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INTRODUCTION

Welcome to the West Civilian Personnel Operations Center’s  (WCPOC) Manager’s Kit for the Department of Defense (DoD) Priority Placement Program (PPP).  This kit has been prepared to assist you in understanding the PPP processes and procedures.  It is organized into the following sections:



1.  OVERVIEW OF THE PPP



2.  REFERENCES



3.  REGISTRATION PRIORITIES



4.  EXCEPTIONS TO PPP 



5.  ROLES AND RESPONSIBILITIES



6.  PROCEDURES



7.  WHAT HAPPENS IF SOMETHING GOES WRONG

1.  OVERVIEW OF THE PPP

The DoD PPP is an integral part of the DoD recruitment process.  The PPP was initiated to assist in the placement of DoD employees being displaced or adversely affected through no fault of their own (i.e. Reduction-in-Force [RIF]).  It is administered by the Chief, Civilian Assistance and Re-Employment (CARE) Division of the Civilian Personnel Management Service under the policy direction of the Deputy Assistant Secretary of Defense (Civilian Personnel Policy).  Eligible employees are registered in the PPP in one of several subprograms and assigned a priority based on the type of displacement action.  All positions in the competitive and excepted services (including permanent, term, temporary, part-time, intermittent and seasonal) at grades GS-1 through GS-15, all Federal Wage System (FWS) and all special pay system positions are subject to the PPP unless specifically exempt.  

2.  REFERENCES


a.  The DoD Priority Placement Program Operations Manual


b.  The DoD PPP – Manager’s Guide


c.  The DoD Joint Travel Regulation, Volume II


d.  Headquarters, Department of the Army PPP Messages


e.  WCPOC External Standard Operating Procedure No. E-99-21 for Processing Accretion of Duties and Planned Management Action Promotions

3.  REGISTRATION PRIORITIES

PRIORITY 1
Employees scheduled for RIF separation.


Employees involuntarily furloughed for 6 months or more.

PRIORITY 2
Employees demoted more

than two GS grades (or equivalent) as a result of RIF action or due to reclassification.


Employees who decline a Transfer of Function or decline reassignment or demotion outside their commuting area.


Employees whose work hours are reduced involuntarily where reduction is equivalent to at least two GS grades.


Certain non-displaced employees returning from Overseas assignments.


Reserve Military Technicians who have been involuntarily separated.

PRIORITIES 

1 AND 2
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All promotions, demotions to positions with higher promotion potential,

reassignments, appointments (including restatements and conversions) and transfers (unless action meets one of the exceptions).





PRIORITY 3
Employees demoted less than 2 GS grades (or equivalent) through RIF or reclassification.


Employees whose work hours are reduced and the reduction is equivalent to less than 2 GS grades.


All family member and Spouse Preference eligibles.


Military Reserve Technicians who are medically disqualified to retain military membership.

PRIORITY 3s
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All appointments and transfers.

PRIORITY 3 

Military Spouse
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Appointments except Veterans Re-employment Act (VRA), 30% disabled veterans, or handicapped individuals.



Promotions if the spouse is determined to be among the best qualified.

4.  EXCEPTIONS TO PPP

PROMOTIONS



Career ladder promotions to target grades where employee previously competed, or after conversion of an employee from the Student Career Experience Program.


Accretion of duties promotions.


Re-promotion of an employee involuntarily downgraded.


Promotion due to application of a new classification standard.


Planned management action promotion.


Promotion of an employee who did not receive proper consideration in a competitive merit promotion action.


Non-competitive temporary promotion of 90 days or less.

REASSIGNMENTS/

CHANGES TO LOWER GRADE 
To/from centrally funded and managed developmental assignments.


When an employee’s work is transferred and the employee is moving to follow the work.


Placement of surplus employee of another Defense agency at the same installation and serviced by the same CPAC.

REASSIGNMENTS
Job swaps at the same grade when no vacancy exists.


To a position with no known promotion potential when a position at the same grade is abolished or subjected to PPP.


Return to full time after placement in a part-time position in RIF.


When the employee’s position will be abolished or moved out of the commuting area within one year.


Reassigned in lieu of downgrade as a result of correction of classification error or application of new Classification standard.


When an employee’s position has been re-described as a result of a position review.


Reassignment of a medically disqualified employee.


