Merit Staffing Policy

335.1

CHAPTER 2. COVERAGE OF POLI CY
2-1 Positions Covered

This policy applies to the staffing all positions in the
conpetitive and excepted service at grade |levels GS-15 and bel ow,
and supervisory wage system positions in the conpetitive service.
Staffing of bargaining unit positions is covered by collective
bar gai ni ng agreenents.

2-2 Actions Covered
The foll owi ng actions require conpetition

A. Permanent pronotions, unless excluded under paragraph 2-3 of
this Chapter.

B. Tenporary pronotions over 120 days; and temporary pronotions
of less than 120 days, if, by the end of the pronotion period an
enpl oyee will have served nore than 120 days of the proceeding 12
nonths in tenporary pronotions and/or in details to higher graded
positions or positions with known pronotion potential

A temporary pronotion may be nade pernanent, provided

1. the tenporary pronotion was originally nade under conpetitive
pr ocedur es;

2. the appropriate mninum area of consideration as determ ned by
application of paragraph 3-5.3 was used to hold conpetition for
the tenporary pronotion, and

3. the fact that it mght lead to a permanent pronotion was
clearly stated on the vacancy announcenent.

C. Details over 120 days to higher graded positions, or positions
wi th known pronotion potential; and details of |ess than 120
days, if, by the end of the detail period an enployee will have
served nore than 120 days of the preceding 12 nonths in higher
graded positions or in positions with known pronotiona

potential. (Prior service during the preceding 12 nont hs under
non-conpetitive details to higher graded positions and

non- conpetitive tine-limted promotions counts toward the 120-day
total .)

A permanent pronotion may be nade froma detail w thout further
conpetition, provided the same three conditions prescribed for
maki ng a temporary pronotion permanent are net.

D. Selections for training which is part of an authorized
agreenment, part of a pronotion program or required before
enpl oyees nmay be considered for pronotion



E. Reassignnments or denptions to positions with nore pronotion
potential than the position previously held on a permanent basis
in the conpetitive service (except as permtted by
reduction-in-force regulations), or to an action due to

recl assification based on new OPM St andards being issued or an
accretion of duties pronotion

F. Transfers between Federal agencies to higher graded positions
or to positions with greater pronotion potential than previously
hel d on a pernanent basis in the conpetitive service.

G Reinstatenent to a permanent or tenporary position at a higher
grade or with higher pronotion potential than the |ast grade
previously held on a permanent basis in the conpetitive service.

H. Term pronoti ons.

. Pronotion to a grade or position fromwhich an enpl oyee was
denmpoted at his/her request provided if the enpl oyee was awarded
H ghest Previ ous Rate upon bei ng denot ed.

2-3 Actions not covered
The foll owing actions do not require conpetition

A. Appointnments at GS-5 and bel ow to positions for which the
agency has been granted direct hire authority by OPM

B. Career or career-conditional appointnents froma civil service
certificate of eligibles issued by OPM or the Del egated Exani ni ng
Unit (DEU)

C. Reassignments between positions having the sanme pronotion
potenti al ;

D. Pronptions when earlier conpetition occurred, e.g., career
| adder pronotions;

E. Pronotion to the full performance level in the career |adder
of a position when an enpl oyee has been placed in that position
as a result of RIF or reclassification;

F. Prompotion to the grade | evel of the position under career or
career-conditional appointnment, fromwhich the incunbent was not
denpted or separated fromthat grade because of deficiencies in
performance or "for cause" reasons;

G Pronotions when an enpl oyee's position has been reclassified
at a higher grade because of additional duties and
responsibilities. Such a pronotion may occur whether or not the
assunption of higher-level duties and responsibilities resulted
from pl anned managenent action; however, the supervisor nust
submit a statenent explaining how the additional duties evolved
into the new position;

H. The pronotion of an incunbent of a position which has been



upgraded, wi thout significant change in duties and
responsibilities, on the basis of either the issuance of a new
classification standard or the correction of a classification
error;

I. Selection of a candidate fromthe Reenpl oynent Priority List,
for a position at the sane or | ower grade than that last held in
the conpetitive service;

J. Selection of a candidate fromthe Priority Consideration
Program for a position at the sanme grade | evel and the sane
pronotion potential as the one for which proper consideration was
not given;

K. Selection of a candidate fromthe Special Reassignment Pl an
for novenent to a position at the same or | ower grade from which
denot ed;

L. Promotions directed by special authorities, such as court
deci si ons, EEO consent decree, OPM deci sions, or other
appropriate authorities; and,

M Non-conpetitive conversions, appointnents, and pronotions of
enpl oyees in certain excepted positions.

