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1.
PURPOSE.  This Plan correlates to Chapter V, MERIT PROMOTION, of DOE O 320.1, ACQUIRING AND POSITIONING HUMAN RESOURCES, dated September 6, 2002, by assigning responsibility and accountability and providing administrative guidance to the Office of Science (SC) Integrated Support Center (ISC) in accordance with the Fiscal Year (FY) 2008 Service Plan of the ISC; and to establish policies and procedures for considering and selecting qualified candidates for promotion and placement to competitive service positions.  Nothing in this issuance changes any requirements contained in any DOE Directive.

2.
POLICY.  Positions in the Federal service will be filled in accordance with applicable civil service laws and regulations.  Consideration and selection of candidates are based on qualifications, fitness and relative ability, knowledge, and skills after fair and open competition that ensures all qualified candidates receive equal opportunity.  Employment practices shall be related to matters that fairly evaluate the relative capacity and fitness of candidates for jobs to be filled, result in selection from the among the best qualified candidates, and be developed and used without discrimination because of race, color, sex, age, national origin, partisan political affiliation, marital status, non-qualifying physical handicap, sexual orientation, or any other non-merit factor.  Through the implementation of this Plan, the ISC endeavors to achieve a highly qualified diverse workforce.

This plan is intended to ensure that qualified available applicants receive fair consideration for positions filled under merit promotion procedures.  Subject to laws, regulations, and internal approvals, management makes the final decision on selections and has the right to select from any appropriate authority.
3.
CANCELLATION.  This Plan cancels and replaces ORO O 320, Chapter VII, Change 1, MERIT PROMOTION, dated June 13, 2001, and CH O 320.2, MERIT PROMOTION PLAN, dated August 11, 2004.
4.
APPLICABILITY.  The provisions of this Order apply to all competitive service positions serviced by the ISC that are classified in General Schedule (GS) and Federal Wage System pay plans and filled through merit promotion procedures.  Negotiated provisions in applicable collective bargaining agreements take precedence for bargaining unit positions. Positions excepted from coverage by this plan include:   all positions in the Senior Executive Service (SES), all scientific and professional positions filled under 5 U.S.C. 3325 (ST), all senior level positions filled under 5 U.S.C. 5108 (SL), all excepted service positions. 
5.
RESPONSIBILITIES. 
a.
CH and OR Managers and Site Office Managers.
1) Staff their organizations by selecting candidates for employment in accordance with merit principles.

2)
Consult with the assigned HR Specialist when planning recruitment, staffing, and promotion actions.

3)
Ensure that the Human Capital Management Program provides support to SC based on concepts of merit, efficiency, and effective mission support.
4)
Proactively participate in recruitment initiatives and interviewing of prospective candidates for employment with the Department of Energy.

d.
Human Resource Directors (HRD).
1) Develops policies, standards and procedures concerning merit promotion and related personnel functions consistent with applicable laws and regulations.

2) Approves exceptions to the normal minimum areas of consideration and documents the reasons for the exception.

3) Periodically evaluates the effectiveness of ISC merit promotion plan and other human resources functions and initiates corrective action(s), as appropriate.

4) Maintains liaison with OPM and/or DOE on merit promotion policy as well as on other personnel-related activities.

e.
Human Resources Specialists (HRS).
1) Provide day-to-day advice and guidance to managers, supervisors, and employees about the requirements, objectives, and other aspects of the ISC Merit Promotion plan.

2) Provide appropriate training for all supervisors in the operation of the merit promotion process, as needed.
3) Assist managers and supervisors in the development of descriptions of specialized experience, selective factors, screen-out elements, knowledge, skills and abilities, crediting plans, and competency questions.
4) Prepares and advertises vacancy announcements, and receives applications for employment consideration.

5) Validates applicants’ resumes and responses to questions for basic qualifications, specialized experience, eligibility for promotion or noncompetitive considerations, required documentation, and other eligibility requirements.

6) Evaluates applicants qualifications or arrange for applicants’ qualifications to be rated by subject-matter experts (SMEs) or other evaluators, if applicable.
7) Certifies a candidate to selecting officials together with application materials for each referred candidate.

