	Welcome to the CHRA North Central Region Newsletter!

August 2005
Issue 02-03
[image: image8.jpg]



[image: image9.jpg]W Pacesetter
ol

il

v




Setting the pace through innovation, quality products, and customer-focused relationships.


Director’s Perspective

From

Janice A. Carbone

North Central Regional Director
     As we enter the final quarter of fiscal year 2005, I look back and reflect on the enormity of the varied initiatives for which we have taken part.  The largest initiative on our plate for months has been National Security Personnel System (NSPS).  Many of us have reviewed the interim regulations, attended town hall meetings, and read numerous news articles concerning the pros and cons of this new system.  Implementation is quickly approaching.

     In May 2005, the Base Realignment and Closure (BRAC) recommendations were announced.  I believe that is safe to say that many organizations were taken by surprise.  Being faced with two major changes of this scale can leave even those of us that have seen much just a little off center.

     First, let us remember that these are recommendations.  The final decision is several months away.  Second, we must stay in touch with the climate of our workforce.  News of this magnitude will affect people differently.  We must be accessible, foster a sense of community, and be prepared for the unexpected.  In times of major change, it is extremely important to keep our employees informed.  Communication is the lifeblood of our organization.  We need to support the systems that are in place (e.g., Employee Assistance Program – EAP) that help care for our workforce as some prepare to make decisions that will affect their futures.

     Even in time of uncertainty, we must encourage our employees to continue to do the great job that they are doing for our nation.  We must not lose site of the fact that we are a nation at war and we must stay committed to supporting our Soldiers.  They are counting on us, and we will not let the down.  Finally, some of us have been through this before in some form or another.  So as we prepare to move forward, remember to take care of yourself.

HOOAH!
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Special Features
Latest on National Security Personnel System (NSPS)
[image: image10.wmf]
       The date for implementing the first phase of the Defense Department’s new National Security Personnel System (NSPS) has been adjusted.  Based on an event driven approach,   the Labor Relations system is planned to be effective across Department of Defense (DoD) for all bargaining unit employees in late fiscal year (FY) 2005.
     The remaining parts (Performance Management, Human Resources, and the Appeals System) will be implemented incrementally beginning early FY 2006 when the first installations under Spiral 1.1 are converted to NSPS.

     DoD and the Office of Personnel (OPM) continue to work on adjustments to the proposed NSPS regulations based on public comments that were received during the comment period and the results of the meet-and-confer process with employee representatives.

     Revisions will be published in the Federal Register (FR) later this summer.  Implementation of NSPS will come shortly after the publication.  However, officials have stressed that implementing instructions must be in place and training must be well under way before the system is rolled out.  
For up to-date information on NSPS log on to the following websites:

http://www.cpms.osd.mil/nsps/index.html or http://www.cpol.army.mil
Army National Security Personnel System (NSPS)
Training Workshop 2005

[image: image11.wmf]
    Headquarters Department of Army (HQDA), Assistant G-1 for Civilian Personnel will be conducting the Army National Security Personnel System (NSPS) Training Workshop in Chicago, IL August 9 – 12, 2005.  This workshop is for Senior Leaders.  The training agenda includes Program Evaluation, Performance Management, Compensation, Appeals, Staffing and Labor Relations.  The workshop is an excellent forum for questions regarding NSPS.  Forward your NSPS questions to your Civilian Personnel Advisory Center Chief who then in turn can represent your interest at the workshop.  
National Security Personnel System (NSPS) Training

     A critical key for implementation of the new system is having a cadre of qualified, knowledgeable trainers at all levels.  Dependent upon expertise and training requirements, individuals will receive training in various areas of NSPS such as Labor Relations, Performance Management, Human Resources, Appeals, Compensation and Pay.

     NSPS Pilot courses were recently presented in small group sessions.  Train the Trainer (TTT) courses are being prepared.
     There are four (4) current brochures for Senior Leaders, Managers, Supervisors and Employees regarding “soft skill” preparation for NSPS implementation.  Log on to http://cpol.army.mil/library/general/nsps under NSPS Brochures May 2005.

