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SECTION 207  MERIT PROMOTION PLAN (MPP) 

1.  Purpose.  To establish merit promotion policies and procedures in accordance with Office of Personnel Management (OPM), Department of Defense (DOD), and Department of the Navy (DON) requirements.

2.  Scope.  This plan covers graded and ungraded positions in the competitive service (except for Senior Executive Service) and will be followed in filling such positions at commands serviced by HRO CNR Pearl.  Where this MPP conflicts with provisions of applicable collective bargaining agreements (CBAs), the provisions of the CBA will be followed.

3.  Definitions 
     a.  Appointable Employees within the Area of Consideration.  Appointable means career or career-conditional employees, employees serving under Veterans Readjustment Appointments (VRAs) and temporary employees with reinstatement or VRA eligibility.

     b.  Area of Consideration (AOC).  The geographic and/or organizational area in which the activity directs its search for candidates (where it is anticipated that a sufficient number of quality candidates can be located and from which candidates’ applications will be accepted).  Automatic consideration will be given to activity employees who are absent due to military furlough or entitled to statutory restoration rights.

     c.  Best Qualified Candidates.  Those eligible candidates who rank at the top when compared with other candidates and who are referred to the selecting official on a merit promotion certificate.

     d.  Certificate of Eligibles.  A list of candidates who are referred to the selecting official for final consideration.

     e.  Change to Lower Grade (CLG).  The change of an employee to a position in a lower grade when both the old and the new positions are under the General Schedule or same pay plan; or to a position with a lower representative rate when the old and the new positions are under different pay plans.

f.  Crediting Plan.  A plan containing specific job elements against which an applicant’s knowledge, skills and abilities (KSAs) can be measured element for element.  Each element includes definitions, point values, and examples to identify the relative worth of different kinds of experience and training.

    g.  Detail.  A temporary assignment of an employee to a different position for a specified period with no change in pay.

    h.  Evaluation of Candidates.  A process of assessing candidates’ qualifications for a vacancy and the degree to which they possess the KSAs needed for successful performance in the job to be filled.

     i.  Job Analysis.  A systematic process of analyzing and documenting information about a specific position or group of like positions to provide a job-related basis for candidate evaluation.

     j.  Known Promotion Potential.  Positions with known promotion potential are those from which subsequent promotions can be made.  These include:  (1) positions filled at a grade (or grades) below the established or anticipated grade level; (2) career ladder positions; (3) trainee positions; and (4) understudy positions.

     k.  Noncompetitive Candidate.  A candidate who may be considered for a position without having to go through the competitive merit promotion process, e.g., reassignment or CLG Eligibles.

     l.  Position Change.  A promotion, reassignment or change to lower grade of an employee within an agency.  A position change may involve a change of activity or post of duty.

     m.  Promotion.  The change of an employee to a position at a higher grade within the same pay plan; or to a position with a higher representative rate when the old and the new position are under different pay plans.

     n.  Qualified/Eligible Candidates.  Those applicants who meet the minimum qualification standard for the position, including any appropriate selective factors, and all legal and regulatory requirements.

     o.  Quality Ranking Factor.  KSA which is important, but not essential, for successful performance.  It permits making further qualitative distinctions among basically eligible candidates.

     p.  Ranking.  The evaluation process used to identity the best-qualified candidates to be referred for selection.

     q.  Rating.  The process of determining whether a candidate meets minimum qualification standards and eligibility requirements for a particular position.

     r.  Reassignment.  The change of an employee from one position to another without promotion or change to lower grade within component or agency, e.g., within Navy.

     s.  Register.  A list of all eligible promotional candidates who have applied in response to a specific announcement.

     t.  Representative Rate.  Fourth step of a grade in the General Schedule (GS) for GS and comparable GM positions and second step of a grade in the Federal Wage System (FWS).

     u.  Selecting Official.  The activity designated representative who has authority to make final selection.

     v.  Selective Placement Factors.  KSAs that are essential for satisfactory performance on the job and become a part of the minimum qualification requirements for a position.  The following are examples of appropriate selective factors for determining basic eligibility when the factors are essential for successful job performance:

         (1) Ability to speak, read and/or write a language other than English.