RIF placement of a VRA employee, Schedule A handicapped employee, or30% disabled veteran.

CHANGES TO LOWER GRADE
Within the activity to positions having no higher promotion potential.

DETAILS
Within an activity.

PLACEMENTS OF
Employees who fail to complete a supervisory probationary period.


Employees with statutory or administrative assignment rights.


Centrally funded interns upon graduation or upon movement prior to graduation due to RIF, fiscal or manpower reductions, etc.


Students in the Student Career Experience Program at the time of entry into the program and upon conversion to career or career-conditional appointments.


VRA, Schedule A handicapped employees, and 30% disabled veterans in career or career- conditional appointments upon program completion.


Certain disabled veterans who are being converted from temporary appointments to career or career conditional appointments provided that the positions were cleared as permanent at the time of the temporary appointment.


An individual through a grievance decision, administrative procedures, appellate decision, EEO decision or written settlement agreement.


Career program employees or those on formal mobility agreements that are placed into pre-identified key or critical positions at closing bases.


As an exception to Priority 3 registrants, employees of other Defense agencies supported under cross-servicing agreements provided for under the installation’s merit promotion plan.


Individuals returning from Office of Workers’ Compensation Programs (OWCP) rolls to a position at a grade no higher than held at the time of OWCP eligibility.


Individuals into emergency appointments of 30 days or less and for one extension NTE 30 additional days.


Students in special student hiring programs such as the Student Temporary Employment.

OTHER EXCEPTIONS apply to internal actions during downsizing or major reorganization, base closure activities, or as approved by the CARE Program Coordinators.  For additional information on these exceptions, please contact your servicing Civilian Personnel Advisory Center.

5.  ROLES AND RESPONSIBILITIES.

     a.  What do you, the manager, need to do?  As a manager, your role in supporting the DoD PPP is very important, you should: 


- Submit recruitment and other actions in a timely manner.


- Seek guidance and assistance from the staff of your servicing Civilian Personnel Advisory Center (CPAC) when unsure about what actions are subject to PPP and which actions are exempt.


- Be prepared to review the resumes of PPP registrants matched for your positions and put them in priority order within each PPP priority.


- Be prepared to provide a Subject Matter Expert (SME) who can assist in making qualifications determinations on PPP registrants.


- Provide documentation/justification when it is necessary to elevate PPP actions to higher headquarters for resolution.


-Treat employees placed at your activity through the PPP equitably and fairly.


- Act fairly when asked to release one of your employees being placed through the PPP.


- Be prepared to pay relocation expenses as outlined in the DoD Joint Travel Regulation, Volume II.


- Monitor the status of your actions using tracking feature of the PERSACTION FPI program.


- In the unlikely event of a poor PPP placement, seek assistance from your servicing CPAC on the steps necessary to take correction action.

    b.  What will the CPAC do?  The CPAC plays another important role in the PPP process.  They will:


- Provide you with guidance and assistance on the provisions of the PPP.


- Help you determine which actions will be subject to PPP and which meet the criteria to be exceptions.


- Review your PERSACTIONs to assist you in providing information necessary for the CPOC staff to make determinations of the applicability of PPP.


- Keep you informed on the status of your actions when PPP matches have been received and are working.


- Work with you in putting the resumes of PPP candidates who are matches for your position in priority order for the CPOC to work.


- Assist you in gathering documentation and/or preparing justification when a PPP action needs to be elevated to higher headquarters for resolution.


- In the unlikely event of a poor placement of a PPP registrant into your activity, provide assistance in seeking corrective action.


- Counsel employees and input registrations for employees of your activity who are eligible for PPP registration.  Counsel and register Military Spouse Preference Program eligibles.

    c.  What will the CPOC do?  The CPOC plays a third important role in the PPP process.  They will:


- Review each action to determine if PPP is applicable, or if an exception applies.


- Requisition for matches for those actions where PPP applies.


- Process those actions where a valid exception to PPP exists, and/or issue a referral as appropriate.


- Keep the CPAC informed of PPP matches received and the status of matches as they are worked.


- Work with the registering activities in making qualifications determinations on matches received.


- Review qualification determinations on controversial cases and/or elevate to higher headquarters as necessary.


- Work with registering activities and the CPAC on setting effective dates once a match has been confirmed.