Central Resume Processing Center (CRPC)
Receives New Mission
     The Central Resume Processing Center (CRPC) located at Aberdeen Proving Ground, MD will take on a new mission.  Currently, the CRPC acts as a focal point for managing the intake of resumes and self-nominations throughout the Army as well as running an applicant helpdesk.  The CRPC answers over 100,000 inquiries a year regarding password reset requests, general navigational issues with the Army Resume Builder, the employment board, etc.  Beginning in August 2005, the CRPC will also be listed as the central point of contact on all Army vacancy announcements.  Inquiries generated from vacancy announcements will go to the CRPC and not to specialists in the Civilian Personnel Advisory Centers (CPAC) or Civilian Personnel Operations Centers (CPOC), allowing them more time to focus on their duty assignments.  The CRPC will track inquiries for both volume and response time capturing valuable information to assess quality and automation-related issues.  Effective August 1, 2005, the CRPC contact information on vacancy announcements will be:
· Email – applicanthelp@cpsrxtp.belvoir.army.mil
· Phone – (410) 306-0137

Reprinted from the Head Quarter Department of Army (HQDA) Civilian Personnel Bulletin, Number 5-13

Butterbaugh v. Department of Justice

Administrative Claims for Annual Leave

          Since 1980 individuals who were simultaneously Federal employees and reservist, including Military Technicians, or members of the National Guard, may have been improperly charged military leave in the circumstances described below.

     In Butterbaugh, the United States Court of Appeals for the Federal Circuit reversed the Office of Personnel Management’s (OPM) interpretation of Section 6323 of Title 5, United States Code and held Section 6323 has required Federal employees to take military leave only on days on which they are required to work in their civilian jobs.  Accordingly, agencies should have allowed 15 workdays of military leave for reserve training each year, instead of 15 calendar days.

     Under OPM’s prior interpretation of Section 6323 some employees may have been forced to take leave without pay (LWOP) and/or annual leave to complete a reserve duty obligation.  Current federal employees, as well as those who have retired or separated from the federal government, who: (1) were charged military leave while they were appropriated fund employees, and (2) believe they have valid leave claims under Butterbaugh, may choose to file claims under the Barring Act with the federal agency or DoD component that charged them leave.  Please be aware that OPM has stated that its guidance applies solely to administrative compensation claims brought under the Barring Act, codified at section 3702 of title 31, United States Code, and is not intended to address whether claims may be filed under different laws.  

     The Barring Act does not apply to nonappropriated fund employees.  However, current or former nonappropriated fund employees who: (1) were charged military leave, and (2) believe they have valid leave claims under Butterbaugh, may choose to file claims for military leave under procedures established by the nonappropriated fund instrumentality (NAFI) responsible for the leave charges.  See paragraph 3.1 of DoD Directive 5515.6, “Processing Claims Arising out of Operations of Nonappropriated Fund Activities,” October 25, 2004, requiring NAFIs to establish claims procedures.

     Claims must be filed with the federal agency or DoD component that charged the erroneous leave no later than six years from the date or dates they believe they were improperly charged leave.  

     Current and former DoD appropriated fund employees filing claims arising from leave changes by DoD components should mail their claims to Defense Finance and Accounting Service (DFAS) Payroll Office, PO Box 33717, Pensacola, FL, 31508-3717, and identify their current servicing payroll office.

     Employees should include all supporting documentation such as a certificate of attendance for each period of active duty, civilian leave and earnings statements reflecting the improper charge of military leave, and indications of whether they used annual leave or LWOP.  Claimants should also mark the envelopes and the claims, “Butterbaugh Claim.”

For more information and claims filing instruction log on to http://www.cpms.osd.mil
The Zachary and Elizabeth Fisher
Distinguished Civilian Humanitarian Award

     In 1996, the Secretaries of the Army, the Navy, and the Air Force approved the establishment of the Zachary and Elizabeth Fisher Distinguished Civilian Humanitarian Award.  This award is presented on an annual basis.

     The award is named in honor of Zachary and Elizabeth Fisher, both of whom have contributed extensively to the support and welfare of the members of the Armed Services of the United States.  The award is a multi-Department award designated to recognize and reward an individual(s) or organization(s) demonstrating exceptional patriotism and humanitarian concern for members of the United States Armed Forces or their families.  The recipient will exemplify Zachary and Elizabeth Fisher’s personal qualities of patriotism, generosity, and selfless dedication to improving the quality of life of members of the Armed Forces of the United States.

