       APPENDIX A 

    SELECTED FEDERAL PERSONNEL TERMS 

PURPOSE:  This is a handy glossary of terms frequently used in Federal personnel work in the Department of Army.  It is by no means an exhaustive or complete list of personnel terms, but it will help to understand some of the basic Federal civilian personnel concepts.  






(A)

ABANDONMENT OF POSITION – When an employee fails to report for duty or return from leave or furlough and fails to inform his/her agency what he/she intends to do. 

ABSENCE WITHOUT LEAVE (AWOL) – Absence without prior approval. Employees on AWOL are in a non-pay status. 

ACTION OFFICER DEVELOPMENT COURSE - A correspondence course requiring both student and supervisor participation. Must be completed by all interns prior to graduation and by all individuals promoted/appointed to journeyman level positions within six months after appointment/promotion to such a position.
ADVERSE ACTION – A personnel action considered unfavorable to an employee.  Includes discharges, suspensions, furloughs without pay, and reduction in grade or pay taken by agencies against their employees. 

AGENCY – Any department or independent establishment of the Federal Government as defined in Title V, United States Code. . 

ALIGNMENT – Proper relationship among grades of positions so that the differences in grades reflect differences in difficulty and responsibility of the work performed. 

AMSC – The Army Management Staff College, located at Ft. Belvior, VA. 

ANNUAL LEAVE – Approved leave intended for vacation time and for conduct of personal business.  With certain exceptions, civilian federal employees accumulate leave at the rate of 13 to 26 working days a year depending on length of service. 

ANNUITY – The annual sum payable to former civilian employees who have retired. 

APPLICANT SUPPLY SYSTEM – A method used by agencies to file applications for outside-the-register and noncompetitive appointment consideration. 
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APPOINTING OFFICER – A person having power by law or by lawfully delegated authority to make appointments to positions in the federal service. 

APPOINTMENT (CAREER) – The tenure of a permanent employee who has completed 3 years of substantially continuous creditable federal service. 

APPOINTMENT (CAREER-CONDITIONAL) – The tenure of a permanent employee who has not yet completed 3 years of substantially continuous creditable federal service. 

APPOINTMENT (COMPETITIVE) – Appointment of a person after competition with others for the same position. 

APPOINTMENT (INTERMITTENT) – Less than full-time employment requiring irregular work hours. 

APPOINTMENT (NONCOMPETITIVE) – Appointment without regard to competition or to civil service registers. 

APPOINTMENT (PERMANENT) – Appointment without time limitation in the competitive service. 

APPOINTMENT (TEMPORARY LIMITED) – Appointment with specific time limitations (usually of 1 year or less). 

AREA OF CONSIDERATION – The minimum area in which it is reasonably expected to locate a sufficient number of highly qualified candidates (at least three) to fill vacancies. 

ATRRS (Army Training Requirements & Resource System)  -  A comprehensive computer program that manages individual training for civilian and military personnel.  ATRRS is used to obtain training quotas (spaces) to attend classes at Army  Formal Training Schools (reference DA pamphlet 351-4).






(B)

BENEFITS – Those elements of total compensation that are in addition to pay.  Benefits include retirement, health and life insurance, annual and sick leave, and paid holidays. 

BREAK IN SERVICE – For transfer purposes, it means being off an agency payroll for 1 working day or more.  For conversion to career appointment purposes, it means being off any agency payroll for more than 30 calendar days before reinstatement to the required 3-year career-conditional appointment. 
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BUMPING – The displacement of an employee in a lower subgroup by an employee in a higher subgroup during a reduction-in-force (RIF) action. 






(C)

CAREER LADDER (CAREER PROMOTION) – An avenue of progression which provides for employee advancement to a target position through satisfactory training and/or on-the-job performance.  Entrance into a career ladder position will be subject to competitive procedures, but progression to a target grade will be accomplished 

non-competitively. 

CERTIFICATE – A list of eligibles taken from a register and ranked according to OPM regulations for appointment consideration.  In the West Region, this is accomplished by the Delegated Examining Unit at the WCPOC.  

