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Processing a RIF


Preliminaries


Before processing a RIF, be sure the following actions have been completed.


1.	Create a New RIF if needed by selecting File | New RIF or pressing the New RIF � icon, as discussed in Chapter 3, or


	Open an existing RIF by selecting File | Open RIF or pressing the Open RIF � icon.


2.	Enter the RIF Options by selecting Options | General and any other options, as discussed in Chapter 4.


3.	Update the AutoRIF Position Database as described in Chapter 5.


4.	Enter any Edit actions, as needed such as, Abolishes, PayRates, etc., by selecting Edit | Abolish or Edit | PayRates (as discussed in Chapter 6).


Tenure Tie Break


A manually adjusted Tenure Tie Break can only be run before Round One is processed, or after starting a New Iteration of RIF (see below).


Employee Tenure		While processing RIF, AutoRIF uses the Employee Tenure to determine the order of release in Round I and the placement order in Round II.  Employee Tenure is determined by three factors.


�
Tenure Group		Tenure Group is classified into three categories.


	I (1)	Career


	II (2)	Career Conditional


	III (3)	Appointed Temporary, Non-Status Taper, Status Quo, Special Tenure, etc.





Sub-Group		This factor is based on Veterans Preference.


	AD (1)	Disabled Veteran


	A (2)	Veteran


	B (3)	Non-Veteran





Adjusted SCD		The Service Computation Date (SCD) for RIF, adjusted by performance ratings.


Tenure Tie		When two or more employees have the same tenure (a tenure tie), a decision must be made as to the tenure order for the employees.  Agencies and/or installations (with union agreement) select the means to be used for determining tenure tie breaks.


AutoRIF handles this problem by allowing locally defined position/employee database fields (Local Fields) to be used as tie breakers, using a computer generated random number as a final tie break, and allowing you to manually adjust the order of employees with the same tenure.


To use locally defined fields (Local Fields) to break tenure ties, see the discussion in Chapter 4 RIF Options, Data Source Options.


Process


Tenure Tie Breaks		To manually adjust Tenure Tie Breaks, select Process | Tenure Tie Breaks from the AutoRIF menu.  This process will search for tenure ties and allow you to adjust the order of employees with tenure ties.


Tenure Tie Break


Window		The Tenure Tie Break window, shown below allows you to change the order of employees with Tenure Ties.
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	Sort Key	This displays the fields that are used to sort the position records in tenure order.


	Employee List	This box displays the list of employees with the same tenure showing the SSN, Name, and Sort Key values.


	Move Up Button	Press this button to move the currently selected employee up one line in the Employee List.


	Move Down Button	Press this button to move the currently selected employee down one line in the Employee List.


	Save Changes Button	Press this button to save changes made to the Employee List.


	Cancel Changes


	Button	Press this button to cancel changes made to the Employee List.


	Cancel Tie Check


	Button	Press this button to stop checking for Tenure Ties.  Any Tenure Ties already adjusted will remain adjusted.


	Help Button	Press this button to display the Help window.


Round I


Based on the Abolish Actions  (Edit | Abolishes) entered, AutoRIF will determine which employees will be released from their Competitive Levels and compete in Round II of RIF.


Process Round One by selecting Process | Process RIF from the AutoRIF menu or selecting the Process � icon from the AutoRIF toolbar.  Round I will process automatically.


Process		Once Round I processing begins, you will not be able to edit Positions, Abolishes, PayRates, or Lines of Progression.  Since RIF Actions are dependent on this data, and changes to this data could result in changes to RIF Actions, editing is only allowed before Round I processing begins.  If you have begun RIF Processing and need to edit any data, you will need to begin a New Iteration of RIF (see below).


Adjusting


Competitive Levels		Round I processing involves adjusting employee placements with Competitive Levels (CL) containing abolished depositions.  A CL is composed of all positions with the same Payplan, Series, Grade, and Competitive Level code, whether vacant or filled.  Employees in abolished positions are placed into vacant positions within the CL, displace lower tenure employees within the CL, or are released from the CL.  Displaced employees are released from the CL.  All released employees enter Round II of RIF processing.


	Note	If you have selected not to “Use Vacancies in Round One” (see Round I Options), vacant position will not be used for placement in Round I.