8) Executes personnel actions.

9) Informs applicant of the results of their consideration for specific placement opportunities.
10) Refers all candidates entitled to repromotion or priority consideration to the selecting official.
11) Establishes and maintains merit promotion case files in accordance with 5 CFR Part 335 and Attachment 2 of this Plan.  

12) Releases or protects merit promotion records, as appropriate, in accordance with the Procedures for Disclosure of Records under the Freedom of Information Act (5 CFR Part 294) and Privacy Procedures for personnel records (5 CFR Part 297).
13) Ensures that security and control of crediting plans are maintained.

14) Counsels applicants and employees concerning promotion policies, procedures, and opportunities.

15) Resolves employee complaints concerning merit staffing actions in an informal manner when possible. 
f.
Diversity Managers.
1) Remain informed of open vacancy announcements by regularly checking appropriate sources of publicity.

2) Assist HR staff in publicizing vacancies to diversity organizations.
g.
Supervisors and Managers.

1) Serve as selecting officials for positions under their direct supervision.
2) Approve jobs analyses, descriptions of specialized experience, selective factors, screen-out elements, knowledge’s, skills, and abilities (KSAs), crediting plans and/or competency questions (as appropriate for automated examining), and interview questions in consultation with HR Specialist. 
3) Consider performance appraisals and incentive awards in the selection process.

4) Advise and assist employees with career development and planning.

5) Practice sound position management in determining whether a new position should be established or a current position should be filled, changed, or abolished.

6) Release employees selected for other positions within a reasonable period of time taking into consideration the need to finalize work in progress, the critical nature of the position, and pending personnel action (i.e., promotion opportunity for the selectee).
7) Assist in resolving employee complaints concerning merit staffing actions.

8) Promote diversity and equal employment opportunity principles. 
9) Ensure selections are based on merit principles.

h.
Subject Matter Experts (SMEs).
1) Assess the degree to which qualified applicants possess the competencies required for successful performance in the position to be filled, as requested.
2) Keeps all personal information regarding candidates confidential.
i.
Applicants.
1) Remain informed of open vacancy announcements by regularly checking appropriate sources of publicity.
2) Submit information about their qualifications and ensure their applications are timely and in accordance with the instructions in the vacancy announcement.

3) Provide adequate contact information for reference checks.

6.
ACTIONS COVERED BY THIS PLAN.
a. Time-limited promotions for more than 120 days to a higher graded position (prior service during the preceding 12 months under noncompetitive time-limited promotions and noncompetitive details to higher graded positions count toward the 120 day total). Temporary promotions may be made permanent or extended to the maximum period of time authorized by regulation (five years) without further competition provided the temporary promotion was originally made under competitive procedures and the fact that it might lead to a permanent promotion or be extended to the maximum period of time authorized by regulation was made known to all potential candidates (i.e., statement to that effect in the announcement).
b. Transfer to a position at a higher grade or with more promotion potential than a position previously held on a permanent basis in the competitive service.
c. Reassignment or demotion to a position with more promotion potential than a position previously held on a permanent basis in the competitive service (except as permitted by reduction-in-force regulations).
d. Reinstatement to a permanent or temporary position at a higher grade or with more promotion potential than a position previously held on a permanent basis in the competitive service.
e. Detail of more than 120 days to a higher grade position or to a position with higher promotion potential (prior service during the preceding 12 months under noncompetitive details to higher graded positions and noncompetitive time-limited promotions counts toward the 120-day total).
f. Selection of a current federal employee for training that is required to prepare an employee for promotion (i.e., part of an authorized training agreement, such as Upward Mobility; part of a promotion program; or training required before the employee may be considered for a promotion).
g. Appointment of a preference eligible or a veteran who has substantially completed at least three years of continuous active military service (i.e. eligible for appointment under the Veterans Employment Opportunities Act of 1998 (VEOA), as amended) in accordance with the special provisions of 5 CFR 315.611.
7.
ACTIONS EXCEPTED FROM COVERAGE BY THIS PLAN.
a.
Promotion resulting from the upgrading of a position without significant change in the duties and responsibilities due to issuance of a new classification standard or the correction of an initial classification error.
b.
Appointment or promotion of an employee who was selected in the competitive service from an OPM/Delegated Examining Unit (DEU) certificate, by direct hire authority, Veterans Readjustment Authority, 30% disabled Veteran, by noncompetitive appointment or noncompetitive conversion, or under competitive promotion procedures for an assignment intended to prepare the employee for the position being filled.
c. Promotion resulting from an employee’s position being classified at a higher grade because of additional duties and responsibilities where the successor position absorbs the old position (i.e., accretion of duties).
d. A temporary promotion, or detail to a higher graded position, or a position with known promotion potential, of 120 days or less.  These actions may be multiple periods whose total equal 120 days within a 52 week period.
e. 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.
f. Promotion, reassignment, demotion, transfer, reinstatement, or detail to a position having promotion potential no greater than the potential of a position an employee currently holds or previously held on a permanent basis in the competitive service and did not lose because of performance or conduct reasons.
g. Selection or priority consideration of a candidate made to correct an action where an employee did not receive proper consideration in a prior competitive promotion or placement action.
h. Promotion within an established career ladder of an employee or individual who was noncompetitively converted to a career or career-conditional appointment under the Student Career Experience Program; Veteran’s Readjustment Appointment, Presidential Management Intern, or other authorized program or action provided the intent was made a matter of record and career ladders were documented.
i. Position change permitted by Reduction in Force procedures.