         (2) Knowledge and ability pertaining to a specific program or mission, when these cannot readily be acquired after promotion.

     w.  Summary Factor (SF).  A combined KSA that includes all of the essential requirements of a position, e.g., “ability to do the work of the position without more than normal supervision.”

x.  Transfer.  The movement of a career/career-conditional employee between competitive positions from one Federal agency to another without a break in service of one full workday.

4.  General Provisions 

     a.  The identification, qualification, evaluation and selection of candidates shall be made without regard to political, religious or labor organization affiliation or non-affiliation, marital status, race, color, sex, national origin, non-disqualifying physical handicap or age; and shall not be based on any criterion that is not job-related.

     b.  Supervisors and public officials as defined in 5 CFR Part 310 are prohibited from participating in any portion of any selection process if a relative is under consideration.  Neither supervisors nor public officials may advocate the selection of a relative.  This does not preclude a supervisor from responding to an appraisal on a relative, provided the supervisor refrains from advocating selection and annotates the relationship on the form.

         (1) Advocating would also include the referral of an application of a relative for consideration for employment, promotion, etc.

         (2) If a relative of the selecting official is among the candidates certified for selection, he/she must disqualify himself/herself and the selection authority exercised at a higher level in the chain of command.

     c.  Management reserves the right to fill a position by other methods which may be used concurrently or to the exclusion of the merit promotion process, e.g., selections from OPM registers, the Reemployment Priority List (RPL), or DOD Stopper Lists; selections of noncompetitive candidates; appointments made under VRA or handicapped authorities.

     d.  Vacancies may be postponed, canceled, increased or filled on a temporary basis in order to meet an activity’s staffing needs and provided merit promotion requirements are met.

     e.  All actions are subject to the mandatory provisions of the DOD Program for Stability of Civilian Employment.

    f.  Positions for which DOD and/or DON have established career programs will be filled in accordance with the procedures and requirements specified in the applicable career program instructions.

5.  Responsibilities  

     a.  Each activity head has the overall responsibility of establishing and operating a sound merit promotion program within the organization under his/her jurisdiction in accordance with OPM, DOD and DON policies.  The activity head or representative(s) will designate employees or positions to serve as selecting officials and approve formal recruitment requests.

     b.  Managers and supervisors are the personnel managers of the Navy and, as such, are accountable for the end result, i.e., fair and equitable treatment of promotional candidates without regard to non-merit factors, fair and open competition, and evaluation and selection based on KSAs.  In exercising this responsibility, managers and supervisors will comply with the provision of this plan; promptly inform HRO CNR Pearl of anticipated staffing needs; and as required or desired, identify, recruit, and evaluate candidates.

     c.  Evaluation and selection advisory panel members will comply with the provisions of this plan.

     d.  HRO CNR Pearl will provide advice and staff support to managers and supervisors in accomplishing their responsibilities.  This will include coordinating, developing and administering this plan; establishing and maintaining a system to identify and refer employees entitled to prior consideration; notifying selected applicants; and maintaining all required documentation.

     e.  Employees will keep informed of the provisions of the MPP and promotional opportunities; and file a resume into the Navy Resumix/STAIRS system and any other documents requested when applying for consideration either as a merit promotion or noncompetitive candidate.

6.  Coverage.   Unless excluded under paragraph 7, competitive procedures established by this plan apply to the following actions.

a.  Promotion or transfer to a higher grade.

     b.  Position change, transfer or reinstatement to a position with more promotion potential than one previously held on a permanent basis in the competitive service.

     c.  Reinstatement to a higher grade than any attained under a non-temporary appointment in the competitive service, except for the reinstatement of a former SES employee.

     d.  Temporary promotions of more than 120 days (prior service under all temporary promotions and details to higher graded positions during the previous 12 months count toward this limitation).

     e.  Selection for detail for more than 120 days to either a higher graded position or to a position with more known promotion potential.

     f.  Term promotions.

     g.  Selection for training required for promotion.

     h.  Selection of a person from the RPL for a position at a higher grade than that from which separated.

7.  Exclusions

     a.  Activities will exclude the following actions from the competitive requirements of this plan:

         (1) Promotion resulting from the upgrading of a position without a significant change in the duties and responsibilities, due to the issuance of new classification standards, or the correction of an initial classification error.