Round I Process


Window		During Round I processing the window shown below is displayed.
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	Cancel Button	Press this button at any time during the Round I process to cancel Round I.  A New Iteration of RIF starts.


	Outputting Status


	Messages to File	All messages displayed in the Current Status window will be written to this text file.  (See View Text Files for information on how to view this file.)


	Current Status	As Round One is processed, messages will be displayed in this list box.  These messages are also written to a message file.


Adjusting Round One


You may want to change or swap vacancy placements or change Round One placements by entering placement exceptions for affected employees.


Once Round One has completed, you can Adjust Round One placements by selecting Process | Process RIF from the AutoRIF menu or selecting the Process � icon from the AutoRIF toolbar.


When you have completed Round One Adjustments, select the Done button.  Answer Yes when asked if you want to continue on to Round Two.


Definition of Terms		The following terms are defined for a discussion of the Adjust Round One process.


Displacement


or Displaced		An employee in an abolished position displaces (is placed into the position of) a lower tenure employee within the Competitive Level (CL).


Vacancy Placement		An employee in an abolished position is placed into a vacant position within the CL.


Release(d)		An employee in an abolished position cannot or will not be placed in any position within the CL and is “released” from the CL. That employee must be placed in Round Two.  This can also be an employee who is displaced by a higher tenure employee in an abolished position within the CL and is “released” from the CL and must be placed in Round Two.


(Dis)Placement


Exception		A typically valid placement option for an employee who, for some valid reason, will not be used to place the employee.  If, for some valid reason, a Vacancy Placement or Displacement option available to an employee in an abolished position within the CL will not be used to place the employee, you will have to enter a Displacement Exception for that placement option.


Included in


Round One Adjustments	Round One Adjustments include the following two items.


1.


Changing


Vacancy Placements		If you have chosen not to “Use Vacancies in Round One” (see Round One Options), you will not be able to change or in any way use vacant position in Round One.  Changing vacancy placements is common in Round One.  If two vacancies are available to an employee, you may choose to place the employee in one vacancy rather than the other due to the location of the vacancy.  You may also decide to swap vacancy placements for two employees.


2.


	Changing Placements Based


on Displacement Exceptions	If you have selected not to “Allow Displacement Exceptions” (see Round One Options), you will not be able to change placement based on Displacement Exceptions.  Changing placements based on Displacement Exceptions is not very common and should be used with extreme care.


You might do this in the case of a handicapped employee that can be accommodated in one location but not in another location.  If this were the case, you may not be able to place the employee in the CL.  This may sound unusual, but it does happen.  The correct way to fix the problem would be to place the handicapped employee into another CL.


Process


Round One


Adjustments Window	When you select Round One Adjustments processing, AutoRIF immediately begins the process.  When the Round One Adjustments are complete the following window is displayed.
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Controls		The following controls are available during Round One Adjustments.


Competitive Levels Affected


in Round One		This browser allows you to browse through the CL affected in Round One (CLs with abolished positions).  When you select a CL, the positions displayed in the “Positions in Selected Competitive Level” browser will change to reflect the positions in the CL you have selected.  The browser contains the following columns:


	PP-SERS-GR-CL	Payplan, Series, Grade, and Competitive Level


	#Abolished	Number of position abolished in the CL.


	#Employees	Number of employees in the CL.


	#Vacancies	Number of vacant positions in the CL.


	#Displaced	Number of displaced employees in the CL.


	#Vacancies Used	Number of vacancies used for placement in the CL.





Positions in


Selected Competitive


Level		This browser allows you to browse through the Positions in the Selected Competitive Level.  The browser contains the following columns:


	Tenure	Employee Tenure (Group, Sub-Group, and Adjusted SCD)


	Name	Name of the employee in the position.


	Round One Action	Action affecting employee/position in Round One.


	Round One Placement	Employee placement in Round One.


	Organization Code	Organization Code for position.


	Organization Narr 1-5	Organization Narrative for position.


	To Organization Code	Organization Code for placement position.


	To Organization Narr 1-5	Organization Narrative for placement position.


Selected Position in


Competitive Level		The following data elements are displayed for the currently selected position:


	Name	Name of the employee in the position.


	CPCN	The CPCN of the position.


	Organization	The Organization Code and Narrative for the position.


	Local 1, 2, 3, and Date	Your locally defined data fields.


