory panel is encouraged to interview the candidates.  The selecting official/selection advisory panel may choose to interview all, some, or none of the candidates.  Base the decision to interview or not to interview on job-related reasons.  Interviews may be conducted by telephone, face to face, use of a panel, or any other pertinent method or combination of methods.  The selecting official/selection advisory panel shall then review the results of all information received and make a selection or recommendation for selection.
[bookmark: _Toc137362485][bookmark: _Toc41298411][bookmark: _Toc41297237][bookmark: _Toc137457595][bookmark: _Toc137629340][bookmark: _Toc137629433][bookmark: _Toc137871235][bookmark: _Toc138653775]23.25c - Referral List Timeframes
1.  The referral list should be returned to the issuing human resources office as quickly as is reasonable; however the Referral List must be returned not later than 60 days after issuance.
2.  In very rare cases when there are extenuating circumstances, a 30-day extension may be requested and approved in writing only by Regional Foresters, Station Directors, Area Director, Institute Director, Job Corps National Field Director, and Deputy Chiefs.  These requests must also be submitted prior to the expiration date and justification for the extension must be documented.  Extensions approved at this level are typically for situations such as local emergencies.
3.  Referral lists may be extended beyond 90 days for emergency situations only upon formal written request and approval by the Director of Human Capital Management Washington Office.  Extensions approved at this level are typically for situations which involve emergencies of a national scope, such as employee freezes, natural disasters, lapse in appropriations, and so forth.  For bargaining unit positions, notify the union of these extensions.
[bookmark: _Toc137362486][bookmark: _Toc137457596][bookmark: _Toc137629341][bookmark: _Toc137629434][bookmark: _Toc137871236][bookmark: _Toc138653776]23.25d - Multi-grade Vacancies

For multi-grade vacancies, place candidates selected below the target grade level of the position under a development plan.
1.  When a selected candidate does not meet the quality group criteria at the highest level for which basic qualifications requirements are met, then an analysis of their qualifications will be used to determine when the candidate can be promoted.  The promotion date shall be no less than 90 days from the effective date of assignment to the new position.
2.  Promotions will normally occur upon obtaining a successful performance evaluation of the work of the position and successful completion of the development plan, as well as meeting basic qualification and time-in-grade requirements.
[bookmark: _Toc137362487][bookmark: _Toc137457597][bookmark: _Toc137629342][bookmark: _Toc137629435][bookmark: _Toc137871237][bookmark: _Toc138653777]23.26 – Case File Documentation
[bookmark: _Toc137362488][bookmark: _Toc41298414][bookmark: _Toc41297240][bookmark: _Toc137457598][bookmark: _Toc137629343][bookmark: _Toc137629436][bookmark: _Toc137871238][bookmark: _Toc138653778]23.26a - Records and Information

Selecting officials are required to document the reason(s) for candidate selection in all cases.
[bookmark: _Toc41298415][bookmark: _Toc41297241]1.  Merit Promotion Requirement.  A record of each case file must be sufficient to allow reconstruction of the action, including documentation on how candidates were evaluated.  At a minimum, the records must include the items listed in exhibit 01:

23.26a – Exhibit 01

Merit Promotion Requirements

	Document
	Traditional
	Automated Staffing System

	
	Hard Copy Case File
	Electronic Case File
	Hard Copy Case File

	a.  Form SF-52, Request for Personnel Action
	X
	
	X

	b.  Form AD-332, Position Description and Cover Sheet and/or automated system PD Cover Sheet, Position Description, and Evaluation Statement
	X
	X
	

	c.  Outreach plan
	X
	
	X

	d.  Crediting plan
	X
	X
	

	e.  Documentation that Workforce Restructuring and Placement System (WRAPS) and Reemployment Priority Listing (RPL) requirements have been met and that the job has been posted on USA jobs 
	X
	
	

	f.  Documentation that CTAP/ICTAP requirements have been met
	X
	X
	

	g.  Vacancy Announcement
	X
	X
	

	h.  Applicant qualifications certification
	   X
	X
	

	i.  Form AD-735, Evaluation of Candidates or automated staffing system equivalent; 
	X
	X
	