8.
MINIMUM AREA OF CONSIDERATION.
a.
Minimum areas of consideration for merit promotion announcements (i.e., who may apply) will be sufficiently broad to ensure the availability of high quality candidates, taking into account the nature and level(s) of the positions(s) covered by the announcement, and to give as many employees as practicable the opportunity to apply for vacancies.
b.
The minimum areas of consideration will normally be as follows:
Grade of Position
Minimum Area
GS-14 through GS-15
Department-wide
and equivalent

GS-13 and below
Commuting area of


the vacancy
1)
Extending the Area of Consideration.  The area of consideration may be extended when the selecting official and the HR Specialist determine that (a) the minimum area is not likely to produce an adequate number of qualified candidates; or (b) broader recruitment is appropriate to advance affirmative action objectives, to introduce fresh ideas and new viewpoints, or to otherwise meet mission objectives.

2)
Limiting the Area of Consideration.  The area of consideration may be limited, on occasions, when budget, staffing allocations, or other constraints will not allow the valid consideration of applicants from other sources.  Documentation for limiting the area of consideration must be justified and approved by the HRD.
9.
SOURCES OF CANDIDATES FOR COMPETITIVE RECRUITMENT.
Before a vacant position is to be filled through the merit promotion program, the HRS first refers to the selecting official the names of any eligible employee in the same geographic area and organizational element of the vacancy entitled to priority placement; special repromotion consideration following demotion through no fault of their own; or eligible employees entitled to priority consideration from a previous competitive promotion action.
10.
TIME LIMITS FOR POSTING AND ACCEPTING APPLICATIONS
a.
Vacancies announced Department-wide will be posted for a minimum of 14 calendar days.  Vacancies announced for a smaller area of consideration will be posted for a minimum of seven calendar days unless an applicable collective bargaining agreement specifies otherwise.
b.
All vacancy announcements open outside the primary Office (CH or OR) or Site Office will be posted to USAJobs.com.
c.
All applicants must submit application materials within the time limits specified on the vacancy announcement.  Applications materials that are not timely will not be considered and the applicant will be so notified.
d.
Announcements of vacancies which occur frequently may be covered by open continuous announcements for a period not to exceed one year.
e.
HR staff must ensure that eligible DOE employees being affected by reductions in force, individuals eligible under the Career Transition Assistance Plan (CTAP), and individuals eligible under the Interagency Career Transition Plan (ICTAP) are afforded the opportunity to apply for vacancies in accordance with the provisions of those programs.
11.
RECRUITMENT PROCESS.
a.
Competencies
The position description (PD) and written job analysis will be the basic reference for the identification of competencies that will be utilized to formulate vacancy questions.  Competencies are also any knowledge, skills, abilities or special qualifications that are essential for satisfactory performance on the job and are in addition to the minimum qualification requirements for the position.
b.
Basic requirements.
1)
General criteria.  Vacancy questions must be clearly relevant to the position and measurable by reference to application materials and other rating information.  Vacancy questions can be equally weighted or the selecting official and the HR Specialist may jointly determine that certain task statements/questions are to be given additional weight.