CFR (Code of Federal Regulations) – a codification of the general and permanent rules published in the Federal Register by the Executive departments and agencies of the Federal Government.  Title 5 CFR is composed of three volumes that cover Administrative Personnel. 

CLASS OF POSITIONS – All positions sufficiently similar as to (1) kind or subject matter of work; (2) level of difficulty and responsibility and (3) qualification requirements to warrant similar treatment in personnel and pay administration.  For example – all GS-3 Clerk Typist positions. 

CLASSIFICATION – The process of reviewing the job description to evaluate the pay plan, title, occupational series and grade of the position – a combination of job analysis and job evaluation. 

CLASSIFICATION ADVISORY – An evaluation statement designed to provide the CPOC reasoning for selecting a title, series and grade. 

CLASSIFICATION STANDARDS – Grade level guides issued by the Office of Personnel Management used in the classification of jobs.  These standards apply to all federal jobs and are binding upon all federal agencies, offices and persons to whom classification authority has been delegated. 

CONTINUATION OF PAY (COP) – The continuation of an employee’s regular pay with no charge to sick or annual leave.  

COMPETITIVE AREA - That part of an agency within which employees are in competition for retention during a Reduction-In-Force (RIF). 
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COMPETITIVE LEVEL – All positions within a competitive area in the same grade o/f the same service, trade or profession. 

COMPETITIVE SERVICE – Federal positions which are normally filled through open competitive examination and which are subject to OPM rules and regulations. 

CONUS – Continental United States.

CORE DOCUMENT (COREDOC) – A computer generated job description.  COREDOC provides a central source of position related data that can be used to create vacancy announcements, crediting plans, ranking tools and occupational development plans. 

COURT LEAVE  - Time allowed employees for jury and certain types of witness duty. 

CPAC – Civilian Personnel Advisory Center

CPOC - Civilian Personnel Operations Center

CREDITABLE SERVICE  (FOR CAREER TENURE) – Three years of substantially continuous, qualifying service necessary to achieve career status. 

CREDITING PLAN – The instrument used to evaluate candidates qualifications for a specific vacancy.  The plan consists of job related criteria that goes beyond the minimum qualification requirements.  It identifies various levels of knowledge’s, skills and abilities that have been identified as essential for successful performance in the position being filled. 






(D)

DEFERRED RETIREMENT  - Separation of an employee under age 62 with at least 5 years of civilian service.  These employees begin to receive annuities on their 62nd birthday.  

DELEGATED CLASSIFICATION AUTHORITY  (commonly referred to as ‘DCA’) -  Written delegated authority from commanders to managers and supervisors to classify subordinate positions in their organizations. 

DCA OVERRULE – A classification decision made by a manager who exercises delegated classification authority to effect a final decision different from the one provided by the CPOC Classification Division. 
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DETAIL – A temporary assignment of any employee to a different position for a specified period, with the employee returning to his/her regular duties at the end of the detail.  Employees continue to receive pay of their regular position during the detail. 

DIRECT HIRE AUTHORITY – OPM approved agency recruiting plans which expedite recruitment of eligibles for appointment to positions in shortage occupations. 

DUAL COMPENSATION – Payment from more than one civilian office involving a total of more than 40 hours a week.  Also, payment of salary to a civilian employee who at the same time is receiving a retirement annuity for military service. 






(E)

EQUAL EMPLOYMENT OPPORTUNITY – The prohibition against discrimination on the grounds of race, color, religion, sex, national origin or age and the promotion of equal employment opportunities through a continuing affirmative action program. 

EVALUATION STATEMENT – A written statement developed by the classifier to document the rationale for the title, series, and grade level. 

EXCEPTED POSITION – A position in the excepted service.  Positions in the excepted service have been excepted from the provisions of competitive service by law, Executive Order or OPM regulations. 

EXCEPTED SERVICE – Unclassified service or positions outside the competitive service.

EXCLUSIVE RECOGNITION – The right accorded by an agency to any employee organization (union) to be the only representative of a group of employees in their bargaining with agency management. 