- Work with all parties concerned to resolve controversial issues or placement problems.


- Review and upload registrations for employees of West Region activities who are eligible for PPP registration who have been counseled by the CPAC and a registration form completed.  Also review and upload registrations for Military Spouse Preference Program eligibles completed by the appropriate CPAC.

    d.  What will higher headquarters do in the PPP process?  Higher headquarters (usually Headquarters, Department of the Army or the CARE Program Administrators) will:


- Provide policy guidance.


- Make decisions on controversial issues such as qualifications disputes or withdrawals of job offers to PPP registrants.

6.  PROCEDURES
        a.  The manager (you) will submit the PERACTION to fill a position, or take a personnel action.  Before doing this, you may want to contact your CPAC for advice and assistance on whether or not PPP will apply to your action.

         b.  The CPAC will review the action to determine if PPP is applicable and notify you if it is.  If it is not and documentation is required to support the exception, they will let you know what to submit.  If the action meets an exception, the PERSACTION will be annotated to reflect which exception applies.

         c.  The CPAC will forward the action to the CPOC.


d.  Once the action reaches the CPOC, the classification team will process as expeditiously as possible and in accordance with established guidelines and forward it to the staffing team.


e.  The staffing team will:


- Upon receipt of the Request for Personnel Action, determine if the action meets one of the exceptions to PPP as outlined in the PPP Operations Manual.  If it does, proceed with the action, if not, submit the requisition for PPP matches.


- If the PERSACTION has been annotated with an exception by the CPAC, but the staffing team does not agree, the staffing team leader will contact the servicing CPAC to discuss and resolve.


- If no matches are received for non-recruit actions (i.e. reassignment, change to lower grade), process the action and close the PPP requisition.

· If no matches are received for a recruitment action, 

issue a referral and close the PPP requisition if the referral contains only internal applicants.  If the referral contains the names of external applicants, the requisition must remain open until a commitment is made.  

If an internal candidate is selected, the requisition may be closed without regard to outstanding PPP matches.  If an external candidate is selected, remaining PPP registrants must be cleared before a job offer may be made to the external selectee.


- If matches received for a non-recruit action, work to either place a qualified and available PPP registrant, or clear registrants who are not qualified and/or not available.  If all PPP registrants are cleared, the action will be processed as requested.


- If matches received for a recruit action, work to clear registrants who are not qualified and/or not available or place a qualified and available PPP registrant.  All PPP matches must be cleared before a referral list may be issued.


- When more than one match is received for a requisition, notify the servicing CPAC so that the CPAC may work with you, the manager, to put the resumes in priority order (within each PPP priority).  The PPP team will work the matches in the order specified by the manager.


- When needed, request the assistance of an SME in making qualifications determinations on PPP registrants.


- Coordinate with the CPAC and elevate through the division chief and CPOC director PPP issues which cannot be resolved at the CPOC level.

7.  WHAT HAPPENS IF SOMETHING GOES WRONG


a.  If, after reviewing PPP resumes, you doubt the qualifications of a PPP registrant who has been matched to your position, contact your servicing CPAC.  Depending on the grade level of the position, you may be able to review the registrant’s application and/or Official Personnel Folder.  In any case, you may challenge the qualification determination.  The CPAC will coordinate the qualification dispute with the CPOC.  If the CPOC agrees that the PPP registrant is not well qualified, the qualification dispute will be elevated to the appropriate higher headquarters for resolution.


b.  If you think your action should have been an exception, but was subjected to PPP, contact your servicing CPAC.  The CPAC will coordinate with the CPOC to resolve the issue.  The CPOC will elevate the issue to higher headquarters for resolution as needed.


c.  If a PPP registrant has reported for duty, and after a reasonable period of time, it is apparent that the individual is unable to perform the work of your position, again, contact your servicing CPAC who will coordinate with the CPOC on the resolution of the placement.  The CPOC will elevate the issue to higher headquarters for resolution as needed.


d.  Please contact your servicing CPAC on other PPP issues.


We expect that these types of issue will be infrequent.  However, if they do occur, we are committed to finding a resolution that provides for the placement of a qualified individual into your position while maintaining the fairest treatment of the PPP registrant.







PAGE  
11

_1027325350.doc
[image: image1.png]WEST Region







