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The objective of this Mecit Promotion and PlacementPlan is to provide uidasce in wesuting thet ali qualifies| TuBpOie and service ent dates reserve fart and cavalConiaecation for selection and promotion based on meritTInt IDies. Proper Droseyion 4Trions. ire Sopentiel ve. susurePhat the Pir Ta Bains stacien by the best persons availabie.
Personnel stating decisions will be based on validJob related fiteria without personas favoriiien of Fesard toJliaioe atti tation oimoraFei1iat on: Fate: corer: Ser:national origin. age. nondisauelitying handicap. of Feprisal.

| The standards outlined address policies and procedures| necessary in operating an etfective promotion. and. piacement
Flan conyisient with the ceduifensnch of the. OnifornEulieTtnes on Employes Select ion Procemuces,” Section 50.14.Title 26. United States code of Federal Resulaiiort ott
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ABILITY: The power to perform an observable activity oc
behavior which results in an observable product.

ADVERSE IMPACT; A substantially different rate of selection
in hiring, promotion, or other employment
decision which works to the disadvantage of |members of groups based on race, color. !religion, sex, national origin. age. of
nondisqualifying handicap.

AREA OF CONSIDERATION: An area in which an intensive search
for eligible candidates for a specific vacancy {is made. i

BEST QUALIFIED CANDIDATE: An eligible employee who. when !compared with other eligible employces, possesses |
the critical knowledge, skills. abilities and |other characteristics (KSAOs) required for a |
position to a greater degree than other 1candidates being considered for the position.

CAREER LADDER: The successive grade levels through which anemployee may advance to the full performance
level of the position to which appointed orassigned; it provides progressively more respon-
sible experience and noncompetitive promotion
potential for incumbents up to the designated
full perfocmance level.

COMPETITIVE STAFFING ACTION: A position that is filledthrough a canvass or posting. Employees
compete for positions based on their KSAOS

DEMOTION: The movement of an employee from one salacygrade level to a lower salary grade level. Ademotion can occur as a result of an adverse
action or as a recult of a request of anemployee. “It may or may not result in adecrease in pay

DETAIL: A temporary assignment of an employee to adifferent position for a specified period of timewith the employee returning to his or her regularduties at the end of the detail. Technically.a position is not filled by a detail, as theemployee continues to be the incumbent of thePosition from which detailed.
ELIGIBLE CANDIDATES: Applicants who meet established minimum 1qualification standards for the position

(including selective placement factors). andany other applicable legal or regulatory
Provisions such as time-in-grade requirements.

C2.
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GRIEVANCE: A formal request by an employee, or by a group
of employees acting as individuals, for personal
relief in a matter of concern or dissatisfaction
relating to the employment of employee(s) in
a matter which is subject to control of the
FBI. Personal relief is a specific remedy
directly benefiting the grievant(s), but which
does not include a request for discipline oc
other action affecting another employee.

JOB ANALYSIS: A systematic and documented statement of work
behaviors and KsAOs relevant to the job.

JOB RELATED: KSAOs determined to be necessary for acceptable
Job performance.

KNOWLEDGE: A body of infocmation, usually of a factual or
procedural nature, which, if applied, makes
acceptable performance on the job possible.

sno: Knowledge, skill, ability or other charac-
teristic.

MINIMUM QUALIFICATION STANDARDS (Basic Eligibility): Auybasic requirements and selective placement
factors determined to be essential to acceptable
Job perormance. An applicant must possess these
in order to be considered for a position.

NONCOMPETITIVE STAFFING ACTION: When a position is filled
without a posting or a canvass.

OBSERVABLE: Able to be seen, heard, or otherwise perceived
by a person other than the pecson performing
the action

OTHER CHARACTERISTIC (KSAQ): A special, specific personality
factor (attitude), aptitude, physical or mental
trait needed to do the work that appears either
in addition to or to a greater extent than what
is generally expected of all employees in all
jobs

PROMOTION: The movement of an employee from one position to
another at a higher grade level.

PROMOTION CERTIFICATE: A list of best-qualified candidates
referred to the selecting official for his oc
her consideration to fill a vacant position.