         (2) Position change permitted by RIF regulations (this includes assignment to a position with more promotion potential).

     b.  Activities are not required to use competitive procedures for any of these following actions:

         (1) Promotion of an employee whose position is classified at a higher grade level due to the addition of duties, when major duties of the employee’s old position are absorbed into the new position and the former is canceled, the new position has no known promotion potential, and the additional duties do not adversely affect another encumbered position.

         (2) Temporary promotions of not more than 120 days or, if exceeding 120 days, where employee meets exception criterion of paragraph 7b(5) or 7b(6) below.

         (3) Details of not more than 120 days to higher graded positions or to positions with known promotion potential.

         (4) For activities closing or undergoing major reduction, temporary promotions or details of up to 179 days if effected within 2 years from the effective date of the closure or drawdown.

         (5) Promotion of an employee who is entitled to prior consideration (see paragraph 8b).

         (6) Appointment of a reinstatement eligible, transfer or promotion of a federal employee to any position and/or grade level for which qualified and which does not exceed the highest grade level previously held on a permanent basis in the competitive service (except when demoted or separated from that grade because of deficiencies in performance or “for cause” reasons).

         (7) Reinstatement or position change of any Federal permanent employee to a position having no higher promotion potential than that held or previously held on a permanent basis in the competitive service (except when demoted or separated from that grade because of deficiencies in performance or “for cause” reasons).

         (8) Technical promotion of an employee to a position with a representative rate that is the same or lower than that of the position currently held.


(9) Career promotions of employees when competition was held at an earlier date either through appointment from an OPM/delegation of authority register or through merit promotion procedures (including initial appointment and subsequent promotions of students in cooperative education programs and in the Federal Junior Fellowship Program).  An activity may make successive non-competitive promotions of such an employee until the full performance level of the career series or occupation is reached.

        (10) Placement in lieu of disability retirement.

        (11) Reinstatement of a former SES appointee with competitive status to any position for which qualified.

8.  Procedures 

     a.  Time-limited Promotion

         (1) Unless exempted under paragraph 7b(2) and (4), non-competitive time-limited promotions may only be made if the employee has not, during the preceding 12 months, served a cumulative total of 120 days to either details to a higher graded position or other time-limited promotions.  Time served in competitive time-limited promotions does not count toward the 120-day limitation.

         (2) A time-limited promotion must have a definite not-to-exceed date.  Time-limited promotions need not be in one year increments and may be extended up to a total of five years.    Extensions beyond five years are subject to prior OPM approval.  Return to the position from which promoted, or to a different position of equivalent grade and pay, is not subject to adverse action or RIF a procedure.

         (3) A time-limited promotion is not to be used as a means of training or evaluating an employee in a higher graded position.

         (4) Whenever possible, activities will forward SF 52s for noncompetitive time-limited promotion to HRO CNR Pearl at least 20 working days prior to the proposed effective date in order to ensure timely processing of such actions.

         (5) SF 52s for noncompetitive time-limited promotions will include the following statement which must be read and signed by the employee being temporarily promoted:  “I understand that I am being temporarily promoted to the position identified in item 15 due to ____________(give reason for the temporary promotion).  I also understand all of the following:  (a) the promotion will last approximately ___ days and may be terminated at any time earlier at the convenience of the activity; (b) extension of this temporary promotion beyond 120 days may be subject to merit promotion procedures; (c) upon completion of this assignment, I will be returned to my former position, or to a different position of equivalent grade and pay, and this return will not constitute an adverse action.”

     b.  Prior consideration.  Except for placement of employees with statutory or regulatory rights, employees who are entitled to prior consideration for placement must be referred before action can be taken to fill a permanent position either competitively or non-competitively.  Employees referred under these provisions are entitled to bonafide consideration before other means of recruitment are initiated.  There is no entitlement to selection.  Order of consideration will be as follows:

         (1) Activity employees under Civil Service Reform Act (CSRA) grade and pay retention

             (a) These employees must be referred for each position for which they are fully qualified at the grade and pay plan from which demoted.  They may also be referred, if interested and available, to positions for which fully qualified below the saved grade level or level from which demoted and above the level of the position to which currently assigned.