	Done Button	Press this button when you are done Adjusting Round One.  The following message will be displayed


Continue on to Round II?  (If you would like to return to Round I Adjustments in this iteration, press No.  If you are done making Round I Adjustments, press Yes.)


	No	If you want to quit Adjusting Round One, but have not completed your Round One Adjustments, press No.  The next time you select Process | Process RIF from the menu, you will return to Round One Adjustments.


	Yes	If you want to quit Adjusting Round One and move on to Round Two, press Yes.  The next time you select Process | Process RIF from the menu, you will continue on to Round Two Processing.


	Change Placement


	Button	This button is only available when you select an encumbered abolished position within the “Positions in Selected Competitive Level” browser.  To change the current Round One placement for the employee in the position, press this button.  Once you press this button, the following message will be displayed:


Select new placement then press [New Placement] button.


-If placed in vacancy, use any vacant position.


-If displacing another employee, use any vacant position not being used by a higher tenure employee.


-In either case, use any filled position that is not already being used by a higher tenure employee, and is a lower tenure employee.


Or select [No Placement (Release from CL)] if you do not want employee to be placed in CL.


Press [Cancel Change] for no changes.


	OK Button	Press this button to continue.


	New Placement,


	No Placement


	(Release from CL),


	 and Cancel Change


	Buttons	Once you press the OK button, these three buttons will then be displayed.  You can now do either one of the following two actions:  Change Employees Round One Placement (New Placement) or Release the Employee from the Competitive Level.


1.


Change Employees


Round One Placement


(New Placement)		To change the placement for the employee, select the position within the “Positions in Selected Competitive Level” browser into which you want to place the employee, then press the New Placement button.  If you have selected a valid placement option, the employee will be placed into that option.  If this adjustment affects the Round One placements of other employees within the Competitive Level, any necessary changes will be made.


Placement Rules 		Only certain positions within the Competitive Level can be used to place the employee.  The following rules apply.


If you have selected not to “Allow Displacement Exceptions” (see Round One Options), you will only be allowed to make changes to vacancy placements.


1.	The placement can only be to a vacant position or a lower tenure employee within the Competitive Level.  Positions outside of the current Competitive Level cannot be used.


2.	If the employee is currently being placed into a vacant position:


a.	You can place the employee into any vacant position.  If you select a vacant position that is already being used as a placement for another employee, the vacancy placements for the two employees (the employee you are placing, and the employee currently placed in the vacancy you have selected) will be swapped.


b.	You can place the employee into any lower tenure encumbered position that is not being used as a displacement for a higher tenure employee.





3.	If the employee is currently displacing another employee:


a.	You can place the employee into any vacant position that is not being used as a placement for a higher tenure employee.


b.	You can place the employee into any lower tenure encumbered position that is not being used as a displacement for a higher tenure employee.





Displacement Exceptions	In Round One you will typically place an employee into a vacant position within the Competitive Level (if one is available), or the lowest tenure employee within the Competitive Level that has not been displaced by a higher tenure employee.  When you change an employee’s Round One placement to a non-typical placement (in other words, if you bypass a vacant position or a lower tenure employee), you will have to enter a Displacement Exception for each vacant position and each lower tenure encumbered position “below” the placement position.


Placement Exception Dialog


Window		The Placement Exception Dialog is used to enter a Displacement Exception.  The window is shown below.
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	Remark	Enter a remark for the Displacement Exception.


	OK Button	Press the OK button to except the Displacement Exception.


	Cancel Button	Press this button to cancel the Displacement Exception.  If you choose to cancel the Displacement Exception, the New Placement will be canceled as well.


	Help Button	Press this button to display the help window.


2.


Release the Employee


from the Competitive


Level		To release the Employee from the Competitive Level (in other words, do not place the employee in any position within the Competitive Level), press the No Placement (Release from CL) button.  If this adjustment affects the Round One placements of other employees within the Competitive Level, any necessary changes will be made.


If you decide to release the employee from the CL, for each lower tenure employee in the CL, and for each vacant position within the CL, you will have to enter a Displacement Exception.


Placement Exception


Dialog Window		The Placement Exception Dialog is used to enter a Displacement Exception.  This window is shown below.
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	Remark	Enter a remark for the Displacement Exception.


	OK Button	Press this button to accept the Displacement Exception.