RANKING FACTORS: KSAOs that identify the better candidates
£ron a group of persons basically qualified for
a position. Properly formed ranking factors
should present a qualification pattern which
would most likely predict acceptable pecformance
in a position.

ET
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REAPROTNTMENT:The movement of an employee into a higher:
grade position in a line of work unrelated to ¢Bia%c her cutzant position, and Cor which he or ;The 35 tcsdenicatly quaiiciea except for cine in
grade restrictions. 4i

KEASSIGNWENT: The movement of an employes from ane position y
15 another with no change in grade of salary: i

SPLECTING OFFICIAL: The Director, an Executive Mssistant iBiReicor (rR+ hecistant Director (AD) Special {Roent ih Chacgs (SAC) of their designated repre. {Sontative who recommends an individend foc a i
staffing action. 1

SELECTION PROCEDURE: nay measure, cosbination of measures of |Trocaduces used 35 4 basis for any staffing
decision. |

SELECTIVE PLACHNENT FACTOR: nn element found to be essential |Co atcopianie pettotnance in the Job to be filled. |
not covered by the qualification standard, and !
determined to be required to establish basic 41iginitity for a position: For example: |2 bouition in a panticular location mey require
Knowledge of ‘a language other than English |

sk: The proficient manual, verbal or mental manip- |hacen a Sata" pespie ok thinge "The3iTTeronce betwen shill and ability fe that |Skills ace observable, quantifissle ana of ieatarate. !
STAFYING ACTION: A step-by-step procedure conducted in |Sceoraance with merit principles ncougn which |on Sndiviaust lo Tdent fied, considerons

selected and assigned to a vacant position. {
STRUCTURED INTERVIEW: An interview where the questions are {

formulated to determine the degree to which the |Condldete peceesses the knoviegge: tRiile: ibilities, and/or other characteristics requiced {
to perform the job. {

SUBJECT MATTER EXPERTS (SMES): A group of persons thoroughly |Knowledgesbie about the Gutter and responcisti }eesien ‘
Tes: Any paper-and-pencil or performance execcise }Uta S Reaturt a Job relates Knoutedse. SRI. |ability. or oiher Sharesteristie, |
TRAEX: A method of rating and ranking a candidate based ;Onan evaluation of training. education and !xperionce: |

- a 1

i
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TRIAL ASSIGNMENT: A period of time used for svaluativeDucposes when an employee accumes new duties at[ The’ 2ame or higher grade level where he or shehas not previously demonstrated the ability ofaptitude to percorn such new duties.
| VALID: When a selection device. or measurement tool, hasbeen determined to measure the poscession of aKSAO necessary for successtul performance in the

job, or to predict job success.

Sse
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REseoNsIBILITIES

Selecting Officials are responsible for applying merit
principles of equal employment opportunity in filling
vacancies. They are to comply with laws, regulations and
applicable requicements of the promotion and placement plan
and are responsible for advising employees who were
interviewed of the reason(s) they were not selected for a
position.
Progra Managers will assist the Personnel Officer with the
evaluation and selection of candidates for vacancies within
the program.
Personnel Officer is responsible for:

- the design and development of the Merit Promotion and
Placement Plan for FBI Support and Secvice Personnel:

- informing employees by means of official communication
of the promotion policies and changes, evaluation tech-
niques, ranking methods, plans, and career and promotion
opportunities:

- implementing and enforcing the Merit Promotion and
Placement Pian to ensure its full and equitable
application to all afected employees and positions:

- providing technical assistance and guidance to both
management officials and employees on all selection and
promotion mattecs:

- responding to requests of candidates and supervisors
concerning the status of pending actions:

- locating and referring the best-gualified candidates tothe selecting official on a timely basis:
- maintaining submitted records of selection justification

as detailed in this plan:
- approving the use of tests as a part of the selectionprocess; and
- approving or disapproving all personnel recommendations.

Equal Employment Opportunity (EEO) Officials serve as a sourceof information for all employees, managers. and supervisors. Inthe event a nonselected candidate perceives disparate treatment (which may result in a complaint, the EEO Office would processthe complaint.