2)
Supervisory and Managerial Positions.
Vacancy questions must be designed to evaluate supervisory or managerial capabilities and/or potential in addition to technical proficiency.

At least one vacancy question will be included to determine each candidate’s demonstrated awareness of and commitment to equal employment opportunity.

c.
Development.
Vacancy questions will be developed by the selecting official with the assistance of the HR Specialist and must be published on the vacancy announcement.  Each vacancy question must be reasonable with respect to the position being filled.  Each vacancy questions will consist of typical examples of duties, education, and/or training that would normally constitute evidence that a candidate could successfully carry out the duties of the position to be filled
12.
RATING PROCESS.
a.
Information Considered.  Candidate qualifications will be evaluated on the basis of all pertinent and available information contained in the applicant’s application package that shows such factors as:  experience, including outside volunteer activities that supplement experience and are relevant to the job; education and training, including self-development efforts; and awards demonstrating relevant skills and abilities.  This evaluation will be based on the following sources of information, as applicable:

1)
Materials to be submitted by applicants will be specified on the vacancy announcement.  Applicants are responsible for determining if supplementary materials are required and submitting them within the time limits specified on the vacancy announcement.  Applicants who do not comply with the terms of the vacancy announcement will not be considered. 
2)
Selecting officials are encouraged to conduct interviews.  The selecting official may either personally conduct interviews as part of the final selection process or may request that an interview panel conduct interviews and provide recommendations for selection or additional interviews.  If a candidate on any selection certificate is interviewed by the selecting official or an interview panel, all candidates on that same certificate should be provided an opportunity to interview with the same source.

3)
Written tests will not be used in the evaluation process unless a test is required by OPM for in-service placement as a means of determining if an employee meets the minimum qualification standards for the position.

b.
Minimum Qualification Requirements.  The OPM Operating Manual of Qualification Standards for General Schedule Positions (Qualifications Manual) prescribes qualification standards which must be met by all selectees at the time of entry into a new position.  Candidates will be considered if they will meet all of the requirements listed below within 30 calendar days after the closing date of the vacancy announcement.  However, the selectee may not be permanently placed in the position until he/she meets all of these requirements.

Selective Placement Factors are knowledge, skills, abilities or special qualifications that are essential for satisfactory performance on the job and are in addition to the minimum qualification requirements for a position.  Such factors are developed by the selecting official, with the assistance of HR staff, and documented on Weights and Screen Outs Report.  A selective placement factor may not be established if it:
(a)
Unduly restricts the number of eligible candidates.

(b)
Is not essential to successful performance.

(c)
Could be obtained through a brief period of training or adjustment, or otherwise learned within a reasonable period of time, normally 90 calendar days.

(d)
Requires formal education.

(e)
Increases the length of general or specialized experience requirements prescribed in the Qualifications Manual.

(f)
Is inappropriate for the grade and type of position to be filled.

c.
Identification of Qualified Candidates.  Each candidate will be evaluated against the minimum qualification requirements for the position based on individual responses entered into the USAJobs application form.  Candidates who do not meet the minimum requirements will be rated not qualified, and the reason will be documented.  Those meeting the minimum requirements will be designated “Qualified.”

13.
EVALUATING (RATING AND RANKING) QUALIFIED APPLICANTS. 
a.
Applicants will respond to questions contained in the vacancy announcement as it appears on the USAJobs website  Applicants will self-certify based upon the degree to which they believe they have demonstrated attainment of the specific attribute or experience involved.  Documented experience, education, and/or training relating to each competency must be included in the applicant’s online resume and application package so that the applicant’s score on each competency can be substantiated by the HRS and/or SME’s.

b.
Information Considered in the Evaluation Process.

1) Candidate qualifications will be evaluated on the basis of all pertinent and available information contained in the applicant’s application package that shows such factors as:  experience, including outside volunteer activities that supplement experience and are relevant to the job; and/or education and training, including self-development efforts that demonstrate relevant skills and abilities.