23.26a – Exhibit 01--Continued

Merit Promotion Requirement

	Document
	Traditional
	Automated Staffing System

	
	Hard Copy Case File
	Electronic Case File
	Hard Copy Case File

	j.  Referral List, Form FS-6100-12, Certificate of Candidates or automated staffing system equivalent
	X
	X
	

	k.  Separate Referral Lists, Form FS-6100-12, Certificate of Candidates for Noncompetitive Eligibles or automated staffing system equivalent, if applicable
	X
	X
	

	l.  All applications packages 
(*Hard copy applications scannable bubblesheets  received for automated staffing system issued vacancy announcements)
	X
	X
	X*

	m.  Copy of application of selected applicant
	X
	X
	

	n.  Confirmation letter
	X
	
	X

	o.  Non-select letters
	X
	X
	

	p.  Interview questions, if applicable; and *interview questions other than those generated by the automated staffing system
	X
	X
	X*

	q.  Reason(s) for selecting the successful applicant (when a panel is used, the combined panel consensus is documented)
	X
	X
	


[bookmark: _Toc41298416][bookmark: _Toc41297242]2.  Noncompetitive Promotion (accretion of duties) Requirements.  A record for each noncompetitive promotion based on the assignment of additional duties and responsibilities must be sufficient to reconstruct the rationale for the noncompetitive action.  At a minimum, the record must include all of the following:
a.  Form SF-52, Request for Personnel Action.
b.  Old and newly classified position descriptions, including evaluation statements.
c.  Decision documentation.  The supervisor is required to document all viable options and the basis for the final assignment of additional grade-controlling duties on the Exception to Competition Form, which is available under the Employment Menu, Merit Promotion Plan Tools section, at http://fsweb.wo.fs.fed.us/hrm.
[bookmark: _Toc41298417][bookmark: _Toc41297243]3.  Retention of Records.  These records may be destroyed after 2 years, or after the program has been formally evaluated by OPM (whichever comes first), provided no grievance, appeal, or complaint is pending (FSH 6209.11, sec. 41). 
4.  Employee Rights.  Employees may request the following information from their servicing human resources office:
a.  About the Merit Promotion Plan.
(1) Explanation of any part of the plan.
(2)  Details of governing regulation(s).
(3)  The qualifications required for a position.
(4)  Details of the evaluation techniques.
b.  About a specific vacancy:
(1)  If the employee was considered.
(2)  If the employee was basically qualified.
(3)  If the employee was in the quality candidate grouping.
(4)  Who was selected.
[bookmark: _Toc41298419][bookmark: _Toc41297245](5)  Feedback obtained from the supervisor of the position being filled on how an applicant may improve chances for selection on future vacancies.
(6)  Documentation used to evaluate the employee.
(7)  Other information required by collective bargaining agreements.
(8)  Number of applications received.
(9)  Number of candidates referred.
[bookmark: _Toc137362489][bookmark: _Toc137457599][bookmark: _Toc137629344][bookmark: _Toc137629437][bookmark: _Toc137871239][bookmark: _Toc138653779]23.26b - Corrective Action

If a violation of competitive employment practices occurs, corrective action shall be taken.  See Appendix A, Guide for Corrective Actions, for additional information.
[bookmark: _Toc137362490][bookmark: _Toc137457600][bookmark: _Toc137629345][bookmark: _Toc137629438][bookmark: _Toc137871240][bookmark: _Toc138653780]23.27 – Appendices
[bookmark: _Toc137362491][bookmark: _Toc137457601][bookmark: _Toc137629346][bookmark: _Toc137629439][bookmark: _Toc137871241][bookmark: _Toc138653781]23.27a – Appendix A – Guide for Corrective Actions

(The direction in this appendix has been adapted from adapted from FSH 6109.41 - DPM 751, Appendix A-4.)