Se
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Employees are responsible for:
~ demonstrating that they have the knowledge. skills,abilitics and other characteristics necessary to qualify4 for positions for which they desire consideration:
- submitting the required completed focms within thetine frames indicated when applying for vacancies;

| - performing each critical element of their currentPositions at the Fully Successful level or Migher
- requesting consideration for specific Lype(s) of vacanciesand/or promotional opportunities (i.e.. secretarial,analyst. etc.) which may be advertised during a period ofabsence in excess of ten wock days. Field 6ificeemployoes should advise the Office Services Manager: FAIHQemployces should advise the Career Guidance Repeesemtativeassigned to their division. or the Pay and PositionManagement Unit, Administrative Secvices Divieion:

| NOTE: Headquarters employces should be aware that uponSelection and acceptance of 4 posted position, he of ene willnormally not be eligible to be considered for another posted
positionforaperiodofoneyear.

Sa
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saremg actions i

Stating actions fall within two general classes: con-petitive and Rondompetitive, Because of a variely of factorsSitchcant procedural rules apply to competitive bracing setionsthan’ those which are applied in nonconpetitive Stating actions.

CoMPETITIVE STAFFING ACTIONS:
A competitive statfing action is one in which allertgivte, qualified and’ interested smployees mist be. Consideredforthe Vadant position. In competitive staffing sctiones itisnecessary for a comparison Lo be made of the Kshos possessed bySach employes e1igible for and interested in selection for chePosition: The employes selected in a conpotitive starting serionBust not only be ¢1iyible Co fill the vacancy but aise mustPossoss the KSaos requisite Cor the position to a greater degreeEan other e1igine fandidates. Selecting officials meetdocunent how they determined a particular employee uas bestGualitiea for 8 vacancy Such Actions may eciede. but mot beJnitea”to; roasiannenic with greater piomotion potoncisy ofunere Specialized experince at a lateral of next rover eve fsot Tested, ete.
Several methods of locating qualified candidates acedosceibea balou; Posting of the pociiien is preferred: however.the Personnel Oifiver oF Ris desTonsted repren ayauthorize a search of the skills file in iies of potving.Receuitaent of candidates outside the BUTEss may be ThibiatedSE%er methods A and/or B below have failed to produce 3Gvalicied candidate.  Compier ofupentation sues

Be suimitiedto SusiifyAR heseteenTeSea ee erasPeciui tment RechtsTecuithst Bethods.
A. Posting of Vacancy - The Personnel Officer may initiateSo eatn through oans of a posting fof sporeptiate5nd qualities candidates Fron within the Borems:SCs ‘may 40° likewise within theif respective Fieldoffices: ‘Tn doing so. the following Sonditions apply:

(1) Notice of vacansy - The posting notice wind
contain title, grade. serics and duties of the
position; the location at which the positionG31" seve: working hours: bromotioncsSopociuniies; Bininun qeel)ésentionAtandacds:Soborelatea qualifications: sepiication praCETTeE anda SXPTTCitciatonent cagarding“qusl employment opportunity

(2) Brea of consideration - An adequate aces ofConsideration must provide the seiectingSfticials choice Tren anony a ressonspieRumber of ‘well qualified candidates. Since

Cee

Declassified and Approved For Release 2013/03/07 :
CIA-RDP90-00530R000701790001-2



Declassified and Approved For Release 2013/03/07
CIA-RDP20-00530R000701790001-2

| the area of consideration determines who willbe considera far competitive selection, it isSmpoctant that it be at boas o¢ praceicabiein order to uphold basic merit principles ofopen competition, equal opportunity, naS8enticieation of the best quelified. undercircumstances set forth below: the aiea ofConsideration may be Llnited or. if theinitial search does not produce an adequatenumber of well-qualified candidates. it may beSxpanded sa practicable: Tn either event theSEea"ot cons aeration may not be establishedin Such a way that it Gives unwarrentedconsideration to a particular foup, not may$2756 expanse solely to recruit members of aparticular group.
a. Limited Area of Copsideration - An AssistantBetacapenation, nePersonnel Oftices, may Limit the areaof consideration to enployees within acmaller than normal area when considerationoF candidates from outside that ares ie mecfeasible, The basis for the smalier aresand °the decision to 1inLt Conciderarion must, be'stated in'the announcement. ooo.
- ceiling controls or hiring freezes whichGould Rake it mecessaty to 1imic consiaer-Stion to emplovecs occupying Fall cisePechanent positions within 4 particararSiganizational nit: or
- realignment of duties within an organiza-Elonad nit which results in a nisher:grade position with no increase i statfingfever. "doula Tinit ‘consideration to saptoydeswithin Fhe orsanisattonat matteocniorees