             (b) Demotion must not be for reasons stemming from personal cause or at the employee’s request.  Specifically, this entitlement is not extended to employees who accept a change to lower grade to enter trainee or developmental positions or to those employees who accept a change to lower grade as a result of solicitation for hard-to-fill positions.

             (c) Declination of a valid offer at an intervening grade will terminate the employee’s entitlement to consideration 

at that grade level; however, the employee will continue to receive prior consideration under these provisions for higher grades up to and including that from which downgraded.

             (d) Eligibility for prior consideration under this provision terminates when the entitlement to pay/grade retention terminates.

         (2) Employees who did not receive proper consideration for a prior promotion action due to procedural, regulatory or program violation

             (a) These employees are entitled to prior consideration for the next appropriate vacancy for a period not to exceed one year.

             (b) Entitlement to prior consideration will be established by reconstruction of the promotion action in question to determine whether the employee was adversely affected during the merit promotion process.  For example, if the employee was not in the best-qualified group upon reconstruction, he/she was not adversely affected by the violation and no prior consideration would be granted.

             (c) An appropriate vacancy is a similar type of position in the same activity and same pay system as the position for which the employee failed to receive proper consideration; one for which the employee would be ranked in the best-qualified group and one at the same grade level with no higher potential than the position for which consideration was lost.

         (3) DOD Priority Placement (PPP) registrants in priority groups 1, 2, and 3.  Procedures, policies and guidelines provided in DOD Manual 1200.20-1-M apply in the registration and referral of these registrants.

     c.  Method of locating candidates
         (1) Area of Consideration (AOC)
             (a) The minimum AOC when filling vacancies under the competitive process may be a subdivision within an activity.  

However, an AOC established must be in accordance with career and other special program requirements; be broad enough to ensure the availability of high quality candidates but also narrow enough to avoid an excessive number of applicants; and provide for the successful accomplishment of Affirmative Action Plan goals.

             (b) Automatic consideration will be given to activity employees within the AOC who are absent due to military furlough or entitled to statutory restoration rights.

         (2) Management identification of candidates.  This procedure may be used when the AOC is limited to either the activity or a subdivision of the activity at which the vacancy exists.  The vacancy need not be formally advertised.  Use of this method requires that the selecting official have sufficient knowledge of all potential candidates’ background to ensure an informed selection is made.  The activity must submit a request for personnel action to HRO CNR and shall include a job analysis (Exhibit I) and quality ranking factor, which can be prepared with the assistance of HRO CNR.  A check will be made to ascertain whether there are any candidates entitled to prior consideration and the clearance of ASARS before this option may be invoked.  If there are none, or after they have been cleared, an organization roster will be prepared which includes the name, title, series, grade level and organizational location of the employees in the activity or subdivision.  

         (3) Vacancies announced by HRSC Pacific.  Normally, vacancies will not be announced.  Candidates will be pulled from the Resumix/STAIRS inventory based on whether their skills listed on their resume match that of the subject position.  Vacancies will rarely be publicized by a vacancy announcement.  Vacancy announcements will be reserved for hard-to-fill positions and if there are no qualified/available candidates in the Resumix/STAIRS inventory.

         (4) Acceptance of applications

             (a) Applications will be accepted from the following qualified/eligible employees within the AOC.

                  1.  Career/career-conditional candidates.


2.  Veterans Readjustment Appointment (VRA) candidates.

                  3.  Employees with reinstatement eligibility.

                  4.  Employees with VRA eligibility.

             5.  Veterans Employment Opportunity Act (VEOA) candidates.

          6.  Special Hiring Authority candidates.

[NOTE:  VRA consideration is restricted to positions at or below GS-11, WG-11 or equivalent levels in another pay system.]

             (b) Regardless of the AOC, applications will be accepted from eligible spouses of relocating active duty military members and DOD civilians in accordance with applicable instructions.

             (c) An application may be rejected if it is not from an Appointable candidate; with the exception of paragraph 8c(5)(b), it is from a candidate outside the AOC; it lacks sufficient information upon which to make a qualifications determination; it contains falsified information; or it is received after the closing date of the announcement/listing.