A.  General 
1.  Alternative actions.  Failure to adhere strictly to laws, Office of Personnel Management (OPM) regulations and instructions, agency policies and guidelines, and agency promotion plans is to be rectified promptly by the OPM or the agency involved.  Action to rectify a violation may involve 1) an employee who was erroneously promoted; 2) an employee or employees who were not promoted or considered because of a violation; or 3) officials who caused or sanctioned a violation.  It also may involve correction of program deficiencies.  The nature and extent of actions to be taken in any case have to be determined on the basis of all the facts in the case, with due regard to the circumstances surrounding the violation, to the equitable and legal rights of the parties concerned, and to the interests of the Government.
2.  Types of promotion violations.
a.  Procedural.  A procedural violation occurs when a promotion action does not conform to the requirements of the applicable promotion plan.  It may include, for example:
(1) Failure to consider an employee entitled to consideration;
(2) Selection of an employee not in the best qualified group; or
(3) Failure to give the required weight to an evaluation factor prescribed by the plan.
b.  Regulatory.  A regulatory violation occurs when the promoted employee did not meet legal requirements or OPM regulatory requirements at the time of promotion.  It may include, for example:
(1) Failure to meet time-in-grade requirements; or
(2) Failure to meet OPM qualification requirements.
c.  Program.  A program violation occurs when agency promotion guidelines do not conform to OPM requirements or agency promotion plans do not conform to agency guidelines.  It may include, for example:
(1) Use of inappropriate evaluation methods;
(2) Establishment of inappropriate minimum areas of consideration; or
(3) Failure to consult employees and employee organizations when required.

B.  Action involving erroneously promoted employee
1.  Retention in position.
a.  General.  The general rule is that an erroneously promoted employee may be retained in the position only if the promotion action can be corrected to conform essentially to all OPM and agency requirements; however, corrective action decisions must be tempered by all the facts surrounding the violation.  Under some conditions, it may be permissible to retain the employee in the position even when the general rule does not apply.
b.  Procedural violation.  In this kind of violation, an employee may be retained in the position only if:
(1) Reconstruction of the promotion action shows that he or she could have been selected had the proper procedures been followed at the time the action was taken; or
(2) The OPM office (regional or central) with geographic jurisdiction gives approval.
c.  Regulatory violation.  In this kind of violation, an employee may be retained in the position only if:
(1) He or she now meets the necessary qualification or regulatory requirements; and
(2) The OPM office (regional or central) with geographic jurisdiction gives approval.
d.  Program violation.  An employee generally may be retained in the position if there was no accompanying procedural or regulatory violation.  The OPM is to be notified of the program correction made.
2.  Corrective action.  If an employee is not retained in the position, they must be returned to their former position or placed in another position for which they are qualified.  If the latter position is in a higher grade or level than the position the employee was in prior to the erroneous promotion, the position change is made under competitive promotion procedures as though the employee were still serving at the grade or level from which erroneously promoted.
3.  OPM approval.  OPM approval for retaining an employee in the position is dependent on the nature, extent, and seriousness of the violations involved in the particular situation.  OPM approval takes into account such factors as:
a.  How close the employee was to meeting qualification or regulatory requirements at the time of promotion, if a regulatory violation is involved;
b.  How close the employee was to being in the quality group, if a procedural violation is involved;
c.  How much time has elapsed since promotion; and
d.  Whether employees who were or should have been in the group certified to the selecting official can be identified and whether they have been promoted or have left the agency.

C.  Action involving nonselected employees  
1.  If the action taken to correct the erroneous promotion was to require that the position be vacated, an employee who was not promoted or given proper consideration because of the violation (that is, an employee in the quality group who was not selected or an employee who should have been in this group but was not) shall be considered for promotion to the vacated position before candidates are considered under a new promotion or other placement action.
2.  If the corrective action did not include vacating the position, an employee who was not promoted or given proper consideration because of the violation shall be given priority consideration under a new promotion or other placement action.  Agencies may make the final determination on how they will handle actions involving nonselected employees, except when actions are mandated by law or regulation.