     The Department of the Army deadline for nominations is August 19, 2005.
For detailed information regarding this award log on to the following websites:

Army Regulation – http://www.army.mil/usapa/epubs/pdf/r672_16.pdf
Department of Army Guidance – http://cpol.army.mil/library/mer/fisheraward-msg.html
Department of Army Memoranda – http://cpol.army.mil/library/mer/fisheraward-memo.html
Management/Employee Relations Article – http://cpol.army.mil/library/mer/awards/fisher.html
For further information contact: 

Marvol Alexander (703) 695-5698; Email marvol.alexander@hqda.army.mil
Joann Holmes (703) 695-5692; Email joann.holmes@hqda.army.mil
Career Program Unique Requirements

     Recruitment and selection procedures under Career Programs (CP) through out the Department of Army (DA) have unique requirements.  Below is a limited sample of these requirements and should not be regarded as all inclusive.

Vacancy announcements will be open for 14 days:

· CP – 12 Safety (All)

· CP – 13 Supply Mqmt. (GS-13 to GS-15/pay band equivalent)

· CP – 14 Contracting & Acquisition (GS13 to GS15/pay band equivalent)

· CP – 17 Materiel Maintenance Mqmt. (GS13 to GS15/pay band equivalent)

· CP – 33 Ammunition Mgmt. (GS11 to GS15/pay band equivalent) 

Vacancy announcements will be open for 15 calendar days:

· CP – 24 Transportation Mgmt. (GS12 to GS15/pay band equivalent)

· CP – 32 Training (All)

Vacancy announcement will be open for 21 calendar days:

· CP – 22 Public Affairs & Communications Media (All)

· CP – 34 Information Technology Mgmt. (Series 2210/391/301-I: GS13 to GS15/pay band equivalent; all other series GS12 to GS15/pay band equivalent)

     Minimum area of consideration (AOC) is the Department of Army-wide.  Certain Career Programs also require that Functional Chief Representative (FCR) participate on selection panels, review position descriptions, review the referral list prior to release, review some announcements prior to publication, and review the selection before a job offer is made.  Some Career Programs also require Permanent Change of Duty Station (PCS) be provided and specific statements be used in the vacancy announcement.

For more detailed information about these requirements, please contact your Civilian Personnel Advisory Center (CPAC) representative.
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Benefits

Federal Flexible Spending Account Program (FSAFEDS)
Enhancements

     The Federal Flexible Spending Account Program (FSAFEDS) is a flexible spending account program that allows Federal employees to contribute pre-tax income to a flexible spending account (FSA) to pay for qualified medical expenses not covered by an insurance program.  Some recent enhancements to FSAFEDS offer even greater benefits to participants.

     Grace period for incurring eligible expenses.  You now have until March 15 of the following year to incur eligible expenses for the current Plan Year.  This means that if you have a balance remaining in your Health and/or Dependent Care FSA account as of 12/31, you can use those funds for eligible expenses incurred from 1/1 – 3/31 of the following year.  This change applies to the 2005 Plan Year, so if you are enrolled you have until March 15, 2006 to incur eligible expenses!

     Extended deadline for submitting expenses.  The deadline for submitting claims for eligible expenses has been pushed back to accommodate the grace period change.  You now have until May 31 following the end of the Plan Year to submit claims for eligible expenses you incurred through March 15. 

     Maximum contribution increased.  The Health Care FSA maximum contribution for 2006 will be $5000 – that’s a $1000 increase in the pre-tax amount.  This change is effective for the 2006 Plan Year and does not apply to your current 2005 account.  Remember, to take advantage of this new maximum, you must re-enroll for the 2006 Plan Year.

     If you do not currently take advantage of the FSAFEDS, you’ll have an opportunity to enroll during the Federal Employee Health Benefits Program Open Season this fall.