2) Materials to be submitted by applicants will be specified on the vacancy announcement.  Applicants are responsible for submitting them within the time limits specified on the vacancy announcement.

c.
Rating and Ranking Methodology.  Applicant responses to vacancy questions listed on the vacancy announcement are used to a) assign a numerical score that is indicative of the degree to which an applicant possesses the job-related knowledge, skills and abilities, b) differentiate between qualified applicants, and c) ultimately identify the best-qualified group of applicants.
1) Rating Score.  To be considered, all applicants must respond to the vacancy questions and submit the documentation as required by the vacancy announcement.  
HR staff will review each application package to confirm basic qualifications, specialized experience, eligibility for promotion or noncompetitive consideration, and required documentation as stated in the vacancy announcement.
2) Determination of Best Qualified Candidates.  The best qualified candidates are determined by the HR Specialist and are identified as those persons who rank at or near the top when compared with other eligible candidates.

(a)
The top 10 candidates who score 85 or above, along with any candidate who ties for 10th place, will be referred for consideration.
(b)
If fewer than 10 candidates are referred on the Selection Certificate, selecting officials may request that the “qualified” candidates (i.e., those who score between 70 and 85) be added to the Selection Certificate for consideration.

14.
REFERRING APPLICANTS.
a. Priority Referrals.  Priority referral will be given to the following:

1)
Individuals eligible under a Priority Placement Program, CTAP, and ICTAP in accordance with the provisions of those individual programs, if applicable, and
2)
Applicants who were not given proper consideration in a prior competitive promotion action.

b. Certificate of Eligibles.

1)
Certificates of eligibles will be issued for no more than 30 calendar days.  Time to Hire goals can be negatively impacted by requests for extensions; therefore, diligent efforts must be made to complete consideration of candidates during this 30 calendar day period.  When extenuating circumstances warrant, requests for short extensions (generally no more than 5 workdays) will be considered on a case-by-case basis and must be supported by sufficient justification.

2)
If an identical vacancy occurs within 30 calendar days of the date of the selecting official’s signature on the original certificate; reuse of a selection certificate may be authorized.  The reissued selection certificate will be valid for 30 calendar days.  No extension to this 30 calendar day period may be granted.

3)
If a vacancy is announced at more than one grade level, a certificate will be prepared for each separate grade level.  Applicants may be placed on each certificate for which they are best qualified and for which a willingness to accept the grade and/or salary is indicated.

15.
SELECTION PROCESS.
a.
When interviews are conducted, the selecting official may either personally conduct the interviews as part of the final selection process or may request that an interview panel conduct the interviews and provide recommendations for selection or further interviews.
b.
Interview Panel members must have a good knowledge of the skills and abilities needed to perform the job.  Candidates for the position may not serve on the panel.  Panel members must occupy a position at or above the full performance level of the position being filled.
c.
Selecting officials should give consideration to performance appraisals and incentive awards in the selection process prior to making the selection decision.

d.
After review of the material furnished on each candidate and of any interview results, the selecting official will:

1)
select one or more of the candidates; or
2)
return the selection certificate with written documentation stating the reason for non-selection; or

3)
return the selection certificate without a selection stating the reason for postponing or canceling the filling of the vacancy; and/or

4)
request to HR that additional recruitment efforts be initiated.

e.
HR staff will make all official employment offers to selected employees, arrange for a release date, and complete all processing requirements.  Unless otherwise arranged, HR will notify all candidates as to the disposition of the merit promotion action.
16.
Employee Complaints.
a.
Informal Resolution.  All parties involved in a merit promotion-related complaint should exert the utmost effort to resolve the complaint through informal discussion and mutual understanding of the different points of view.  Complainants are encouraged to consult their supervisor, the selecting official, and/or their HR point of contact to seek a resolution of the issues.  Parties may present the complaint to the servicing Human Resources Office for further informal consideration if the principal parties are unable to reach an informal resolution.

b.
Formal Resolution.  An employee may also pursue the following procedures, as applicable, if the complaint cannot be settled informally:
(1) Grievance.  Employees may grieve matters involving the administration of the Merit Promotion Program under the appropriate DOE or Negotiated Grievance Procedures.  Nonselection for promotion among a group of properly ranked and certified candidates, in and of itself, is not a basis for a grievance.  Alternative Dispute Resolution in the form of mediation is encouraged.