D.  Action involving responsible officials 

Violations of the promotion program can have a serious impact on Human Capital Management that goes beyond the particular cases involved.  Proper promotion actions are essential to ensure that the agency is being staffed by the best persons available and employees are receiving fair consideration.  Thus, management officials have a responsibility to see that violations do not occur either by error or design.
[bookmark: _Toc137362492][bookmark: _Toc137457602][bookmark: _Toc137629347][bookmark: _Toc137629440][bookmark: _Toc137871242][bookmark: _Toc138653782][bookmark: _Toc137362493]23.27b - Appendix B – Merit Promotion Requirements (5 CFR 335.103)
1.  Requirement 1.  Each agency must establish procedures for promoting employees which are based on merit and are available in writing to candidates.  Agencies must list appropriate exceptions, including those required by law or regulation.  Actions under a promotion plan - whether identification, qualification, evaluation, or selection of candidates - shall be made without regard to political, religious, or labor organization affiliation or nonaffiliation, marital status, race, color, sex, national origin, nondisqualifying physical disability, or age, and shall be based solely on job-related criteria.
2.  Requirement 2.  Areas of consideration must be sufficiently broad to ensure the availability of high quality candidates, taking into account the nature and level of the positions covered.  Agencies must also ensure that employees within the area of consideration who are absent for legitimate reason (for example, on detail, on leave, at training courses, in the military service, or serving in public international organizations or on Intergovernmental Personnel Act assignments), receive appropriate consideration for promotion.
3.  Requirement 3.  To be eligible for promotion or placement, candidates must meet the minimum qualification standards, using a qualification method approved by the Office of Personnel Management (OPM).  Methods of evaluation for training which leads to promotion (for example, special provisions for qualifications), must be consistent with the CFR.  Due weight shall be given to performance appraisal and incentive awards.
4.  Requirement 4.  Selection procedures will provide for management's right to select or not select from among a group of best qualified candidates.  They will also provide for management's right to select from other appropriate sources, such as reemployment priority lists, reinstatement, transfer, disability or Veterans’ Recruitment Appointment eligible, or those within reach on an appropriate OPM certificate.  In deciding which source or sources to use, agencies have an obligation to determine which is most likely to best meet the agency mission objectives, contribute fresh ideas and new viewpoints, and meet the agency's EEOC MD-715, Model EEO Program. 
5.  Requirement 5.  Administration of the promotion system will include record keeping and the provision of necessary information to employees and the public, ensuring that individuals' rights to privacy are protected.  Each agency must maintain a temporary record of each promotion sufficient to allow reconstruction of the promotion action, including documentation on how candidates were rated and ranked.  These records may be destroyed after 2 years or after the program has been formally evaluated by OPM (whichever comes first) if the time limit for grievance has lapsed before the anniversary date.
[bookmark: _Toc137362494][bookmark: _Toc137457603][bookmark: _Toc137629348][bookmark: _Toc137629441][bookmark: _Toc137871243][bookmark: _Toc138653783]23.27c - Appendix C – Merit System Principles

(The direction in this appendix has been adapted from Title 5, United States Code, section 2301 (5 U.S.C. 2301).)
1.  Recruit qualified individuals from appropriate sources to achieve a work force from all segments of society and to select and advance individuals solely on the basis of relative ability, knowledge, and skills after fair and open competition that assures equal opportunity.
2.  Treat employees and applicants for employment fairly in all aspects of Human Capital Management without regard to political, religious, or labor organization affiliation or nonaffiliation, race, color, national origin, sex, marital status, age, or nondisqualifying disability, and with proper regard for their privacy and constitutional rights.
3.  Provide equal pay for work of equal value with appropriate consideration of both national and local rates paid by employers in the private sector, and appropriate incentives and recognition for excellent performance.
4.  All employees should maintain a high standard of integrity, conduct, and concern for the public interest.
5.  Manage the Federal work force efficiently and effectively.
6.  Retain employees based on the adequacy of their performance; correct inadequate performance; and separate those who cannot or will not meet required standards.
7.  Provide employees with effective education and training when it will result in better organizational and individual performance.
8.  Protect employees against arbitrary action, favoritism, or coercion for partisan political purposes; and prohibit employees from using their official authority or influence to interfere with or affect the result of an election or a nomination for election.
9.  Protect employees against reprisal for lawfully disclosing information regarding violations of laws, rules, or regulations, or mismanagement, a gross waste of funds, abuse of authority, or a substantial and specific danger to public health or safety.
[bookmark: _Toc137362495][bookmark: _Toc137457604][bookmark: _Toc137629349][bookmark: _Toc137629442][bookmark: _Toc137871244][bookmark: _Toc138653784][bookmark: _Toc137362496]23.27d - Appendix D – Prohibited Personnel Practices

(The direction in this appendix has been adapted from Title 5, United States Code, section 2302 (5 U.S.C. 2302).)