EXECUTIVE ORDER – A directive issued by the President. 

EXEMPT EMPLOYEE – An employee who IS NOT covered by the overtime provisions of the Fair Labor Standards Act (FLSA).  Most professional and managerial employees are “exempt.” 






(F)

FAIR LABOR STANDARDS ACT (FLSA)  - This Act requires a determination as to whether positions are “exempt” or which are “non-exempt” from the minimum pay and overtime provisions of the Act. 
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FES (Factor Evaluation System) Factors – the nine factors used in the FES classification system to evaluate the grade of positions.  The factors include: knowledge’s required by the position; supervisory controls, guidelines, complexity, scope and effect, personal contacts, purpose of contacts, physical requirements, and work environment.  

FEDERAL LABOR RELATIONS AUTHORITY (FLRA) – Administers the federal service labor management relations program and investigates unfair labor practices (ULP).

FEDERAL WAGE SYSTEM – The classification and pay system governing trades, crafts and labor (blue collar) occupations.  Contains job grading standards and qualification standards and sets pay for jobs on an hourly basis.  Wage rates are established and adjusted periodically on the basis of wage rates found in a wage survey area. 

FTP – A full time permanent person or position. 

FULL PERFORMANCE LEVEL – The independent level (grade) of operation for a particular type of work, sometimes referred to as journeyman level.   

FUNCTIONAL TITLE – An unofficial name give to a specific position to identify it with a particular function with which the incumbent is associated (e.g. - Director of Resource Management). 






(G)

GRADE – All classes of positions, which although different with respect to the kind of work performed, are sufficiently equivalent as to: (1) level of difficulty and responsibility and (2) level of qualifications required of the work to warrant their inclusion within one range of rate of basis pay (e.g. all GS-7 jobs). 

GRADE CONTROLLING DUTIES  - These are the highest grade duties assigned to the position.  Duties may be grade controlling if they are a regular and recurring part of the job and performed at least 25 percent of the time, and involve a higher level of knowledge and skill that would be a factor in recruiting for the position. 

GRADE RETENTION - Normally given to employees who have been demoted (through no fault of their own) during Reduction-In-Force procedures.  Grade retention normally expires 2 years from the effective date of the RIF. 

GENERAL SCHEDULE (GS) – The basic pay system for positions divided into 15 GS grades (commonly referred to as “white collar” jobs).  Pay is normally quoted in an annual salary.  
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(H) 

HIGHLY QUALIFIED – A category of applicants which includes those candidates whose experience, training and potential substantially exceed those required for the position to be filled.  Highly qualified candidates are likely to perform the job in a superior manner with little or no additional training required.   

HONORARY AWARDS – Non monetary awards include but are not limited to: the Meritorious Civilian Service Award, the Commander’s Award for Civilian Service, Certificate of Appreciation and Letters of Appreciation or Commendation. 






(I)

IDENTICAL ADDITIONAL (IA) POSITION – A position which is identical to another position already classified and located within the same activity (e.g. several nurses assigned to one position description). 

INCENTIVE AWARDS PROGRAM – The system of cash or honorary awards to encourage federal employees to contribute suggestions, inventions, superior accomplishments or other personal efforts for the improvement of government operations. 

INCUMBENT – The employee who occupies a position. 

INJURY COMPENSATION – The compensation and medical care provided to all civilian federal employees for disability due to personal injuries sustained while in performance of duty. 

INTERN LEADERSHIP DEVELOPMENT COURSE (ILDC) - A five-day course taught at regional sites by the Civilian Leadership Training Division of the Center for Army Leadership.  Must be completed by all centrally funded (ACTEDS) interns and local interns prior to graduation and promotion to journeyman level positions. 






(J)

JOB ANALYSIS – The process of conducting job audits, grouping positions into jobs and describing the jobs in position descriptions. 
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JOB DESCRIPTION (JD) (synonymous with Position Description)  - The document which describes the major duties and responsibilities assigned to a job and the amount of supervision provided to the incumbent of the job. 

JOB ENGINEERING – Planning the requirements of positions in an organization in such a way as to insure logical relationships to the labor market, qualification requirements, lines of progression and the agency mission. 