(2) Equal Employment Opportunity Complaint.  If an employee believes that unlawful discrimination occurred in the administration of the Merit Promotion Program, the employee may initiate a complaint under the provisions of the EEOC Management Directive 110, Federal Sector Complaints Processing Manual and DOE O 311.1B, Equal Employment Opportunity and Diversity Program.
17.
REFERENCES.
a.
Title 5, Code of Federal Regulations (CFR), Parts 300 and 335.

b.
DOE O 320.1, Acquiring and Positioning Human Resources, dated 11/21/2003.
c.
DOE O 311.1B, Equal Employment Opportunity and Diversity Program, dated 02/12/2003.
d.
DOE O 3771.1, Grievance Policy and Procedures dated 08/21/1992.
e.
EEOC Management Directive 110, Federal Sector Complaints Processing Manual, dated 11/09/1999.

18
DEFINITIONS.

a.
Appointments.  The hiring of a person from a competitive list of eligibles, or by special authority in the absence of a requirement for a competitive list of eligibles.

b.
Area of Consideration.  The area in which a search for eligible candidates is made.  (When the minimum area of consideration produces enough qualified candidates and there is no need for a further search in a broader area, the minimum area of consideration and area of consideration are the same.)

c.
Best Qualified.  Candidates who rank at or near the top when compared with other well qualified candidates.

d.
Career-ladder position.  One of a group (2 or more) of positions classified in the same series, having the same title and promotion potential, such that an employee competitively selected for a career-ladder position at a grade below the full performance level may progress without further competition through the established grade range through successful performance of progressively responsible experience. Employees in career-ladder positions are promoted as they demonstrate the ability to perform work at the next higher level and meet any applicable technical qualifications requirements.

e.
Career Transition Assistance Plan (CTAP). – A program to assist surplus and displaced DOE employees apply for consideration for DOE vacancies.

f.
Competencies.  Knowledge, skills, abilities and other characteristics that contribute to successful performance in a particular position and are used as criteria for rating qualified candidates for that position.  Competencies must be directly related to the position to be filled.

g.
Competitive Status.  A candidate’s basic eligibility for placement in a position in the competitive service without competing with members of the general public under the OPM recruitment system.

h.
Days.   Calendar days, not workdays, unless expressly designated as the latter for a particular purpose.
i.
Demotion.  The change of an employee to a lower grade when both the old and the new positions are under the General Schedule, or under the same type of graded wage schedule, or to a position with a lower rate of pay when the old and the new positions are under the same type ungraded wage schedule or in different pay-method categories.

j.
Detail.  The temporary assignment of an employee to a different position or set of unclassified duties for a specified period of time.
k.
DOE Jobs Online.  A web-based system for applicant recruiting, processing and rating, referral, selection, and records management.

l.
Full-Performance Level.  The highest grade level of work assigned to a position.  Noncompetitive promotions are allowed up to this level if previously competed.
m.
Interagency Career Transition Assistance Plan (ICTAP).  – A program to assist surplus and displaced federal employees apply for consideration for Federal vacancies.
n.
Minimum Area of Consideration.  The area designated in this directive in which there is a reasonable expectation that enough qualified candidates to fill vacancies will be located.
o.
Position Change.  A promotion, demotion, or reassignment made during an employees continuous service within DOE, including such personnel actions that also involve a change of appointing office or duty station.

p.
Priority Consideration.  Consideration given to an applicant, before merit staffing procedures can be used to fill a position, when that applicant failed to receive proper consideration in a prior competitive promotion or placement action.

q.
Priority Placement.  Consideration given to an employee, before merit staffing procedures can be used to fill a position, when that employee is identified as surplus through a Priority Placement Program.

r.
Promotion.  The change of an employee to a higher grade level or higher rate of basic pay.