Any employee who has authority to take, direct others to take, recommend or approve any personnel action shall not:
1.  Illegally discriminate.  Discriminate for or against any employee or applicant on the basis of race, color, religion, sex, national origin, age, disability, marital status, or political affiliation. 
2.  Seek or use improper recommendations.  Solicit or consider any recommendation, oral or written, on a person who requests or is being considered for any personnel action unless the recommendation or statement is an evaluation of the person's work performance, ability, aptitude, or general qualifications; or is an evaluation of character, loyalty, and suitability.
3.  Coerce political activity.  Coerce political activity to require political contributions or service or to retaliate against any employee or applicant for refusal to engage in political activity.
4.  Obstruct a person's right to compete for employment.  Deceive or willfully obstruct any person with respect to such person's right to compete for Federal employment.
5.  Encourage a person to withdraw from competition.  Influence anyone to withdraw from competition, whether to improve or injure the prospects of any other applicant.
6.  Grant an improper advantage.  Grant any preference or advantage not authorized by law, rule, or regulation to a job applicant or employee (including defining the scope or manner of competition or the requirements for any position).
7.  Engage in nepotism.  Appoint, employ, promote, or advance or advocate for appointment, employment, promotion, or advancement, any individual who is a relative of an employee if the position is in the agency in which the employee is serving as a public official or over which the employee exercises jurisdiction or control as an official.
8.  Take reprisal for lawful disclosure.  Take or fail to take, or threaten to take or fail to take, a personnel action against employees or applicants who lawfully disclose violations of law, rule, or regulation; or gross mismanagement, a gross waste of funds, an abuse of authority, or a substantial and specific damage to public health or safety.
9.  Take reprisal for filing an appeal.  Take or fail to take, or threaten to take or fail to take, a personnel action against employees or applicants who exercise their appeal, complaint, or grievance rights; who testify or cooperate with an inspector general or the Special Counsel; or who refuse to break the law.
10.  Unlawfully discriminate for off-duty conduct.  Discriminate for or against an employee or applicant on the basis of conduct which does not adversely affect the employee's or applicant's performance or the performance of others.
11.  Violate merit principles.  Take or fail to take any other personnel action in violation of a law, rule, or regulation directly related to merit system principles. 
12.  Violate Statutory or Regulatory Veterans' Preference Requirement.  Knowingly take or fail to take a personnel action if that action or failure to act would violate statutory or regulatory veterans' preference requirement.
[bookmark: _Toc137362497][bookmark: _Toc137457605][bookmark: _Toc137629350][bookmark: _Toc137629443][bookmark: _Toc137871245][bookmark: _Toc138653785][bookmark: _Toc137362498]23.27e - Appendix E – Forest Service Repromotion Plan (5 CFR 536.301)
1.  Coverage.  As required by Title VIII of Public Law 95-454, "Civil Service Reform Act of 1978," incumbents of positions classified in the GS, GM, or similar pay schedules and in any prevailing rate schedule may be repromoted if they were reduced in grade because of:
a.  An error in the prior classification of a position;
b.  A change in classification standards without a change in duties and responsibilities;
c.  A change in the duties and responsibilities caused by a gradual erosion or by management action; 
d.  The application of reduction-in-force procedures; or
e.  A reorganization, when qualifying under FSM 6152.3.
2.  Purpose.  To provide placement opportunities to covered employees to any position for which they qualify that is equal to the grade or pay of the position from which demoted.
3.  Exceptions.  Types of actions excepted are:
a.  Promotion to positions filled by career promotion as defined in FSH 6109.41-DPM 335, Appendix B;
b.  Positions filled by individuals exercising statutory reemployment rights (for example, return from the military, or restoration after being separated due to compensable injury or disability);
c.  Positions filled by nondiscretionary action directed by a qualified legal or administrative body; and
d.  Positions filled by demotion or lateral reassignment of an agency employee (position may be filled by demotion, lateral reassignment, or transfer of a non-agency employee if there are no qualified agency employees entitled to placement consideration).
4.  Intervening Grades.  An employee who has been downgraded more than one grade has placement consideration rights to all intervening grades. For example, an employee downgraded from a GS-12 to a GS-6, has placement consideration rights to all GS-7 through GS-12 positions for which qualified.
5.  Higher Grade Positions.  Where the vacancy for which the downgraded employee is qualified is in a higher grade or has higher promotion potential than that previously held, the downgraded employee must compete for the position under normal competitive requirements, including following any application procedures (such as those prescribed in a vacancy announcement).
6.  Agency Assessment Plan.  The agency shall operate the plan in a manner that is consistent with equal employment opportunity principles and in accordance with EEOC MD-715, Model EEO Program. 
7.  Placement Plan Requirements.
a.  An employee who has been placed in a lower grade position through no fault of the employee, as a result of one of the covered actions, has repromotion placement rights to Forest Service positions within the employee's current commuting area for 2 years.
b.  Employing offices shall maintain a repromotion placement list of all their downgraded employees, and also establish a repromotion placement file containing notification procedures, an application for each employee, and notification of repromotion considerations that each employee has received.  Records of considerations must be retained for 2 years or until the employee is repromoted, whichever occurs first.
c.  Document the reasons for not placing a downgraded employee in a vacancy.  Fully documented reasons must be retained in the repromotion placement file.  The reasons must be job-related.
d.  Repromotion job offers must be made in writing, allowing the employee no less than 7 working days to respond.
e.  Downgraded employees who refuse repromotion to a position, the grade and pay of which are equal to or greater than the position from which they are demoted in their commuting area, are to be removed from the placement list and their benefits under grade and pay retention terminated.  Employees must be notified of this requirement in the offer of repromotion and again after any refusal.