Further information can also be obtained at: http://www.fsafeds.com
New Thrift Saving Plan Fund
LifeCycle Fund (L Fund)

     Beginning August 1, 2005, the Thrift Savings Plan (TSP) is offering “lifecycle funds.”  Lifecycle funds are “target assets allocation funds.”  These funds have a mix of investments of different types and characteristics, such as domestic stocks, international stocks, and bond.  The mix is chosen based on the date when you will need to use your money.  If that date is a long time from now, the lifecycle fund in which you are invested will be more heavily weighted toward equities (stocks or stock funds),  As the date you will need your money gets closer, the allocation will be weighted more heavily toward fixed income or stable value investments (e.g., bonds or bond funds, Treasury securities).

     The L Funds diversify participant accounts among the G, F, C, S, and I funds, using professionally determined investment mixes (allocations) that are tailored to different time horizons.  The L funds are rebalanced to their target allocation each business day.  The investment mix of each fund adjusts quarterly to more conservative investments as the fund’s time horizon shortens.  There are five different date ranges for these time horizons.  They are as follows:

Time Horizons

(when you expect to need the money)

	Choose:
	If your time horizon is:

	L 2040
	2035 or later

	L 2030
	2025 through 2034

	L 2020
	2015 through 2024

	L 2010
	2008 through 2014

	L Income
	Sooner than 2008


     The objective of the L Funds is to provide the highest possible rate of return for the amount of risk taken.  Investing in the L Funds is not a guarantee against loss and does not eliminate risk.  The L Funds are subject to the risks inherent in the underlying funds, and can have periods of gain and loss.

     Participation in the new L Funds is voluntary.  If you prefer to make your own investment decisions and manage your account, you can continue to invest directly in the G, F, C, S, and I Funds.

To read more about the new L Funds visit the TSP website at http://www.tsp.gov
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Staffing

Changes in Pay Administration Rules

     In May, The Office of Personnel Management (OPM) issued interim regulations that amended the rules that govern pay setting for employees covered by the General Schedule (GS).  These interim regulations are to implement section 301 of the Federal Workforce Flexibility Act of 2004, which amends provisions in United States Code (U.S.C) 5; chapter 53 as it relates to the administration of special rates, locality rates, and retained rates.

     The main purpose of this amendment is to correct various pay administration anomalies that produced unfair pay reductions or unwarranted pay increases for employees in certain situations.  The former rules were not consistent in regards to how special rates and locality rates were administrated.  In many situations special rates were treated as basic pay and locality rates were not for pay administrative purposes.

     OPM issued the Compensation Policy Memoranda (CPM) 2005-06 that outlines changes made in special rate schedules established under 5 U.S.C. 5305.  The memorandum provides information that many special rate schedules, or certain grades and/or steps of special rate schedules, are terminated and that a small number of special rates at certain grades are increased.  The special rates that have been terminated will not result in a loss in pay for any covered employees.  

     Another area of pay that was affected by the interim regulation is retained rates.  Certain existing locality-adjusted retained rates must be converted to new retained rates.  Section 301 (d)(2) of the Act requires that retained rates under 5 U.S.C. 5363 and certain other existing locality-adjusted retained rates be converted to new retained rates that equal the previous retained rates, to include any applicable locality-based comparability payment under 5 U.S.C. 5304.

     The interim regulations implementing the new pay administration rules became effective May 1, 2005.  The Department of Defense (DoD) and Department of Army have and continue to provide specific processing guidance to bring employees that are affected by these changes into compliance.

To view the memorandum log on to http://opm.gov/oca/compmemo/2005/2005-10.asp
Contact your Civilian Personnel Advisory Center representative for assistance with pay administration guidance.

Alternate Candidate Selections
Improving the Hiring Process
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     Managers who select alternatives on a referral list of two or more names will ensure the recruitment process continues to move forward.

     In the event the primary selected candidate declines the job offer or is otherwise ineligible, the process of verifying the alternate candidate’s eligibility and qualifications and extension of a tentative job offer can begin almost immediately.

     Alternate candidate selections will help avoid hiring delays which cost all involved additional time for a second review and selection and the possible loss of other highly qualified candidates.  The Staffing Specialist will continue to confer with management on filling their positions.
     Now referral lists, of two or more names, will contain a reminder statement that alternative selection(s) should be made in case the primary selectee declines the job offer or is otherwise ineligible.  Using this statement will encourage the manager to provide not only their top choice, but also one or more acceptable alternatives.
For further information contact your Civilian Personnel Operations Center (CPOC) representative.
Quality Step Increases for Temporarily Promoted Employees
     On June 3, 2005, Civilian Human Resources Agency (CHRA) issued guidance regarding granting quality step increase (QSIs) to individuals serving on temporary promotions.  The guidance establishes the requirement that the original temporary promotion must have been for a period of not less than one year in order for an employee to receive a QSI in recognition of performance at the temporary grade.  It also addresses procedures for granting a temporarily promoted employee a QSI based on performance at the permanent grade level.