s.
Qualified candidates.  Persons being considered for a promotion or other staffing actions who meet all established qualification requirements for the position being filled, including OPM Qualification Standards, applicable selective placement factors,  and time‑after-competitive-appointment restrictions

t.
Reassignment.  The change of a current Department of Energy employee from one position to another without promotion or demotion.

u.
Reinstatement.  The reemployment of a former Federal employee on the basis of previously acquired civil service status.

v.
Repromotion Consideration.  Consideration given an employee before merit staffing procedures can be used to fill a position when that employee has promotion eligibility to a grade or position from which demoted without personal cause and not at the employee’s request.

w.
Selective Factor.  Knowledge, skills, abilities or special qualifications that are essential for satisfactory performance on the job and are in addition to the minimum qualification requirements for a position or above the grade of the position to be filled.

x.
Transfer.  The movement of a current eligible employee of another Federal agency to a position within the Department of Energy.

19.
ATTACHMENTS.
a.
Attachment 1  –  Vacancy Announcement Information
b.
Attachment 2  –  Merit Promotion Case File Records
c.
Attachment 3  –  Safeguarding and Examining Process and Release of Information
ATTACHMENT 1

VACANCY ANNOUNCEMENT INFORMATION

At a minimum, each traditional merit promotion vacancy announcement must include the following information:

a.
The position title, pay schedule, series, grade, and salary range;
b.
The maximum grade to which there is known promotion potential;
c.
The position’s organization and geographic location;
d.
The area of consideration;
e.
The opening and closing dates of the announcement;
f.
Special conditions of employment, such as annual physical examinations, random drug tests, or maintenance of a security clearance;
g.
Whether interview and/or relocation expenses will be provided;
h.
A brief summary of duties and responsibilities, including any non-routine working conditions (overtime, amount of travel, etc.);
i.
A summary of required qualifications, including selective placement factors;
j.
The vacancy questions on which the applicants will be required to rate themselves in response to the vacancy announcement;
k.
Means of obtaining additional information about the position; and
l.
Whether the position is represented by a collective bargaining agreement.
ATTACHMENT 2

MERIT PROMOTION CASE FILE RECORDS
Human Resources Specialists are responsive for establishing merit promotion files with sufficient documentation to permit complete reconstruction of actions and to answer inquiries, and or maintaining such case files in accordance with 5 CFR Part 335 (i.e., for two years or until audited by OPM, whichever comes first) and in accordance with 29 CFR 1602.14 (i.e., for a period of one year from the date of the making of the record or the personnel action involved, whichever occurs later). HRCS may need to maintain merit promotion case files that are the subject of an appeal or complaint (i.e., MSPB, EEO, etc.) or litigation for a longer period of time.

Merit promotion case files and all associated documents may be maintained in hard copy format, electronically (i.e., on such media a computer disks, CD-ROM, computer databases, network servers, and/or electronic delivery systems), or in an appropriate combination (i.e., when there are both hard copy and electronic documentation associated with a case).  Regardless of the method used, files must be readily retrievable.  At a minimum, each merit promotion case file must include the hard copy or electronic version of the following, as appropriate:

· Position description for the vacancy;
· A copy of the job analysis worksheet;

· A copy of the vacancy announcement;

· Application materials or web site where materials can be located, including the application of priority or repromotion eligibles which were considered;
· Vacancy score report/applicant ranking report;

· Selection certificate;

· Justification for selective factors, if applicable;

· Weights and screen outs report;
· Copies of correspondence to ineligibles and those not selected; and
· Justification for non-selection of priority referral candidates.

· Inteview notes created by all individuals who participate in interviews of prospective employees will be provided to the servicing human resources office for maintenance in Merit Promotion case files.

ATTACHMENT 3
Safeguarding the Examining Process and Release of Information

1. Introduction.
a.
Applicants have the right to request certain materials and/or information relative to the examining process.  Insofar as practicable, an applicant’s request for materials and/or information should be honored, only when HRS has made a positive determination that releasing the materials and/or information will not compromise in the present (or potentially compromise in the future) the objectivity and fairness of the examining process.