Note:  Additional repromotion requirements specific to units can be found in the applicable collective bargaining agreement.
[bookmark: _Toc137362499][bookmark: _Toc137457606][bookmark: _Toc137629351][bookmark: _Toc137629444][bookmark: _Toc137871246][bookmark: _Toc138653786]23.27f - Appendix F – Order of Consideration When Filling a Vacancy

During the recruitment process, managers must be aware that there may be individuals who are entitled to special or “priority” consideration for the vacancy.  In some cases, the individual is entitled to be placed in the vacancy (placement rights); in other cases the entitlement falls short of a mandated placement (priority placement consideration).  The nature of the special consideration depends upon the program involved.  Consider individuals in the following order:
1.  Forest Service employee with statutory return rights from military furlough, Workers Compensation, or international assignment.

2.  Individual who has been awarded a position as a result of a formal complaint or other dispute or granted a position as a settlement, provided that the settlement does not exceed full relief; or a “nondiscretionary action directed by a qualified legal or administrative body” (for example, Merit System Protection Board (MSPB), Equal Employment Opportunity Commission (EEOC), Office of Special Counsel, courts).  

3.  A position was abolished and is being reestablished, and an employee received a directed reassignment out of the former position and has a return right.

4.  Forest Service employees subject to noncompetitive reassignment or voluntary change to lower grade under a reorganization plan, known as a pre-WRAPS (Workforce Restructuring and Placement System) plan.  Offers of placement must be made in the order indicated in the labor agreement for bargaining unit employees, and for nonbargaining unit employees in accordance with agency policy.

5.  Forest Service employee listed in the Workforce Restructuring and Placement System.  Offers of placement must be made in the order indicated in the labor agreement for bargaining unit employees, and for nonbargaining unit employees in accordance with agency policy.

6.  Surplus or displaced employees in the commuting area who are eligible under the USDA Career Transition Assistance Program (CTAP), who have applied and are well qualified for the position.  Under the CTAP individuals must be considered in the following order:  Forest Service employees with reduction-in-force (RIF) separation notice; Forest Service employees subject to displacement under WRAPS; other USDA eligible employees.  CTAP eligibles must be considered and placed in the position unless there is a job-related reason for not doing so. 
 