JOB EVALUATION – The process of determining the pay system (GS or WG), title, occupational series, and grade of the job.  This process is done by comparing the duties and responsibilities of the job with the appropriate classification standards. 






(K)

KSA – Knowledge’s, skills and abilities required to successfully perform the job. 






(L)

LABOR AGREEMENT  - Refers to a local negotiated contract between management and the union. 

LABOR ORGANIZATION – A lawful organization of any kind in which employees participate and which exists for the purpose of dealing with agencies concerning grievances, personnel policies and practices, or other matters affecting working conditions of employees. 

LEADERSHIP, EDUCATION AND DEVELOPMENT (LEAD) - The second phase of required training for new supervisors.  Is taught at or near the individual’s installation by certified graduates of a Train-The-Trainer course conducted by the Civilian Leadership Training Division of the Center for Army Leadership. The LEAD course must be completed by new supervisors within six months after appointment to the supervisory position.

LEAVE WITHOUT PAY (LWOP) – A temporary non-pay status and absence from duty at the employee’s request.  A form of approved leave.  Often granted when the employee does not have sufficient annual leave or sick leave.  The permissive nature of “leave without pay” distinguishes it from “absence without leave” which is a non-pay status without grant of any type of leave. 
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LENGTH OF SERVICE AWARD – employees are awarded a lapel pin and a certificate after the completion of 10, 15, 20, 25, 30, 35, 40, 45, or 50 years of federal service. 

LEVEL OF DIFFICULTY  - A classification term used to indicate the relative complexity of work in terms of duties and responsibilities  

LINE SUPERVISOR – Supervisor in the direct chain of command, as opposed to a staff assistant who operates in an advisory or functional control capacity. 






(M)

MACOM – A Major Army Command.

MAJOR DUTY – Any duty that meets one of the following criteria: (1) the end or finished product is the main reason the job is established; (2) is sufficiently different from the other major duties of the position to require additional qualification requirements or extensive training; or (3) is performed on a continuing or recurring basis and occupies 25% or more of the incumbent’s time. 

MANAGEMENT OFFICIAL  - An employee having authority to make or to influence effectively the making of policy necessary to the agency or activity with respect to personnel, procedures or programs. 

MANAGER DEVELOPMENT COURSE (MDC) – A correspondence course which must be completed by all newly appointed managers (at any grade) within six months of their appointment to a managerial position.  For purposes of this training requirement, the term “manager” means supervisors of supervisors and managers of programs, resources and/or policy. 

MANPOWER SHORTAGE  - A category of positions for which the OPM authorizes agencies to pay travel and transportation expenses to the first post of duty. 

MASS TRANSFER  - The movement of an employee with his/her position to a different agency when (1) a transfer of function or an organization change takes place and (2) there is no change in the employee’s position, grade or pay. 

MERIT PROMOTION PROGRAM  - The system under which agencies consider an employee for internal personnel actions on the basis of personal merit. 

MERIT SYSTEMS PROTECTION BOARD  (MSPB)  - An independent agency which monitors the administration of the Federal Civil service system, prosecutes and adjudicates allegations of merit principle abuses and hears and decides other civil service appeals. 
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MILITARY LEAVE  - Time allowed (not to exceed 15 days per calendar year) for employees who are members of the Reserve or National Guard to perform military duty. 

MIS-ASSIGNMENT   - Occurs when duties performed by an employee do not match the official job description.  These duties may be higher grade, lower grade or the same grade with a different title or series.  

MISSION STATEMENT – A statement of the mission of an organization as established by a higher authority. 

MIXED GRADE JOB – A job that contains two or more major duties which when evaluated separately result different grade levels. 

MIXED SERIES JOB – A job that contains two or more major duties each of which is appropriately classified in different series. 






(N)

NATIONAL AGENCY CHECK AND INQUIRY  (NACI)  - The investigation of applicants for non-sensitive Federal positions by means of a name check through national investigative files and voucher inquiries. 