     A QSI is an additional within-grade pay increase given to General Schedule employees.  It is to be reserved for employees who demonstrate sustained high-quality performance and who are expected to maintain this high-quality performance in the future.  It is important to keep in mind that an employee who receives a QSI while temporarily promoted may not incur the pay benefit of the QSI once the temporary promotion ends.  Therefore, it may not be the best award mechanism available for recognition of an employee’s performance while temporarily promoted.

     The nomination for a QSI should be submitted within 30 days of the approval of the performance rating of record on which it is based, and the action should be processed in a timely manner after that.  However, in those instances when a QSI request for personnel action (RPA) is submitted for an employee who has since been temporarily promoted, the QSI will be granted at the same grade level for which the appraisal was given, either immediately after the temporary promotion ends or by interrupting the temporary promotion with an overnight change-to-lower-grade during which time the QSI would be processed prior to administratively returning the employee to the temporary promotion assignment.
     A QSI has the potential to provide a large long-term financial gain for the recognized employee.  For that reason, it is best to fully understand applicable procedures and other timing issues that could impact pay setting.  Your servicing Civilian Personnel Advisory Center (CPAC) representative can provide excellent advice and assistance in such matters.

The CHRA guidance is available for your review at: https://www.chra.army.mil under Policy and Guidance – CHRA Guidance Memo (GM).
New Procedures for Name Change Actions

     Request for Personnel Action (RPA) for Name Change are submitted when the basis for the name change is a court action such as marriage, divorce, etc.  In June 2005, the North Central Region Human Resources Office began using the AUTONOA software program that actually processes RPAs with little or no human intervention to process these actions.  AUTONOA has been successfully utilized to process thousands of action, primarily awards, throughout Department of Army.  The North Central Region is proud to have a leadership role in the testing and expansion of the program.

     In order for AUTONOA to accurately determine specific information, a standardized method of documenting information is very important.  It has been determined that Gatekeeper, an automated checklist that complements the RPA, is the most effective and efficient means to ensure that AUTONOA can accurately identify the information required to process the action automatically.

     Gatekeeper is now required on all Name Change actions.  Any Name Change RPA submitted without the Gatekeeper will be returned to the originator for completion of the checklist.

     Completion of the Gatekeeper checklist is simply a matter of providing a response to a few questions, such as all parts of the new name.  If you have never used Gatekeeper, you will find instructions for assessing and completing the Gatekeeper at: http://www.chra.army.mil; select DCPDS Desk Guide (end users), Gatekeeper Checklist.
Department of Army Intern Program: Brief Overview
     Department of Army (DA) Interns, commonly referred to as Army Civilian Training, Education, and Development System (ACTEDS) Interns are recruited at Headquarters level branch.  The ACTEDS branch receives monies, which it allocates to the Army’s Major Commands (MACOM) to be used to recruit DA interns.  The recruitment and selection process is coordinated between the ACTEDS Branch, the Career Program Managers (22 career programs, covering over 150 occupations) and the MACOM.  These interns are placed on the ACTEDS rolls and are paid by ACTEDS funds, for the first two years of their appointment.  After 24 months, the interns are moved to command rolls.  DA Interns enter the program at the General Schedule (GS) 5 or GS-7 level as permanent, competitive, full time employees.  The interns undergo a two year training program, which is developed by each career program, and are required to sign a mobility agreement.
Additional guidance can be found at the following websites: http://www.cpol.army.mil and Personnel Management Information and Support System (PERMISS) article titled ACTEDS.
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Classification

Position Sensitivity Determination

     Many of the civilian positions within the Army entail sensitive duties, including access to classified information.  In the interests of national security, care must be exercised in correctly identifying and coding the position sensitivity correctly, as well as in selecting individuals to fill positions designated as sensitive.

