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SECTION 214  WITHIN-GRADE INCREASES (WGI)

1.  Purpose.  To provide policy guidance and procedural instructions concerning the administration of the within-grade increase.

2.  Employees covered.  This section applies to all employees occupying Federal Wage System (FWS) positions and permanent positions subject to the General Schedule (GS).  (Permanent position for this purpose means a GS position that is filled by a non-temporary appointment and without a definite time limitation.)

3.  Policy.  It is the policy of the Department of the Navy that current regulations be utilized to motivate employees to perform continuously at their full capacity and to ensure that every employee is paid that salary which is warranted by the degree of competence with which he/she performs to merit a pay increase, not just adequate for retention on the job.  Supervisors will give all warranted assistance in improving the job performance of employees whose work falls below an acceptable level.  Authority to withhold WGIs is hereby delegated to first-line supervisors.

4.  Definitions

    a.  Within-grade increase.  An increase in an employee’s basic rate of pay from one step in the current grade to the next provided that the employee’s most recent performance rating of record was at least “fully successful.”

    b.  Acceptable Level of Competence (ALOC).  A “fully successful” or better rating on all critical elements of the performance standards established for GS employees (grades 1 through 12) and all FWS employees.  A “fully successful” or better rating of record for GS employees (grades 13 through 15) who are not covered by the Performance Management and Recognition System.

5.  Waiting period 

    a.  GS employees
        (1) For a full-time employee and for a nonfull-time employee with a prearranged regularly scheduled tour of duty, the waiting periods for advancement to the following steps in all grades are: 

            (a) Steps 2, 3, and 4 – 52 calendar weeks of creditable service.

            (b) Steps 5, 6, and 7 – 104 calendar weeks of creditable service.

            (c) Steps 8, 9, and 10 – 156 calendar weeks of creditable service.

        (2) For a nonfull-time employee without a prearranged regularly scheduled tour of duty, the waiting periods for advancement to the following steps in all grades are:

            (a) Steps 2, 3, and 4 – 260 days of creditable service in a pay status over a period of not less than 52 calendar weeks.

            (b) Steps 5, 6, and 7 – 520 days of creditable service in a pay status over a period of not less than 104 calendar weeks.

            (c) Steps 8, 9, and 10 – 780 days of creditable service in a pay status over a period of not less than 156 calendar weeks.

    b.  FWS employees
        (1) For a full-time employee and for a nonfull-time employee with a prearranged regularly scheduled tour of duty, the waiting periods for advancement to the following steps in all grades are:

            (a) Step 2 – 26 calendar weeks of creditable service.

            (b) Step 3 – 78 calendar weeks of creditable service.

            (c) Steps 4 and 5 – 104 calendar weeks of creditable service.

        (2) For a nonfull-time employee without a prearranged regularly scheduled tour of duty, the waiting periods for advancement to the following steps in all grades are:

            (a) Step 2 – 130 days of creditable service in a pay status over a period of no less than 28 calendar weeks.

            (b) Step 3 – 390 days of creditable service in a pay status over a period of no less than 78 calendar weeks.

            (c) Step 4 and 5 – 520 days of creditable service in a pay status over a period of no less than 104 calendar weeks.

Any day on which a part-time service is performed constitutes a full day.

6.  Procedures
    a.  Employee’s current annual performance rating of record will be used to support an ALOC determination for the granting or denial of a WGI.  A WGI will be processed only if the current performance rating of record is “fully successful” or better.

    b.  If a GS employee’s level of competence is not acceptable, the supervisor should promptly contact Labor-Employee Relations, HRO CNR, for technical advice and assistance.  (Supervisors may use the procedures in this paragraph for FWS employees.)  HRO CNR will assist with the preparation of any negative determination to ensure compliance with regulations.  This notice should state the specific basis for the denial of the WGI and advise the employee of his/her right to contest the unfavorable determination.  In cases where an employee’s rating of record is less than “fully successful,” but the employee’s performance has improved to “fully successful” or better before the end of the waiting period, the supervisor will prepare a new performance rating.  This rating shall become the current official performance rating which replaces the previous rating of record for all purposes.

7.  Effective date.  A WGI shall be effective at the beginning of the next pay period following completion of the required 

waiting period and after compliance with other conditions of eligibility described above.  When a WGI is delayed beyond its proper effective date through administrative error, oversight, or delay, the increase shall be made effective as of the date it was properly due.

8.  Subsequent WGI.  After an employee’s WGI has been withheld, at any time the employee’s performance of work reaches an acceptable level of competence the employee should be granted a WGI.  The supervisor in such case should notify the Labor-Employee Relations Specialist so that the supervisor can prepare a new performance rating.  The WGI will be effective as of the first pay period following submission of the new rating to HRO CNR.
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