	Cancel Button	Press this button to cancel the Displacement Exception.  If you choose to cancel the Displacement Exception, the employee will not be released from the Competitive Level.


	Help Button	Press this button to display the help window.


Continue with


Process Round One


Adjustments Window


New Placement Button	This button will only be displayed if you have selected to change an employee’s Round One placement (See Change Placement button above).  Press this button once you have selected the position into which you want to place the employee.


View Exceptions Button	This button will only be displayed if you have selected an employee within the Competitive Level for which you have entered Placement Exceptions.  Press this button to view the Placement Exceptions entered for the current employee.


Clear Exceptions Button	This button will only be displayed if you have selected an employee within the Competitive Level for which you have entered Placement Exceptions.  Press this button to clear all placement exceptions for the current employee. This will clear placement exceptions that are in the same Competitive Level as the employee.  Once the placement exceptions have been cleared, the Competitive Level will be adjusted.


Cancel Change Button	This button will only be displayed If you have selected to change an employee’s Round One placement (See Change Placement button above).  If you decide not to change the employee’s Round One placement, press this button.


	No Placement


	(Release from CL)


	Button	This button will only be displayed if you have selected to change an employee’s Round One placement (See Change Placement button above).  If you decide to release the employee from the Competitive Level, press this button.  For each lower tenure employee in the Competitive Level, and for each vacant position within the Competitive Level you will have to enter a Displacement Exception (See Change Placement button above).


Round Two


During Round Two, you may place or separate employees released for the Competitive Levels in Round One.  Round Two processing will vary depending on the options you have set (see Placement Options later in this chapter).


When you have completed Round One Adjustments you can continue on to Round Two by selecting Process | Process RIF from the AutoRIF menu or selecting the Process � icon from the AutoRIF toolbar.


AutoRIF keeps track of the current RIF Process and will always continue RIF Processing at the current process.  For example, if you have just finished processing Round One Adjustment, AutoRIF will know to begin Round Two processing.


Each employee affected in RIF and not placed in Round One will be processed in Round Two.


Definition of Terms		The following terms are defined during this discussion of the Round Two process.


Vacancy Placement		An employee is placed into a vacant position with the same or a lower Representative Payrate within the employee’s Line of Progression for RIF.


Bump(ed)		An  employee is placed into the position of an employee with a lower Tenure Group or the same Tenure Group and a lower Sub-Group, with the same or a lower Representative Payrate within the employee’s Line of Progression for RIF.


Retreat(ed)		An employee is placed into the position of an employee with the same Tenure Group and Sub-Group, and a lower Adjusted-SCD (or the same Adjusted SCD if the Tenure Tie Break places the employee doing the retreating “higher” than the employee being retreated), with the same or a lower Representative Payrate within the employee’s Line of Progression for RIF.


Placement Exception		A typically valid placement option for an employee that for some good reason, will not be used to place the employee.  If, for some valid reason, a Vacancy, Bump, or Retreat placement option available to an employee in will not be used to place the employee, you will have to enter a Placement Exception for that placement option.


Process Round Two


Window		When you select Round Two processing, AutoRIF immediately begins this process. When Round Two processing is complete the following window is displayed.
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Status Window 		The following controls are available for Round Two processing.


	Outputting Status


	Messages to File	As Round Two is processed, messages about the status of Round Two are displayed in the Status Message List (see below).  These messages are also written to this file.  Once Round Two is complete, you can view this file by selecting File | Open Text File from the AutoRIF menu and selecting this file.


	Status Message List	As Round Two is processed, messages about the status of Round Two are displayed in this list.  These messages are also written to a text file (see Printing Status Messages to File above).


	Left to Process	The number of employees left to process in Round Two is displayed.


	Quit Button	Press this button at any time to stop Round Two processing.  Round Two processing is done through the use of a timer.  Because of this, you may have to continually press this button to stop Round Two processing.  Try pressing the button repeatedly until you get a response.


Placement Window		This window displays information about the employee that is currently being processed.


	Placing	The name of the employee currently being processed.


	SSN	The SSN of the employee currently being processed.


	Tenure	The Tenure Group, Sub-Group and Adjusted SCD of the employee currently being processed.


	Position	The Payplan, Series, Grade, Competitive Level, and Title of the current position for the employee currently being processed.


