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LESSON 17

WITHIN-GRADE INCREASES

OVERVIEW_______________________________________________________ 

Introduction
Within-Grade Increases (WGI) are increases to the employee’s rate of basic pay by advancement from one step of his/her grade to the next, after meeting the requirement for length of service and satisfactory performance.  Personnel actions affecting WGIs are generated automatically in the Civilian Personnel Operations Center (CPOC) unless the supervisor has identified a performance problem with the employee, in which case it may be postponed or withheld.  Within-Grade Increases are not granted automatically or routinely but are earned upon meeting prescribed requirements as to length of service and acceptable levels of competence.  Under current pay schedules, WIGs are substantial enough to serve as an incentive to employees to earn them through performance at an acceptable level of competence.  If WIGs are to serve as an effective incentive, management must insure that they are granted only when fully warranted.

_____________________________________________________________________________

Purpose

The purpose of this lesson is to familiarize you with the intent behind Within-Grade Increases and the rules governing the granting of WGIs.

_____________________________________________________________________________

Objectives
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After completing this lesson you should be able to – 

· Identify the required waiting periods for GS and wage grade employees

· List the conditions which can be used to withhold a Within-Grade Increase

_____________________________________________________________________________

In this Lesson

This lesson contains the following maps:

Map Title
See Page 

Employee Coverage
      17-2

Waiting Periods
17-2

Postponing Within-Grade Increases
17-3

Withholding Within-Grade Increases
17-3

Practical Exercise #17
17-4

_____________________________________________________________________________

Employee Coverage
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All Wage Grade (WG) employees regardless of whether they are on a permanent or temporary appointment are eligible for Within-Grade Increases.  Under the General Schedule (GS), only permanent employees who have not reached the maximum rate of pay for their current grade are eligible for WGIs.  
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Waiting Periods

The waiting periods for advancement to the next higher step in all grades is as follows: 

· For full-time permanent General Schedule employees

· For advancement to steps 2, 3, and 4  -  52 calendar weeks

· For advancement to steps 5, 6, and 7  - 104 calendar weeks

· For advancement to  steps 8, 9, and 10 – 156 calendar weeks 

· For full-time Wage Grade (WG/WS) employees

· For advancement to step 2  -  26 calendar weeks

· For advancement to step 3  -  78 calendar weeks

· For advancement to step 4  -  104 calendar weeks

· For advancement to step 5  -  104 calendar weeks

A Within-Grade Increase shall be effective on the first day of the first pay period following completion of the required waiting period.

_________________________________________________________________

_____________________________________________________________________________
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Postponing Within-Grade Increases
Within-Grade Increases must be postponed when and only when either of the two following conditions exist: 

· The employee’s performance is less than satisfactory and he/she has not been given a performance plan or otherwise told of the specific requirements for fully successful performance at least 30 calendar days before the end of the waiting period.  In this situation, the supervisor would promptly contact the Civilian Personnel Advisory Center (CPAC) for guidance.

· The employee has been reassigned or demoted because of unacceptable performance and is or will be eligible within 60 days for a WIG.  The CPAC would notify the supervisor of the requirement to postpone.  

If either of these conditions exist, the supervisor should notify the employee in writing of the postponement, the reason for it, and that he/she has 120-calendar days to demonstrate fully successful performance.  The employee must be given a new or revised performance plan that establishes the performance objectives/responsibilities which must be met during the 120-day period.  If the employee’s performance remains unacceptable, action must be taken to withhold the WIG.  

_____________________________________________________________________________

Withholding Within-Grade Increases
If the supervisor determines that an employee’s performance is not at an acceptable level of competence, he/she must inform the employee in writing of the determination as soon as possible after completion of the waiting period.  The notice should inform the employee of the basis for the negative determination; the employee’s right to secure reconsideration; and the time limits within which the employee may request reconsideration.  There are three situations under which a Within-Grade Increase (WGI) is withheld: 

· When the rating of record is less than “Successful Level 3.”

· When the employee’s current rating of record is “Successful Level 3 but their actual performance has deteriorated to less than “Successful Level 3.” 

· When a WGI has been postponed and the employee has failed to demonstrate Successful Level 3 performance during a 120-day postponement period. 

______________________________________________________________________________

PRACTICAL EXERCISE #17  - WITHIN-GRADE INCREASES

Review the statements listed below and then indicate whether the statement is true or false by placing a “T” or and “F” in the answer box on the right.

Statements

  



  True or False 


All General Schedule employees (provided they are not at step 10 in their current grade) are eligible for With-In Grade Increases.

  





The waiting period for advancement to step 3 for full-time Wage Grade employees is 52 calendar weeks.







Employees must have at least a Success Level 3 rating in order to be eligible for a Within-Grade Increase.







Temporary Wage Grade employees are ineligible for Within-Grade Increases







The waiting period for steps 1, 2, and 3 for General Schedule employees is 52 calendar weeks.







If an employees Within-Grade Increase is postponed, the employee will be given 180 days to demonstrate an acceptable level of competence. 







An employees Within-Grade Increase may be postponed if he/she has not been given a performance plan. 
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