b. Expanded Area of Consideration - In orderEoPlocats thebest auelified Cand dae(s).an Asaistant Director or ShC, With approvalof the Personnel officer. nay expandConsideration to a larger area: oog..
- all offices in a commuting area ocfase

(3) Time Limits - The Notice of Vacancy must bePosted for 10 work days for hestquncrers be| individual field office postings and 15 work daysfoc Fiolawide postings: Hard.te.tiilprereizast, “maybeposterIndetiatiery:ClosnyTotes forThGunston of PFIIeElions Gili be serieriy| Sahered to:

| se
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B. SKills Piles - The Personnel officer may provide alisting of eligible employees based on tkile. This isuseful for linitad acess of consideration where oiqualified employees can be identified through: oftiital© Dersonnel file”
+ Becruitnent -If a canvassofBureau employees fails to© DERE LIE 8, tans of uresemplovess failstocant(s) from outside the FBI may be initiated by she ShcOf the field office having the vacency of by the bocsoncelOfficer for vacancies at FBing

S10
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NONCOMPETITIVE STAFFING ACTIONS:

The actions shown below do not require competitive
staffing procedures:

(a) A promotion resulting from an employee's position
being reclassified at a higher grade because of additional
duties and responsibilities. (Addition of professional dutiesto a technical/assistant position or supervisory duties to a
nonsupervisory position may result in establishment of a
different position rather than an upgrading. Filling of thatnew position would require competitive procedures).

(b) A promotion resulting from the upgrading of a position
without significant change in duties and responsibilities dueto the issuance of a new classification standard or the correc-
tion of a classification error

(c) A position change permitted by reduction-in-forceregulations.

(d) Promotion of an employee to a position in which he orshe was previously selected through competitive procedures toperfor relief dutics.

(e) A temporary promotion for 120 days or less.
(£) Reassignments or position changes with no carcer ladderadvancement potential.
(9) A reassignment or position change necessitated becauseit has been detecmined that the employee does not have themental and/or physical capabilities to perform the dutiesrequired of the position. In such cases. the Personnel Officermay elect to relocate the employce to a position more suited tohis or her abilities.

Sn
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{§ career ladder indicates the successive grade levelshrouan VhISh Sn enmore ney adeance ea Che Tal] SELES htnelToraudn, hich au, smployee ney advance tothe full pecronFroAERC IER RR Ry
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seeTE
|: The minimum qualification standards for a position. |

} epecial yoborelated requirements which must be met fn the |
Selection of an individual for a position, and candidate
eligibility requirements must be established prior to the

| announcement of a vacancy. These standards must be set forth
in any advertisement of the vacant position.

1. Minium Qualification Standards -
The United States Office of Personnel Manage:

| ment (OPM) qualificationstandards,HAmd-
555%X- 118; Randbook X-116C, oF other standards

| ~specTETeaTlyauthorized by The Personnel Officer
“Waybe used 36 a guideTo Jelermine minimum
qualifications for a position.

| 2. Special Job-Related Qualifications (Selective
1 Placement Factors) - The Federal Personnel Il
1 Manuar. Chapter 332. SUBCHSpteriimay be used as
| guide to those requirements which are absolutely
1 essential for acceptable performance in a
i particularposition, e.gY foreign language. Such
| Special factors must not include requirements

which would eliminate otherwise qualified
candidates who after a brief period (approximately

| 50 days) of orientation and training can perform
} the duties in an acceptable manner. Whenever

special job-related requirements exist, they must
be set forth in any advertisement of a vacant
position.