	Previous	The position into which the employee currently being processed was placed in the previous iteration of RIF (or an earlier iteration if the employee was not affected in the previous iteration.)  If the employee was not placed in a previous iteration, “None” will be displayed.


	Hrly Rate	The Hourly Rate of the current position for the employee currently being processed.


	3-Grd Rate	The Representative Payrate for the third grade interval in the Line of Progression for the employee currently being processed.  This rate is used in determining which positions are possible placement options for the employee.  This field will only be displayed if you have selected “Enter Qualifications by CPCN (Position Specific)” under Round Two options.


	5-Grd Rate	The Representative Payrate for the fifth grade interval in the Line of Progression for the employee currently being processed.  This rate is used in determining which positions are possible placement options for the employee.  This field will only be displayed if you have selected “Enter Qualifications by CPCN (Position Specific)” under Round Two options.


	# of Options	The number of possible placement options found for the employee currently being processed.


Placement Options		Placement Options are positions into which the employee may be placed (if qualified) and are determined based upon the options selected under Round Two options.


Option 1		If you have selected to “Enter Qualifications by CPCN (Position Specific)”, AutoRIF will locate all the possible placement options in the employee’s “placement domain.”  This will be all the possible bump, retreat and vacancy placement options that fall within the employee’s three or five grade progression range.  The placement options are listed in “best placement” order (highest pay-lowest tenure to lowest pay-highest tenure).


Option 2		If you have selected to “Enter Qualifications by PP-SERS-GR-CL Combinations?”, AutoRIF will locate all possible placement options based on previously entered Qualifications.  The order of the placement options will depend on the Round Two options settings.  Normally, placement order is determined by Representative PayRate, Tenure Group, Sub-Group, and Adjusted SCD, where the highest pay-lowest tenure position is first on the list, and the lowest pay-highest tenure is last on the list.  If you have selected to “Place by Qualification Entry Rank Order”, the order will be based on the Order of Qualification Entries. When this option is selected, placement order is determined by Representative PayRate, Tenure Group, Sub-Group, “Qualification Entry Rank,” and Adjusted SCD.


Option 3		If you have selected to “View Placement Options before Committing?”, and not to “View only if there are New Placement Options?”, before any placements are made, the placement options will be displayed and you will have to determine into which placement option the employee will be placed.  This allows you to change the selected placement.


Option 4		If you have selected to “View Placement Options before Committing?”, and  to “View only if there are New Placement Options?”, if there are not any new placement options to check (i.e., the best offer is to place the employee in the same position as the employee was placed into in the previous iteration of RIF), then the employee will be placed automatically, and Round Two will continue on to the next employee to be processed.


If there are new placement options (in other words, positions that are better offers and were not considered for the employee in the previous iteration of RIF), then before any placements are made, the placement options will be displayed and you will have to determine into which placement option the employee will be placed.  This allows you to change the selected placement.


Option 5		If you have selected to “View Lowest Tenure Option for each Competitive Level?”, only the lowest tenure option will be displayed for each Competitive Level found.  For example, if seven placement options with a Payplan, Series, Grade, and Competitive Level of GS-0203-05-100 are found, only the one with the lowest tenure will be displayed as a placement option.


Option 6		If you have selected to “Enter Qualifications by PP-SERS-GR-CL Combinations”, and to “Always edit qualifications before processing employee”, the Edit Qualifications dialog will be displayed before each employee is processed in Round Two.  This allows you to check qualification entries before each employee is processed.


Placement Options


Browser		This browser displays the available placement options for the employee being processed.  The browser contains the following columns.


	Qual?	Qualification Entry for the placement option.  “No” if the employee is not qualified to be placed into the position based on the type of option (Retreat, Bump, Vacancy).  “Yes” if the employee is qualified to be placed into the position and was placed in the position in the previous iteration of RIF.  This column will only be displayed if you selected to “Enter Qualifications by CPCN (Position Specific).”


	Type	Type of placement option (Vacancy, Bump or Retreat).


	Tenure	Tenure Group, Sub-Group, and Adjusted SCD.


	PP-SERS-GR-CL	Payplan, Series, Grade, and Competitive Level.


	Title	Title.


	CPCN	Position Number.


	Name	Employee Name.


	Org Code	Organization Code.


	Org Narr 1-5	Organization Narrative (5 lines).