NON EXEMPT EMPLOYEE – An employee who “is” covered by the overtime provisions of the Fair Labor Standards Act – (usually below the GS-9 grade level). 






(O)

OBLIGATED POSITION  - A position to which an employee has a restoration right based on active military duty or reemployment rights. 

OCCUPATIONAL GROUP – All jobs in the Classification Act pay system requiring skills, knowledge’s and abilities that are related in a general way as to the kind of work (e.g. Engineering  - Civil, Mechanical, Electrical, etc.) 

OCONUS – Outside of the Continental United States

OFFICIAL PERSONNEL FOLDER  (OPF)  - The official repository of records and reports of personnel actions effected during an employee’s federal service and the documents and papers required in connection with such actions.
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OPEN SEASON – The time period, set by the Office of Personnel Management, in which employees may elect, increase or change insurance coverage.

OPM (the Office of Personnel Management)  - The federal agency responsible for the civilian personnel management program. 

ORGANIZATIONAL LEADERSHIP FOR EXECUTIVES (OLE) - a two week experiential learning course presented by the Center for Army Leadership in Kansas City, MO as well as regionally.  This course constitutes the second phase of new manager training and should be preceded by completion of the Manager Development Course.

ORGANIZATION TITLE (the same as Functional Title) – An unofficial name give to a specific position to identify it with a particular function with which the incumbent is associated (e.g. Director of Resource Management). 

OTHER DUTIES AS ASSIGNED – Any incidental or miscellaneous duty or responsibility which does not occupy a significant amount of the employee’s time and/or which is not grade determining.






(P)

PAY MANAGEMENT - Includes planning, establishing and executing job analysis and job evaluation in accordance with laws, rules and applicable regulations to assure equitable pay treatment for employees. 

PAY PLAN – The pay category of a position (e.g. GS, WG, WS, WL, etc.). 

PAY RETENTION – Same as salary retention.

PERFORMANCE APPRAISAL  - The process of evaluation of an employee’s actual performance against established performance standards of the position assigned. 

PERSONNEL ACTION - The process necessary to appoint, remove or make other personnel changes.  Requested on a Standard Form 52 and effected on a SF 50. 

PERSONNEL ACTION REQUEST [PAR] (PERSACTION/SF 52)  - The document authorized by management to appoint, separate, or make other personnel changes. 

PERSONNEL MANAGEMENT for EXECUTIVES (PME) – PME is a nine-day resident non-traditional course of instruction presented at two regional sites (Ft. Belvoir, VA and the Kansas City, MO area).  PME is open to all managers/supervisors at the GS-13 and above grade levels.  PME makes extensive use of case studies, work groups/workshops, and informal assessments.  Prerequisite: Applicants should have completed Organizational Leadership for Executives (OLE).
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PERSONNEL MANAGEMENT for EXECUTIVES II (PME II) - is a five-day resident course presented at Fort Belvoir, Virginia and in the Kansas City, Missouri area.  PME II explores the various dimensions of leadership and human resource management that are primary concerns of Army and DOD executives. Attendance at PME I is a prerequisite. 

PLACEMENT  - To bring a new employee into a job.  This may be done by appointment of someone new to government; by reinstatement; or by promotion, demotion, reassignment, or transfer within an organization or from other agencies.

POSITION – A group of duties and responsibilities assigned by a responsible authority for performance by one person. A position may be filled or vacant at any given time. 

POSITION CHANGE  - A promotion, demotion or reassignment. 

POSITION CLASSIFICATION  - The art of categorizing jobs by occupational group, series, class, and grade according to similarities and differences in duties, responsibilities and qualification requirements. 

POSITION DESCRIPTION (synonymous with Job Description) - A document which describes the major duties and responsibilities assigned to a job and the amount of supervision provided to the incumbent of the job.  It also documents the pay plan, job title, occupational series and grade of the work assignment. 

POSITION MANAGEMENT – The planned structuring of positions for the purpose of achieving and maintaining the best possible balance among such factors as economy of position structure, productivity, skills utilization, employee motivation and career progression. 