: 3. Time In Grade - Time-in-grade restrictions
have been mandatedbyQB and reinforced by
DOJ directives. Certain positions. because
SPRnature of the dutics; may require longer
periods of time at a specific grade level before
advancement. The following restrictions must be
net by the candidate within 30 days of the closingdate of the notice of vacancy
a. Advancement to a GS 12 or above - an employee

must have at least one year of service in
Positions ao more. URIN—URe Tete Torts than
the position to be filled.

f b. Advancement to a position GS 6 through GS 11,
properly classified at one-grade intervals -
on employee mist have at leastone vear of
service in positions no more han one grade
Tower than position to be €illed.

ERC
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to be filled. g

Mametent.tensions st 0,7 2 or 21. |
year of service in positions no more than two |

©. An employes may advance to Gs 5 or below it: |
Ian Tene, SD Sn rar |RE |
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} EVALUATION OF chnDIDATES

Several methods of evaluation and measurement toolsare described below and the one(s) used will vary (rom positionto position. The evaluation method(s) and measurement bool(s)selected as best suited to €ill a particular position must bedocumented:
1. Methods of Evaluation

A. Career Boards - A career board composed of aSupervisory Special Agent and experienced supportemployess who are familiar with the qualificationsrequired for the vacant position providescredibility to the fairness and impartiality ofthe selection process. The support members of thecareer board must be at least one grade migherthan the vacant position unless it is docunontedthat they will not be in competition for theposition. Candidates interviewed are to be thosethat are considered most qualified as deterninedthrough the use of the evaluation factors. Oniyissues relevant to the vacant position are to beconsidered by the board when evaluating thequalifications of the candidates. assigning aTating and making a recommendation.
B. Evaluation by the Personnel officer or SelectingOfficial - ThePersonnel Officer of Ris/herdexionatea reprocentative, oc“Selectingoiticial.using job-related selection criteria for the Troeof vacancy, will evaluate Qualifications ofCandidates and assign s rating.
C. Sublect Matter Expert Evaluation (FBIHO use only) -Qualifications Review Board (QRS) Mus be
composedOf1hdiVIAUAISWho Are expert in, or haveSignificant knowledge of.tnedssehiineoc!occupational category of ‘the Position being filled.TITS“TvmoTmattyused for professional anajor(Tomer per tons hebisservecantathe quaTITIcations required for the vecantPosition and the provisions of the Merit bromotionna Placement Plan. Members of the GRD are to be.at least one grade higher than the vacant positionunless it is documented that the member will notbe in competition for the position: In this case,the member can be ihe same’ grade!” ob manners. are{Pe selected careruiiy and {chil Lo the ea of
the procedures used to evalua¥®Rd sélect theDESTqUATITTwI~candidate for a position. Astating representative may serve as an advisor tothe ORE to ensure consistency in procedures. The
QB will evaluate only thetechnical qualifications

of thecadidatesand dssignarating.

Sas
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Tests ang interviews, 1 used. must noc bo che sole
oat ats be given. ToVlialniny,Recation: Kapecisons.Vittendance., and [facornance appraieais a5 they cerare to the| Position to be filled. Pertinent guidelines sre set out betou.

Proceduros used, they must belJobrelated) reliable, and
| capable of distinguishing diffe z Nn the qualifications

| A. Training,EducationandExperience(TRAEX) -Er Oe An RL TE) ation

not quantity.

Should be reviewer: |

ita eaevet”
(@) Tacdiness an Absences Without ofeietat tesve

12 months could be used as a sole disqualify-
ing factor. However, each case should be

Suedebetut rating in ail sritioel closest of his
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enployee has had insufficient time on duty to have) Teceivea an official performance appraisay. theemployee's supervisor must certify that the
1 employee's current performance is at least Fully

Successful in order for an individual to be eligiblefor promotional consideration.
(2) Use of appraisals to £il1 vacancies - Appraisalsused Co evaluate employees who met basic

requirements must be relevant to the job for which
they are being considered.” Noncelevant appraisalsand critical elements canhot bE Used to fam
‘CamtaEtET—ReTevaTt-pertoTNanTEappraleale andCETETCaTelements can be weed to determine acandidate's level of o knouleage, skill or ability
and. along with other factors, may be used to rank
an employee's relative qualifications for a
position:

(3) Career Ladder Promotions - Candidates within a
Career ladder can be ranked based on levels of
performance if the appraisals are for the sameGrade level and the critical elements are related
Yo'the position to be filled.