     Any person who works for an organization that requires access to restricted information will need a security clearance.  Position sensitivity determines the type of security investigation required before an individual can be assigned to a sensitive position and granted the applicable clearance level (e.g. SECRET or TOP SECRET).  The correlation between the position sensitivity and the applicable clearance required is as follows:

· NON-SENSITIVE/LOW RISK: Positions that have no access to classified information.

· NONCRITICAL-SENSITIVE: Positions that have the potential for exceptionally grave damage to National Security because they have access to Secret or Confidential information.

· CRITICAL-SENSITIVE: Positions that have a potential for crucial damage to the National Security because they have access to Top Secret information.
· SPECIAL-SENSITIVE: Positions that have a potential for tremendous damage to the National Security.

     Normally, the authority to designate position sensitivity is delegated fro commanders to first level supervisors.  Therefore, the manager’s responsibility is to ensure sensitivity designations of positions in their organization are correct and consistent with security access requirements.  When a manager submits a Request for Personnel Action (RPA), the sensitivity designation should be annotated on the Gatekeeper, which is attached to the RPA in the Fully Automated System for Classification (FASCLASS) position description.

     The Office of Personnel Management (OPM) is responsible for carrying out a program of investigating and adjudicating the suitability of applicants and employees for Federal employment.  Additional information on suitability can be found in 5 CFR Part 731.
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Human Resources Development Division (HRDD)
E-Learning: The Army Way
     The Army wants to invest in continuing the professional development of its employees.  One way of doing this is by providing educational courses online.  The Army created Army e-Learning, the latest component of the Distributed Learning System.  Army e-Learning offers free access to more than 2,000 commercial web-based information technology, business, leadership, and personal development courses from anywhere with an Internet connection.  These courses are for every active-duty Soldier, Army Reserve member, Reserve Office Training Corps (ROTC) cadet and Department of Army civilian employee.

     A few benefits of the Army e-Learning are: promotion points can be earned by enlisted personnel; 40 certification preparation programs such as Microsoft Certified Systems Engineer (MCSE), Computing Technology Industry Association (CompTIA) A+, Certified Information Systems Security Professional (CISSP), Cisco, Oracle and others; civilian acquisition work force continuous learning points; and college accreditation for a number of courses.

     There are courses offered to assist employees with managing personal finances, dealing with organizational change, time management, etc.

     More than 213,000 users have accessed Army e-Learning.  In FY 04, Army Soldiers and civilians have completed over 159,000 courses, saving the Army an estimated $47.6 million dollars.
     For additional information on Army e-Learning, go to http://www.us.army.mil.  You must have an Army Knowledge Online (AKO) account to access the system.
New Human Resources Development Newsletter
     The Civilian Human Resources Agency (CHRA) has selected the North Central Region to be the editor of the first consolidated CHRA Human Resources Development (HRD) newsletter.  This newsletter will incorporate training information from through out CHRA, focusing on training issues from a broad, Army-wide perspective.  The inaugural issue is due out in August 2005.  The newsletter is envisioned to serve as a Human Resources communication medium that will spark the training interest of serviced customers, open meaningful dialog and a plethora of other purposes that will support the training function.
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Labor/Management-Employee Relations (LMER)
Pre-Selection and Promotions: What Managers Need to Know
     The pre-selection issue often crops up in promotion cases when employees are detailed or reassigned to certain highly sought-after positions that ultimately enhance their selection for promotions.  In these situations, other employees in the office often view this as the manager granting an unfair personal preference to the employee since they may have not been afforded the same opportunity for advancement.  What managers need to know is that it is perfectly acceptable and legal for them to select candidates to fill temporary needs on a lateral basis, based on their knowledge of the employee’s work record.  The manager steps into a minefield, however, when the manager’s actions shoe an intentional manipulation of the personnel system to give an advantage to a particular employee, not because of his or her work record, but for unlawful reasons, such as nepotism, personal friendship, political partisan affiliation or political party activity, union membership, sexual orientation, gender, religion, race, national origin, age or disability.