7.  Employee who was not promoted or considered for a position because of a violation of the Merit Promotion Plan.  Employees must receive priority consideration as detailed in Appendix A, Guide for Corrective Actions in this Servicewide Forest Service Merit Promotion Plan.
8.  An individual awarded a position as a result of an informal complaint or other dispute or granted a position as a settlement, provided that the settlement does not exceed full relief (also known as “discretionary actions directed by an appropriate management official.  
9.  Forest Service bargaining unit employee with repromotion rights to the vacancy.  
10.  USDA, including Forest Service, employees with repromotion rights in the commuting area of the vacancy.  
11.  Former bargaining unit employees with reemployment rights separated from the RIF competitive area of the vacancy.  Offers of placement must be made in the order indicated in the labor agreement for bargaining unit employees, and for nonbargaining unit employees in accordance with agency policy.
12.  Former USDA employees (including former Forest Service employees) with reemployment rights in the commuting area of the vacancy per the USDA Reemployment Priority List (RPL).  
13.  When the vacancy is advertised governmentwide or all sources, displaced employees in the commuting area who are eligible under the Intergovernmental Career Transition Assistance Program (ICTAP).
14.  All others not included above including eligibles on the referral list (Form FS-6100-12, Certificate of Candidates) or the Noncompetitive Eligibles referral list can be considered and/or selected.
[bookmark: _Toc137362500][bookmark: _Toc137457607][bookmark: _Toc137629352][bookmark: _Toc137629445][bookmark: _Toc137871247][bookmark: _Toc138653787][bookmark: _Toc137362501]23.27g - Appendix G – Automated Staffing System Vacancy Announcement Numbering

The following establishes the numbering scheme for vacancy announcements initiated in an automated staffing system.

Agency Announcement Number:  The announcement number will identify where the position being filled is located, NOT the location of the Servicing Human Resources Office.

The announcement number is a 27-character field in OPM USAJobs.  Announcement numbers will begin with ADS, as follows:

		Required
	Fiscal Year
	D
A
S
H
	WO/Region/Station/Area/IITF/JCCCC

Staff Unit or Forest

District or Lab

(Up to 8 characters, as needed)
	D
A
S
H
	Sequentially assigned number
	Area of Consideration
	Space
	
	
	
	
	
	

	A
	D
	S
	0
	5
	-
	
	
	
	
	
	
	
	
	-
	
	
	
	
	
	
	
	
	
	
	
	




	
The first 3 characters will be ADS.


	The next 2 digits identify the fiscal year in which the vacancy announcement is issued.


	Enter a dash.


	The next 4 characters identify the unit:  The Region, Station, Area, WO, JCCC, or IITF.


	The next 4 characters identify the sub-unit within the unit.


	Enter a dash.


	The next 3 digits are sequentially-assigned numbers starting with 001 at the beginning of the fiscal year. 


	The next 1 or 2 characters identify the Area of Consideration.




	Character
	Means the vacancy is advertised:

	DP
	Demo Permanent Position

	D
	Demo Term Position

	DT
	Demo Temporary Position

	G
	Governmentwide

	U
	USDA-wide

	FS
	Forest Servicewide

	R
	Regionwide

	F
	Forestwide

	S
	Stationwide

	I
	Institutewide (International Institute of Tropical Forestry only)

	A
	Area-wide (Northeast Area only)

	J
	Job Corps Centers-wide

	WO
	Washington Office

	LE
	Law Enforcement and Investigations

	L
	Local commuting area

	O
	Non-standard area of consideration (for example; zone or province-wide)
[O designates other]



For example:

	Announcement Number:
	Represents:

	ADS05-R3KAI-NK-004DP
	A DEMO announcement for a permanent position in Region 3, Kaibab NF, North Kaibab RD

	ADS05-JC-ANA-012G
	A Government-wide announcement for a position on the Anaconda Job Corps Civilian Conservation Center

	ADS05-NE-DEL-003S
	A Station-wide announcement for a position at the Delaware Lab of the Northeastern Station

	ADS05-WO-LANDS-279FS
	A Forest Servicewide announcement for a position in the WO, Lands Staff

	ADS05-R8-NFNC-004L
	A local commuting area announcement for a position in R8, National Forest of North Carolina


[bookmark: _Toc137362502][bookmark: _Toc55977038][bookmark: _Toc55976868][bookmark: _Toc41966197][bookmark: _Toc41966099][bookmark: _Toc41965842][bookmark: _Toc41451828][bookmark: _Toc41450613][bookmark: _Toc41384776][bookmark: _Toc41384613][bookmark: _Toc41361586][bookmark: _Toc41299829][bookmark: _Toc41299511][bookmark: _Toc137457608][bookmark: _Toc137629353][bookmark: _Toc137629446][bookmark: _Toc137871248][bookmark: _Toc138653788]
24 - FOREIGN ASSIGNMENTS