             (d) Handicapped employees serving under Schedule A appointments are not eligible for consideration under the competitive procedures; however, those who are qualified may be 

referred separately to the selecting official.  If selected, the position occupied will become excepted for the duration of the incumbency or until the employee is converted to a career or career-conditional appointment.

    d.  Qualifications.  Candidates for initial referral must meet all legal, regulatory and minimum qualification requirements as of the closing date/cut-off date(s) specified in the announcement or when the pull of resumes is made from the Resumix/STAIRS inventory.  Minimum qualification standards are those prescribed or approved by OPM plus any appropriate selective factor(s) which are considered essential for immediate satisfactory performance on the job.

e.  Evaluation and referral of candidates

         (1) Basic requirements      

             (a) Regardless of the number of candidates, evaluation procedures must:

                 1.  Use assessment measures, such as experience, education, training, awards, and annual performance ratings.

                 2.  Include job analysis to determine pertinent KSAs (only required for Management identification of candidates.).

                 3.  Be applied uniformly.

Provided these requirements are met, evaluation procedures used for any given recruitment action may vary according to the number of applicants, type of position, and other considerations.

             (b) Competitive candidates will be alphabetically referred.

             (c) Noncompetitive candidates are not competing for promotions and may, therefore, not be evaluated under this plan.  They may be referred for consideration at any time during the 

recruitment process, e.g., prior to the closing of an announcement or before competitive candidates are rated and ranked.

         (2) Evaluation and referral procedures

             (a) Qualified promotional candidates will be rated against basic eligibility and minimum qualification standards.  Those who are determined to be best qualified based on their skills, will be referred to the selecting official for consideration. For FWS positions, one of the following evaluation procedures may be used:  

                 1. For FWS positions, a Summary Factor (SF) is defined at the Fully Successful level, i.e., at the 2-point 

level on a 3-point scale.  Candidates who meet  SF criterion 

will be referred for final consideration.  If only a few or no candidates are “best qualified” “qualified” candidates may also be referred for consideration.  

                 2. An existing crediting plan which uses either a 4-point or 5-point system provided it has been certified as current by the selecting official, or a new crediting plan which will use the following 3-point system; 3 points – Above Fully Successful level; 2 points – Fully Successful level; and 1 point – Minimally Successful level or ability that is of some value.  The 2-point level will be defined with an extrapolation of the 1 and 3 point levels.  If a crediting plan is used, the number of “best qualified” candidates to be referred will be governed by that point on the listing at which a break point naturally occurs or may otherwise be justified.

         (3) Development of evaluation criteria.  The Resumix/STAIRS system will generate a job analysis based on the position description and any other existing job analysis or crediting plan.  Resumix/STAIRS extracts the skills and sends the list of skills to the subject matter expert for review.  In other instances, the subject matter expert may be contacted by HRO CNR to identify skills.

         (4) Evaluators

             (a) Regardless of method used, candidates may be evaluated by the selecting official, a personnel official, or any qualified management designee.  Selecting officials are not prohibited from serving as the sole rater.

             (b) Rating/ranking panels are not recommended or required unless imposed by special program requirements, e.g., for certain career programs.  A decision to use a panel should be based on the grade level, importance and sensitivity of the position, technical resources available, cost, and number of vacancies.  When used, panel membership must be in accordance with special program requirements, major command instructions, applicable CBAs, and activity policy.

     f.  Selection

         (1) The selecting official is entitled to select any certified candidate using job-related criteria, to non-select 

all candidates, or to select from other sources at any time during the recruitment process.  Each selecting official must be aware of and adhere to principles of equal employment opportunity (EEO) and to assure that both evaluation and selection procedures conform to EEO guidelines.  When filling supervisory or managerial positions, selecting officials must give consideration to candidates’ demonstrated willingness to support the EEO program.

         (2) Interviews are at the discretion of the selecting official and/or in accordance with activity/command policy.  All, some, or none of the candidates certified for consideration may be interviewed.  Enclosure (1) of Exhibit II provides “Guidelines for Developing Interview Questions” if a decision is made to conduct interviews.