PREFERENCE  - Same as veterans preference.  The right to special advantage or preferential treatment in personnel actions under authority of veteran laws or regulations. 

PREFERENCE ELIGIBLE  - Ex-service personnel who have been honorably discharged from a period of active service that includes wartime or a campaign for which a campaign badge is awarded or who has a service connected disability.  Also includes certain wives, widows and mothers of ex-service personnel. 

PREMIUM PAY  - Extra pay for overtime, night work, holidays or standby duty.

PREVAILING RATE SYSTEM  - The system under which lead agencies adjust the rate of certain federal employee’s compensation to the rate paid by private industry for similar jobs in the same area.  Included under this system are federal employees in trades, crafts, and laboring positions and their direct-line supervisors.  Now called the Federal Wage System. 
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PRIORITY PLACEMENT PROGRAM – Commonly referred to as the PPP or Stopper Program.  A computerized system that matches Department of Defense (DOD) employees scheduled for involuntary separation or demotion against vacant jobs within DOD.  A PPP match restricts the manager’s ability to fill a job without offering it to a qualified PPP candidate first. 

PROBATIONARY PERIOD FOR NEW MANAGERS AND SUPERVISORS  - A trial period which new managers and supervisors are required to serve before their appointments become final.  Unsatisfactory performance results in return to positions in the same organization of equal pay and grade to those occupied prior to supervisory or managerial assignments.  

PROFESSIONAL OCCUPATION – Occupations which require knowledge in a field of science or learning characteristically acquired through education or training equivalent to a bachelor’s or higher degree with major study in a specialized field. 

PROMOTION – The change of an employee while continuously employed from a lower grade to a higher grade or from a lower rate of pay to a higher rate of pay. 






(Q)

QUALIFICATION REQUIREMENT  - Education, experience and other prerequisites to employment.

QUALIFICATION STANDARDS (X-118 OR X-118C) – A listing published by OPM of the kinds and degree of knowledge’s, skills, and abilities required as a minimum for successful performance of the work of a given position. 

QUALITY STEP INCREASE (QSI) – A performance award granted to employees who have performed all job elements in an exceptional manner for at least 12 months and is expected to continue at the same or higher level in future years.  A QSI raises the employee’s pay level by one step.  






(R)

RATING – The process of assessing a candidate’s eligibility for referral and the degree to which he/she possesses the knowledge, skills and abilities needed to successfully perform the job to be filled.

REALIGNMENT  - The movement of an employee and his/her position when: (1) a transfer of function or a reorganization change occurs; and (2) the employee stays in the same agency; and (3) there is no change in the employee’s position, grade, or pay. 
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REASSIGNMENT - The movement of an employee while serving continuously with the Department of Army from one position to another without promotion or demotion. 

RECRUITMENT – The process of obtaining a supply of qualified candidates eligible for employment. 

REDEPOSIT  - The return to the retirement fund of an amount previously withdrawn plus interest.  

REDUCED ANNUITY  - A pension made smaller by retirement before the completion of the maximum number of years of employment.  

REDUCTION-IN-FORCE (RIF) – The process used in the federal service to reduce the  workforce.  Usually caused by a decrease in workload, lack of funds, reorganization or personnel ceiling restrictions. 

REEMPLOYMENT PRIORITY LIST  - List of Career or Career-Conditional employees separated by Reduction-In-Force.  The list is in priority order for reemployment to competitive positions.  

REEMPLOYMENT RIGHTS – The right of an employee to return to a position formerly held as a result of having left to be employed overseas.

REFERRAL LIST (DA Form 2600) – A roster sent to a selecting official listing the names of candidates for a vacant position. 

REGISTER  - A list of qualified applicants compiled in order of relative standing for certification.  

REINSTATEMENT  - Non-competitive reemployment in the competitive service authorized on the basis of appointee’s previous service under a career or career-conditional appointment.  

REINSTATEMENT ELIGIBLE – A person who formerly held a career or career-conditional appointment in the Federal service and is eligible for noncompetitive reemployment. 

REMOVAL  - The separation of an employee for cause based upon personal misconduct. 