In the event work behaviors or KSAOs necessary for jobperformance cannot be determined by use of the above factors.The following measurement tools should be conidered:
D. Tests -

Tests may not be used prior to the approval of thePersumnelofficeror Ris/herdusignated representative.G will strictly monitor them to ensure their compli.
ance with Federal regulations as set forth in the -Uni-Zorn Guidelines on Employee Selection Procedures (1978).Contact with the Personnel OFficer must be made todetermine the effectiveness of the test in measuringthe degree to which the employees possess the work
behaviors and KSAOs needed for acceptabie job performance.
Performance tests are those in which the employee usesPhysical equipment of simulates of replicates a workBrocess of product. Well-known examples are theStenographic/typist test and the road test for drivingSkills. Performance tests are particularly useful inthe skilled trades.
Oral and written tests are valuable in identifyingKSAGs that employees may have had little oppociunityto demonstrate through past pectocmance. They alsoare appropriate measures of information or Knowledgeabout given subjects
The results of any performance, oral or writtenTest must be used with other evaluation factors
and not as a hurdle or cut-off device. (The exception

Sar
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qualifications, such as typing, stenography, oclanguage test.) In distinguishing among qualified andbest qualified candidates, the interests of the employeeand the FBI are best served by having the employeesevaluated on the total picture drawn from a variety offactors.
EB. Interview -

Evaluation factors A through D may not measure allKSAOs required for the vacant position. In such cases, apersonal interview may be conducted. Prior to conductingthe interview, the career board members or selecting {official must: |
1. entity the Ksnos which need to be assessed during |the interview. i
2. Prepare highly structured questions which are specific ito each identified KsAo. {
3. From the list of best qualitied candidates, identiey |at least 10 percent or a minimum of three candidates lfor interview (all if less than three candidates). |
4. The same questions must be asked for all employees iinterviewed

|
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GROUPING OF CANDIDATES

3 Based on the results of the evaluation of the
candidates against criteria established for the type of
position to be filled, the candidates should be placed into
groups of best qualified” and "qualified. A "best qualified”
Candidate is one whose education, experience, training and

© potential substantially exceed the qualification standard foc
© the position, and whose rating on all the evaluation factors is
| such that it can reasonably be projected that the individual
| would be able to perform the duties of the position better than

the other candidates eligible for the position. A "qualified
candidate is one who meets the minimum criteria for the
position to be filled.

After evaluation, the evaluators list the names of the
candidates rated under competitive procedures as best qualified

| on a promotion certificate. This list of referrals, with the
| awpiications. are then sent to the selecting ofticiil:

|

i

]

[
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Management has a cight to select or not select an !individual £ron the group of best ualified candidates |available cor the position. In making the selection, seniorityRay be used as the determining actor only if two of meceCandidates ace equally qualified:
In the event a selection cannot be made, the vacancyannouncenent can be canceled at say tine by the selectingofficial Houever. appropriate documentation as to the: Feason(s) for not selecting from a list of best qualifiedcandidates must be submitted to the Personnel officer. it| necessary, he or she may also request the Personnel officer forFUIHQ vacancies of SAC for field otfice openings to initiate oseacch Coc appropriate and qualified candidates outside tne| Butea.
Additional selections may be made €rom a properlyissued promotion cectiticate within 30 days of the dare thecertificate was issued, provided the positions to be filleshave the sane title, series and grade. ace in the saneGeographical location as the position announced. ang theduatitication aquizeneats ace the same.

1
i
{

S20.
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) FORMALRECOMMENDATIONS.