9.  Release of employees/effective dates

     a. Employees selected for a vacancy will be released as follows:

         (1) Promotion (temporary or permanent) within the activity; permanent to another activity/agency; detail within the activity to a higher graded position or to a position with known promotion potential; or reassignment or change-to-lower-grade to a position with known promotion potential – within two weeks from date of notification unless a later date is agreed to by the gaining component, but in no instance later than 30 days.

         (2) Reassignment, demotion or detail to same or lower grade:

             (a) Within the activity.  Normally within two to four weeks; however, the time may be extended by mutual agreement between the selecting and releasing officials.  If disputes arise, the release date will be determined by a common superior whose decision will be governed by what is in the best interest of the activity.

             (b) To another activity.  Release within 30 days unless there is a mutual agreement between the two activities.

         (3) To overseas or continental United States activities.  Within 45 days unless there is mutual agreement between the two activities.

     b.  A position change cannot be made effective before the position has been classified, the employee has met legal and qualification requirements, and applicable advance notice requirements have been met if the position change involves reduction in grade or pay.  

10. Documentation.  A case file of each competitive promotion sufficient to allow reconstruction of the promotion action will be maintained by HRCS Pacific for a period of two years or until an OPM evaluation is made (whichever comes first).  The DON will retain cases involving discrimination complaints for two years after final disposition.  All other documentation requirements will be in compliance with CPI 335 and other applicable regulations.

11. Disclosure of Merit Promotion Information

     a.  Disclosure of information must be in accordance with the Privacy Act and Freedom of Information Act.

         (1) First consideration shall be given to protection of the privacy of the individuals concerned.

         (2) All candidates will have equal access to information on merit promotion processes and procedures, types and levels of qualifications required, creditable experience, job-related evaluation criteria and their own test scores (if used) and ratings on job-related criteria.

         (3) Care shall be taken to ensure that information that might give some candidates an unfair advantage is not released.

     b.  Once selection is made, candidates may be informed of whether or not they were in the group from which selection was made and who was selected.

     c.  Test material, identifiable material on other candidates or any information which would be an invasion of privacy, and “Internal Qualification Guides” which supplement the OPM Handbook X-118C or activity plans which copy or reference these guides will not be released.

12. Grievances.  Matters of dissatisfaction are to be resolved under applicable grievance or complaint procedures (see Section 408 for further information).

EXHIBIT I
JOB ANALYSIS

NAME OF ACTIVITY:  

POSITION TITLE/SERIES/GRADE:

PERSACT #:  

POSITION DESCRIPTION #:  

MAJOR DUTIES FROM PD:

KNOWLEDGE, SKILLS, AND ABILITIES (KSAs):

SPECIAL REQUIREMENTS:  

ASARS CODES:  

__________________________________ 

SME Signature


Date

__________________________________

Personnel Advisor


Date


EXHIBIT II

GUIDELINES FOR DEVELOPING INTERVIEW QUESTIONS

1.  Avoid the following types of questions:

    a.  Leading questions that suggest the “proper” answer to the applicant, such as “That was a boring job, wasn’t it?”

    b. Questions or comments that are non-neutral and reveal your attitudes, such as, “That’s a good reason to change jobs.”

    c.  Questions with only one right answer.

    d.  Multiple choice questions.

    e.  Questions that require the applicant to look at a diagram, symbol, schematic, etc.

    f.  Questions that can be answered with only a “yes” or “no” (closed questions).

    g.  Questions about marital plans or status, spouse’s occupation, children and arrangement for care of children.

    h.  Questions about the applicant’s race, age, political affiliation, or religious beliefs.

    i.  Questions which are different for male and female applicants or any one group of applicants.

    j.  Questions regarding union affiliation or membership status.

2.  Ask the following types of questions:

    a.  Questions that will assist the applicant in expressing ideas and feelings in a frank and honest manner.

    b.  Questions which follow-up on key thoughts (i.e., ideas, opinions, or experiences expressed by the applicant that appear to the interviewer to have an important bearing upon the matter under discussion).

    c.  Questions which require a more elaborate response than merely a “yes” or “no” (open ended questions).

    d.  Questions that will elaborate on job-related items not sufficiently described in the application or attachments.

3.  Questions not related to the job are inappropriate and can be a basis for grievances or discrimination complaints.
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