REORGANIZATION – The planned elimination, addition or redistribution of functions and duties within an organization. 

REPRIMAND  - A formal letter of official censure.  It is disciplinary action less severe than an adverse action and is retained in the employee’s personnel records for a period of  up to three years.
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REPROMOTION ELIGIBLE – promotion eligibility provided to employees who have been involuntarily demoted through: (1) reduction-in-force, (2) correction of classification error, (3) return from an overseas tour, or (4) declination of a function transfer. 

RESIGNATION – A separation from federal service made at the employee’s request.  The request may be oral or in writing.  Resignations are usually accepted by an agency in lieu of removal, but the agency is required to record information reflecting on an individual’s suitability in such cases.  

RESUMIX - The West Civilian Personnel Operations Center (WCPOC) uses Resumix, (an automated referral system to fill vacancies).  Applicants must submit a two-page resume and a one-page supplemental data sheet to apply for positions.  Vacancies are filled on an open continuous basis through a job announcement list.

RETENTION REGISTER  - A printed record of all employees occupying positions in a competitive level, arranged by tenure groups and subgroups and by service dates within the subgroups.  

RETIREMENT  (OPTIONAL) – Separation from the service after attaining eligibility for the annuity benefits of the Retirement Act.  The minimum combinations of age and service making an employee eligible for this kind of retirement are: age 62 with 5 years of service; age 60 with 20 years of service; age 55 with 30 years of service. 

RETIREMENT  (20-YEAR DISCONTINUED SERVICE) - Involuntary separation of an employee through no fault of his/her own after he/she reaches age 50 and has completed 20 years of service.  

RETIREMENT  (25-YEAR DISCONTINUED SERVICE)  - Involuntary separation of an employee through no fault of his/her own after he/she has completed at least 25 years of service.  This annuity is reduced for each full month he/she is under age 55. 

RETREATING – The displacement of one employee by another employee with higher standing in the same subgroup during a Reduction-In-Force action. 






(S)

SALARY RETENTION – The financial cushion which allows an employee in a Classification Act position who is demoted without personal cause to retain his/her salary.  
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SCOPE AND EFFECT OF WORK – A classification factor indicating the extent to which a position’s action, recommendations and decisions affect the organization, other agencies and/or the public. 

SERIES – A series encompasses all positions similar as to a specialized line of work.  A series may be thought of in terms of a natural line of progression (e.g. all Civil Engineering GS-0810 jobs). 

SERVICE COMPUTATION DATE  - The date (either actual or adjusted) from which service credit is accumulated for determining the rate of leave accrual.  It may be different from the service date which determines relative standing in subgroup for Reduction-In-Force. 

SICK LEAVE – Not an absolute right, but a benefit which employees may use when unable to work because of sickness, injury, pregnancy or confinement for exposure to a contagious disease.  May also be used for medical, dental or optical examinations or treatment.  Full time employees accrue 4 hours per biweekly pay period, with no limit on the amount that can be accumulated over time. 

SPECIAL ACT AWARD – A monetary award for meritorious action or service which contributes to the efficiency, economy, or other improvements in government operations or are otherwise in the public interest. 

STANDARDIZED POSITION DESCRIPTION – A description of an aggregate of duties and responsibilities known to be representative of a considerable number of positions existing at numerous organizational locations.  Standardized PD’s are often issued by HQDA or Major Commands. 

STANDARD FORM 50 (Notification of Personnel Action) - Completed by the Personnel Office (CPOC). 

STANDARD FORM 52 (Request for Personnel Action) - Completed by the Supervisor. 

STATUS EMPLOYEE  - An employee who has completed the probationary period under the career-conditional employment system.  Also known as an employee with competitive status. 

STEP INCREASE – A salary increase provided for in certain government pay plans.  Generally based upon time in grade and excellence of work performance.  Also known as “periodic increases” or “within-grade increase.” 

SUPERVISOR – An individual in the direct Chain-of-Command with delegated authority to assign work, evaluate performance, take disciplinary action, make selections, approve promotions and other essential personnel management functions. 
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SUPERVISORY CONTROLS – The control exercised over the employee by his/her supervisor.  It describes the type and the extent of instructions and the degree of review the work receives. 