Technical assistance from the Forest Service is usually provided at the request and sponsorship of the U.S. Agency for International Development (AID) or the Food and Agriculture Organization of the United Nations (FAO).  Such assignments, whether under details, transfers, or a participating agency service agreement (PASA) with AID are considered highly beneficial to the Forest Service.
[bookmark: _Toc137362503][bookmark: _Toc55977039][bookmark: _Toc55976869][bookmark: _Toc41966198][bookmark: _Toc41966100][bookmark: _Toc41965843][bookmark: _Toc41451829][bookmark: _Toc41450614][bookmark: _Toc41384777][bookmark: _Toc41384614][bookmark: _Toc41361587][bookmark: _Toc41299830][bookmark: _Toc41299512][bookmark: _Toc137457609][bookmark: _Toc137629354][bookmark: _Toc137629447][bookmark: _Toc137871249][bookmark: _Toc138653789]24.1 - Qualifications and Attributes

Qualifications for foreign assignments include appropriate and current technical skills such as required in domestic career positions.  Additional desirable attributes are prior overseas experience, relevant language proficiency, and timely availability.  The selected person must be able to identify with the needs and adjust to the customs of the country where employed.
[bookmark: _Toc137362504][bookmark: _Toc55977040][bookmark: _Toc55976870][bookmark: _Toc41966199][bookmark: _Toc41966101][bookmark: _Toc41965844][bookmark: _Toc41451830][bookmark: _Toc41450615][bookmark: _Toc41384778][bookmark: _Toc41384615][bookmark: _Toc41361588][bookmark: _Toc41299831][bookmark: _Toc41299513][bookmark: _Toc137457610][bookmark: _Toc137629355][bookmark: _Toc137629448][bookmark: _Toc137871250][bookmark: _Toc138653790]24.2 - Program Operation

Foreign assignment opportunities come through various channels, but usually through the International Programs Staff in the Washington Office.  If an international organization contacts an region, station, the Area, the Institute, or an individual directly, the International Programs Staff must be contacted prior to any commitments.  In every case a release must be obtained from the International Programs Staff.  Since each assignment has unique characteristics, both the International Programs Staff and Human Capital Management Staff shall be consulted for proper clearances prior to committing to a foreign assignment.
[bookmark: _Toc137362505][bookmark: _Toc55977041][bookmark: _Toc55976871][bookmark: _Toc41966200][bookmark: _Toc41966102][bookmark: _Toc41965845][bookmark: _Toc41451831][bookmark: _Toc41450616][bookmark: _Toc41384779][bookmark: _Toc41384616][bookmark: _Toc41361589][bookmark: _Toc41299832][bookmark: _Toc41299514][bookmark: _Toc137457611][bookmark: _Toc137629356][bookmark: _Toc137629449][bookmark: _Toc137871251][bookmark: _Toc138653791]24.3 - Reemployment and Other Benefits 

Requirements on reemployment rights and types of agreements for employees on foreign assignments is in 5 U.S.C. chapter 35 and 5 CFR part 352.  Forest Service employees released for international assignments are normally granted the benefits described in sections 24.31 and 24.32.
[bookmark: _Toc137362506][bookmark: _Toc55977042][bookmark: _Toc55976872][bookmark: _Toc41966201][bookmark: _Toc41966103][bookmark: _Toc41965846][bookmark: _Toc41451832][bookmark: _Toc41450617][bookmark: _Toc41384780][bookmark: _Toc41384617][bookmark: _Toc41361590][bookmark: _Toc41299833][bookmark: _Toc41299515][bookmark: _Toc137457612][bookmark: _Toc137629357][bookmark: _Toc137629450][bookmark: _Toc137871252][bookmark: _Toc138653792]24.31 - Reemployment Rights  

Unless other assignments are made, reemployment rights will be effective back to the region, station, area, or institute from which the employee was assigned.
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Rights to retain coverage under the retirement, health, and life insurance system are normally granted.  The employee in some instances must make payment for these directly to the National Finance Center.
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