     Even if managers already have a candidate in mind for a job opportunity, it still is wise (but not required) to encourage a level playing field for all candidates.  For a detail or reassignment, this can be done by rotating all qualified employees into the detailed position so each can have an opportunity to perform the work.  This is a good way to make sure that everyone has a shot at performing the work so managers can see each candidate’s potential in the position.  Managers could learn that the person they originally had in mind just might not be the best suited candidate for the promotion after all, based on their performance on the detail.  Also, giving a chance to serve in a detail adds variety to employees’ work, builds confidence, and increases moral, motivation, and parity.  Additionally, if the candidate you already have in mind is really best suited for the position, it will demonstrate this to other employees and will limit controversy.
     For permanent promotions, managers should review their agency’s merit promotion plan and consult with their human resources office to make sure that all of the rules for a fair selection are being followed.  The vacancy announcement should not be tailored to intentionally exclude well-qualified applicants.  It is also wise to convene a selection panel of peers and supervisors to make sure that all candidates are given a fair opportunity to compete for the vacancy, regardless of whether the manager initially has someone in particular in mind.

     Where managers do get in trouble is when they single-out and reward employees whose work record shows that they are undeserving of a promotion.  For example, there have been occasions where managers have used temporary appointment authority and restricted advertisement of a vacancy to hire a preferred applicant where applicants would not have been otherwise eligible for appointment under a normal merit promotion announcement.  There are other instances in which managers have specifically tailored a vacancy announcement to select a preferred applicant.  Managers have even issued unjustified outstanding performance appraisals simply to enhance employees’ prospects for a promotion.  These practices, unsupported by a valid work reason, are a recipe for disaster.

     Lastly, when managers do need to select someone for either a temporary or permanent position, they should document the reasons for their decision.  A rational, work-related reason articulated and developed before any grievance or Equal Employment Opportunity (EEO) complaint is filed, will greatly enhance the credibility and acceptability of a manager’s decision.
Managers – Beware of Suffer and Permit!
Marta, a GS-05 Secretary, often works past her normal duty time to complete assignments.  As a manager, you admire her dedication to her work.
Derek, a GS-06 Supply Clerk, makes it a habit to work through his lunch hour.  You respect his work ethics.

     Beware, Managers!  If you have a Fair Labor Standards Act (FLSA) “nonexempt” employee in your organization, working beyond normal duty hours without compensation, you may be in violation of Suffer and Permit.

     As stated in the provisions of FLSA, suffered or permitted work involves any work performed by an employee for the benefit of an agency, whether requested or not, provided the employee’s supervisor knows, or has reason to believe, the work is being performed, and has an opportunity to prevent the work from being performed.  5 CFR 551.104

     The bottom line is – if you have reason to know your employee is working beyond normal duty hours and is not being compensated with overtime pay (or employee-elected compensatory time), you are in violation of the laws governing FLSA.  That employee may, within 3 years for a willful violation, file a claim for overtime pay.  5 CFR 551.702
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NAF NEWS

Non-Appropriated Fund (NAF)

Vacancy Announcement Builder (VAB)                     
     All Non-Appropriated Fund (NAF) vacancy announcements will be posted on-line in the Civilian Personnel Online (CPOL) web site beginning September 1, 2005.  The implementation of this new advertising recruitment tool will provide access to Army-wide NAF vacancies for all current employees and the public to view.  The centralization of NAF recruitment data will provide Army NAF employers visibility alongside their Appropriated Fund (AF) counterparts.   

     By using the Vacancy Announcement Building (VAB), NAF Human Resources Offices (HROs) will ensure consistency and will provide a centralized source of Army NAF job information.  NAF vacancy announcements will be posted on the VAB regardless of any other method used for posting announcements.  This new requirement will serve as a supplemental process, not as a substitute for locally developed procedures/methods of publicity.
For further information contact your Non-Appropriated Fund Human Resources Office.

Update: Non-Appropriated Fund E-Request for Personnel Actions

(NAF E-RPA)
     The testing of Electronic-Request for Personnel Actions (E-RPA) has been expanded to three additional sites: Fort Sam Houston, Fort Myer, and Fort Meade.  Each site has requested and received necessary system access.  Managers and administrative personnel have completed training and will begun testing the system.  Once a prescribed testing period and productivity analysis has been completed, Headquarters Department of Army G-1 and Civilian Human Resources Agency Non-Appropriated Fund Division will provide guidance and a timeframe for full implementation. 
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