2. Materials and/or Information That May Be Released.
a.
In general, the materials and/or information below may be made available for review or photocopying by an applicant who is the subject of the materials and/or information.  They may also be made available to a third party (i.e., designated representative) only with written authorization from the person who is the subject of the materials and/or information requested.

1) Application materials submitted by the requesting individual.  Notations made by raters or reviewers showing ratings and veterans’ preference (if applicable) may remain, as well as notations on the application materials showing qualifying experience or quality.

2) Referral history (i.e., dates and positions for which the applicant was referred).

3) Merit Promotion Certificates and other lists of applicants referred, provided that any personal or identifying information (i.e., names, addresses, phone numbers, etc.) pertaining to all other applicants is marked out.  The names of the selected individuals are matters of public record, and therefore may remain unmasked, provided the individual shown as selected actually entered on duty in the position for which selected.  However, any other personal information about selected individuals is not a matter of public record and may not be released.

4) Availability inquiry responses and position descriptions in the case file.

5) Reasons submitted in support of a proposed passover of a preference eligible.

6) Announcements.

7) KSA statements.

Safeguarding the Examining Process and Release of Information

3. Introduction.
a.
Applicants have the right to request certain materials and/or information relative to the examining process.  Insofar as practicable, an applicant’s request for materials and/or information should be honored, only when HRS has made a positive determination that releasing the materials and/or information will not compromise in the present (or potentially compromise in the future) the objectivity and fairness of the examining process.

4. Materials and/or Information That May Be Released.
a.
In general, the materials and/or information below may be made available for review or photocopying by an applicant who is the subject of the materials and/or information.  They may also be made available to a third party (i.e., designated representative) only with written authorization from the person who is the subject of the materials and/or information requested.  Applicable Freedom of Information Act and/or Privacy Act requirements will serve as the guiding principle for release of materials and information.
1) Application materials submitted by the requesting individual.  Notations made by raters or reviewers showing ratings and veterans’ preference (if applicable) may remain, as well as notations on the application materials showing qualifying experience or quality.

2) Referral history (i.e., dates and positions for which the applicant was referred).

3) Merit Promotion Certificates and other lists of applicants referred, provided that any personal or identifying information (i.e., names, addresses, phone numbers, etc.) pertaining to all other applicants is marked out.  The names of the selected individuals are matters of public record, and therefore may remain unmasked, provided the individual shown as selected actually entered on duty in the position for which selected.  However, any other personal information about selected individuals is not a matter of public record and may not be released.

4) Availability inquiry responses and position descriptions in the case file.

5) Reasons submitted in support of a proposed passover of a preference eligible.

6) Announcements.

7) Vacancy Questions.

Safeguarding the Examining Process and Release of Information

5. Materials and/or Information That May Not Be Released.

a.
In general, the materials and/or information below may not be made available to members of the public, including applicants who are the subject of the materials and/or information.  If these materials and/or information were to be made available, the fairness and objectivity of the examining process would, in all likelihood, be compromised.

1) Point level descriptors from crediting plans and assigned weights and screen out criteria.

2) Rating sheets.

3) Transmutation tables, scoring keys, and similar.

4) Names of evaluators, SMEs, and interview panel members.

5) Any other materials and/or information, the disclosure of which would constitute a clearly unwarranted invasion of a third person’s privacy.

6. Confidential Disclosure on a Need-to-Know Basis of Materials and/or Information That Otherwise May Not Be Released and/or Information That May Be Released.
a.
In general, EEO counselors, investigators and similar individuals acting in an official capacity may be given access to materials and/or information that normally may not be released, providing there is a record of the following:

1) The name and title of the individual who made the request.

2) The reason for the request.

3) The materials and/or information requested.

4) The materials and/or information copied (if applicable).

5) A statement signed by the HR Specialist indicating that HR has advised the requestor of the confidential nature of the material and/or information.

6) A statement signed by the requestor indicating that the requestor has been advised by HRS of the confidential nature of the materials and/or information and that the requestor agrees to not disclose any confidential materials and/or information without the express written consent of the Human Resources Department Head in the Service Center or equivalent Human Resources official at Headquarters.

b.
Insofar as practicable, the review of materials and/or information that would normally not be released should take place in the Human Resources office in the presence of an HR staff member.
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