1. A non-conpetitive conversion to career or career-conditiona
appoi ntnment, if authorized by OPM policies, is excluded from
coverage. This exclusion applies to an enpl oyee who, while
serving on excepted appoi ntnent, has successfully satisfied the
specific requirements of a special enploynent program Exanples
of such prograns include: Student Educational Enpl oynent
Program Veteran's Readjustnent, Selective Placenent, Career
Intern and Presidential Managenent Intern

2. Appointnents and pronotions in excepted positions, such as
Attorney,

Schedul e C, Student Educational Enploynent Program Selective
Pl acenent, Career Intern and Presidential Managenment |ntern;

3. Pronotions to conpetitive positions follow ng the conversion
of enpl oyees fromcertain excepted appoi ntnents, such as Student
Educati onal Enpl oynent Program and Presidential Managenent
Intern; and,

4. Appoi ntment of candi dates under special appoi ntnent
authorities, such as Peace Corps returnees, Vietnam Era veterans,
or persons wi th handi cappi ng conditions.

N. Transfers

1. Transfers from anot her agency to a position at the sanme grade
| evel with no known pronotion potential

2. Lateral transfers from another agency below the ful
performance |level if, the pronotion potential of the position
bei ng vacated is the sane as or higher than the position being
filled at HUD



3. Transfers under special appointnment authorities from other
branches of government, such as the |egislative branch, Posta
Service, and the D.C. Governnent.

O Reinstatenent up to the highest grade previously held on a
per manent basi s under career or career-conditional appointnent,
provi ded the enpl oyee was not denoted or separated fromthat
grade because of deficiencies in performance or " for cause"
reasons.

2-4 Restrictions (5 CFR 300. 604)

The following time-in-grade restrictions nmust be met under
conpetitive procedures.

A. Advancenent to positions at GS-12 and above

Candi dat es for advancenment to a position at GS-12 and above nust
have conpl eted a mi ni mum of 52 weeks in positions no nore than
one grade | ower (or equivalent) than the position to be filled.

B. Advancenent to positions at GS-6 through GS-11

Candi dates for advancenent to a position at GS-6 through GS-11
nmust have conpleted a mini numof 52 weeks in positions:

1. No nmore than two grades | ower (or equivalent) when the
position to be filled is in a line of work properly classified at
2-grade intervals;

2. No nore than one-grade | ower (or equival ent) when the position
to be filled is in a line of work properly classified at 1-grade
interval s; or,

3. No nore than one or two grades |ower (or equivalent), as
determ ned by the Departnent, when the position to be filled is
inaline of work properly classified at 1-grade intervals but
has a mi xed interval promption pattern

C. Advancenent to positions up to GS-5

Candi dat es may be advanced without time restriction to positions
up to GS5-5 if the position to be filled is no nore than two
grades above the | owest grade the enployee held within the
precedi ng 52 weeks under his or her |atest non-tenporary
conpetitive appointnent.

2-5 Creditable Service (5 CFR 300.605)

A. Al service at the required or higher grade (or equivalent) in
positions to which appointed in the Federal civilian service is
creditable towards the tinme periods required by 5 CFR 300. 604,
except as provided in paragraph C of this section

Creditabl e service includes conpetitive and excepted service in
positions under the General Schedule (GS) and ot her pay systens,



i ncludi ng enpl oynent with a non-appropriated fund
instrumentality. Service while on detail is credited at the
grade of the enployee's position of record, not the grade of the
position to which detailed. Also creditable is service with the
District of Colunbia Government prior to January 1, 1980 (or
prior to Septenber 26, 1980, for those District enpl oyees who
were converted to the District personnel system on

January 1, 1980).

B. Service in positions not subject to the General Schedule is
credited at the equivalent GS grade by conparing the candidate's
rate of basic pay with the representative rate (as defined in 5
CFR 351.203) of the GS position in effect when the non-GS service
was performed. The equivalent GS grade is the GS grade with a
representative rate that equals the candidate's rate of basic
pay. Wien the candidate's rate of basic pay falls between the
representative rates of two GS grades, the non-GS service is
credited at the higher grade.

C. In applying the restrictions in 5 CFR 300.604 of this part,
prior service under a tenporary appointnment at a | evel above that
of a subsequent non-tenporary conpetitive appointnment is credited
as if the service had been perforned at the I evel of the
non-tenporary appointnment. This provision applies until the

enpl oyee has served in pay status for 52 weeks under
non-tenporary conpetitive appointnment; thereafter, the service is
credited at its actual grade level (or equivalent).