SUPERVISOR DEVELOPMENT COURSE (SDC) – A correspondence course, that must be completed by all newly appointed civilian supervisors within six months after assignment to their first supervisory position. Military personnel who supervise civilian employees are also required to complete this course within six months but no later than 12 months after their assignment to a position where they are required to supervise civilians. 

SUPERVISORY PROBATIONARY PERIOD – An employee must serve a supervisory probationary period before initial assignment as either a supervisor or manager.  The probationary period applies when an employee is assigned to a supervisory or managerial position for the first time.  The length of the probationary period is normally1-year.  

SUSTAINED SUPERIOR PERFORMANCE AWARD – A monetary award for performance that meets standards for high-level performance in every respect and which clearly exceeds fully successful performance rating on the majority of those major duties which are critical to the employee’s total job. 

SUSTAINING BASE LEADERSHIP & MANAGEMENT PROGRAM (SBLM) – A

12-week resident or 1-year non-resident program filled by HQDA Selection Boards through an Army wide competitive process.  The program is taught by the Army Management Staff College located at Ft Belvoir, VA.  The curriculum is designed to prepare individuals with high potential for advancement to leadership positions in the Army’s sustaining base. The AMSC is the sustaining base equivalent to the Command and General Staff College. 

SUSPENSION - An adverse action (taken for disciplinary purposes) which places an employee in a non-pay, non duty status. 






(T)

TAPER APPOINTMENT - Temporary Appointment Pending the Establishment of a Register. 

TAPES (TOTAL ARMY PERFORMANCE EVALUATION SYSTEM) – The Army’s performance management system used to evaluate civilians.  
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TENURE GROUPS  - Categories of employees ranked in priority order for retention during deduction-in-force.  For the competitive service they are listed in descending order: 


Group I    - employees under career appointment and not serving probation. 

Group II   - employees serving under probation, career-conditional employees 

                                and career employees in obligated positions. 


Group III  - includes indefinite employees, TAPER employees, status quo

                                employees and employees under any other non status, non-

                                permanent appointment. 

TENURE SUBGROUPS  - Sub categories of tenure groups (with certain exceptions) which are determined by entitlement to veterans preference 


Subgroup A  - veterans


Subgroup B  - non veterans 

TIME-IN-GRADE RESTRICTION  - That part of the Whitten Amendment which prevents agencies from making excessively rapid promotions to positions subject to the Classification Act. 

TITLE 5 UNITED STATES CODE  - This code is prepared by the U.S. House of Representatives Committee on Government Reform and Oversight.  The code relates to government organization and employees.  

TRAINING AGREEMENT – A written agreement signed by the supervisor and the employee which outlines the conditions of training and spells out the actual training (on-the-job, in-house, and formal classroom) required for successful performance in the position. 

TRANSFER – The nature of action when a career or career-conditional employee moves from one agency to another (with or without a change in grade) without a break in service. 

TRANSFER OF FUNCTION  - The transfer of a continuing function from one competitive area to another or the movement of the competitive area in which the function is performed to another competitive area.  






(U)

UPWARD MOBILITY – A program intended principally for employees who are in dead-end positions and who have the skills, knowledge’s, abilities, or potential to perform higher level work. 
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(V)

VACANCY ANNOUNCEMENT - The form of advertisement used to fill jobs through the competitive system. 

VETERAN  - A person entitled to hiring preference including a woman entitled to wife, widow or mother preference under the law.  




(W)

WAGE AREA  - A local geographical area within which uniform rates of pay are established under the Federal Wage System and applied to positions of the same wage grade.  

WAGE GRADE (WG) – The basic pay schedule for positions commonly referred to as “blue collar” jobs.  Pay under the WG system is based upon an hourly pay rate. 

WORKING CONDITIONS – Covers the nature of working conditions and hazards to which workers are exposed in performing their assigned work.  Some factors included under this element are exposure to light, heat, cold, and the amount of ventilation in the work area to mention a few. 
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