	Place Button	Press this button to place the employee into the currently selected placement option.  The RIF Action will be recorded in the Action file, and if you have selected to “Enter Qualifications by CPCN (Position Specific)”, the qualifications you have entered will be saved.  A qualification entry will be written for each placement option above the placement option that you have selected.  Any blank “Qual?” entries will be written as No, Not Qualified (See Toggle Qualified Button below).


	Separate Button	Press this button to separate the employee.  The RIF Action will be recorded in the Action file, and if you have selected to “Enter Qualifications by CPCN (Position Specific)”, the qualifications you have entered will be saved.  A qualification entry will be written for each placement option.  Any blank “Qual?” entries will be written as No, Not Qualified (See Toggle Qualified Button below).


	Set Exception Button	Press this button to set a Placement Exception for the currently selected Placement Option.  Placement Exception is defined above.


A Placement Exception is entered when an employee qualifies for a position but will not be placed in the position for some specific reason.  Placement Exceptions are usually entered for reasons such as Undue Interruption, Physical/Medical Conditions, Security Clearance, etc.


Placement Exception


Dialog Window		The Placement Exception Dialog is used to enter a Placement Exception.  The window is shown here.
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	Remark	Enter a remark for the Placement Exception.


	OK Button	Press this button to accept the Placement Exception.


	Cancel Button	Press this button to cancel the Placement Exception.


	Help Button	Press this button to display the Help window.


Continue with


Process Round Two


Window


Placement Exceptions	Once a Placement Exception is entered, AutoRIF will retrieve the list of possible placement options again to be sure that all possible placement options are found.


	View/Delete


	Exceptions Button	Press this button to View/Delete Placement ExceptionsHIDD_VIEW_PE for the employee currently being placed.  This button is only displayed when the employee currently being placed has Placement Exceptions entered.  If you delete a Placement Exception, AutoRIF will retrieve the list of possible placement options again to be sure that all possible placement options are found.


	Toggle Qualified


	Button	Press this button to toggle the “Qual?” button in the Placement Options Browser from “No” to blank or blank to “No”.


Final Adjustments


During this process you can identify employees who have accepted PPP offers, retired, etc., and place employees in any vacancies not used during Round One or Round Two.


When Round Two is completed, you can process Final Adjustments by selecting Process | Process RIF from the AutoRIF menu or selecting the Process � icon from the AutoRIF toolbar.


New Iteration


Begin a New Iteration of RIF by selecting Process | New Iteration from the AutoRIF menu or selecting the New Iteration � icon from the AutoRIF toolbar.


AutoRIF processes RIF in iterations.  An iteration is a complete cycle (Round One, Adjustments to Round One, Round Two, Final Adjustments) of RIF.  Since any changes to the RIF data (retirements, promotions transfers, new position abolish actions, new vacancies, etc.) might affect RIF actions, any time there is a change you must check all RIF actions or reprocess the RIF.


Although data changes will not always require a change in RIF actions, each should be checked.  Before you can make changes to the RIF data (positions, abolishes, PayRates, etc.), you must begin a New Iteration of RIF.  After making changes to the RIF data, you can process/reprocess the RIF.


Before processing a New Iteration, you may want to Reindex Files used by the AutoRIF databases.  For additional information, see below.


Tenure Tie Break		You can process a Tenure Tie Break after starting a New Iteration of RIF.  See a discussion of this topic at the beginning of this chapter.


Reindex Files


AutoRIF uses dBase IV indexes to control access to the database files.  These indexes are usually very reliable but can become corrupt under some circumstances such as, file open errors, power loss, etc.


Although you do not have to Reindex and pack files, you may want to run this process each time you begin a New Iteration of RIF.


To Reindex and pack the RIF Files, select File | Reindex Files from the AutoRIF menu.


Text Files


AutoRIF allows you to view/edit Text Files (64KB maximum).


Open Text File		To open a text file, select File | Open Text File from the AutoRIF menu or select the Open Text File � icon from the AutoRIF toolbar, or press Ctrl+T.


Once you select this option, you will be prompted with the File Open dialog window to select a text file to open.
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Select the file you want to open and press the OK button to open the file.


Edit/View Text File		The Edit/View Text File window allows you to edit the text file.  This window operates just like any edit window.
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To close this window, double-click the control box or single-click the control box; then select Close.
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