At the completion of the selection process a formal
recommendation must be made in order to finalize the action:

r This recommendation should be prepared and forwarded to the
Personne) Officer for review and approval. The Personnel
OTTICETmayapprove the recommendation. request additional
{htornation of reject the recommendation based on the
documentation submitted. Because of the Personnel Officer's
options, the employee involved should not be placed in the
positionuntilnotification(oralorwritten)ofapprovalhasLea retvert

The recommendation should include adequateinformation for the Personnel Officer Lo determine if the
procedures used in making the selection were job related and
Consistent with Bureau policy. The following is a guide toocunent the decision.

1. Career Ladder Promotions - when selectee iscuccently in an established carest 1adder. no additional
documentation is required as work performance is considered tobe the determining factor in making the recomnendation:

2. Posted Positions - when selectee is recommendedfor an entiy level career ladder position of a mewlyestablished position. the following information should be
provide:

a. The title, grade. qualifications consideredessential to the position: ang the openingand closing dates of posting (a Copy of theNotice of Vacancy announcement vould besuticiont).
b. Names of all applicants
c. Initial screening process for eliminatingcandidates (i.c.; does not meet minimumqualifications, does not meet Time-in gradeFestrictions. ete.)
4. Procedures and factors used in rating.ranking and selecting employes (ie. careerboard or interview. TRAEK, tests.performance appraisals. attendance record).This should include any points, fest andinterview scores assigned to each applicant.

In preparing this recomnendation one of the fpllowingactions must be requested: promotion. Faassignment.\eriasassignment, demotion or reappointment. Definitions for theseterns begin on page 2 of thie document.

Sa
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THIAL ASSIGNMENTS:
| A trial assignment is beneficial to both theselecting ofiicial ang the eRploves fo the forlowing reasons:

Selecting Official A trial assignment peo-
Vidor the seltcting ofticial tine to evaluatethe newly assigned employes as to his or Mer| Suitabilicy to the Job. T¢ the employee doesfot meet the needs of ine job the selectingGFficial has tne option to return tne enoioveeTo hie or ec former position
Employee - A trial assignment provides theSobiores time to ensure nis. oe het compatibilityTo tha position (1 6. not what he or ghe thougnt12 von entaihy {Ta chis tieuation the. empiopesnay Teduest to Feturn Lo Mie ot her formes poereion.
Ihe Length ot a trial assignment may ange ron 30

] days toL20-daxe depending on the selecting official and theSbiT1c50s oF N% emploves The normal length of a trisiSssignment is 60 Gaye. If the serccring obfiesal recommendson employes for a o.day trial sesionment and the sepioyes. isFicoestfuily perforning, the autise of che position prior soThe completion of the ¢0 Gaye; The selecting oticist naywaive the remaining trial period:  Revever: Lf the employee isRot perforing the duties adequately, but shows botentisr. theSelebiing official may extend the trial becioa in 30 dsyIncrements up to 120 days or remove the emplovce fron trialasiignment and atern him of her te hie or her Lorber position.Tn ne Tnatance Willa triay aceigmmemt eveees 156 dep’

. NOTE: An employes is mot officially out of a position ofoiigned to 3 position wntil the expication of the tetas andnadaitional bersonnel recommendation 16 submitted sndoreved:
|

sae
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L NOTIFICATIONOFRESULTS

Following selection of an employee for a vacant
position and approval by the Personnel Officer, all non-
selected candidates who were interviewed must be contacted

| by the selecting official (or designated representative) and| advised of the reason(s) they were not chosen.
| Responsibility for general announcement of the
| identity of the selected employee will vary according to the| following:

- Intra-field-office posting - SAC or designated
} Cepresentative
{ - Bureauwide posting ~ Personnel Officer
] or designated rep-

resentative
3 - Intra-FBIHQ{ Divisional posting - Assistant Director

oc designated cep-resentative
- FBIHQ-wide posting - Personnel officeror designated rep-

cesentative
In addition to the foregoing. any candidate may, uponspecific request. be advised:

- whether he or she met the minimum qualificationstandards for the position and was on the 1istof names submitted to the selecting official and,
- how to improve his or her qualifications forfuture opportunities.

| such inquiries should be directed to the Personnel Officer forFBIHQ employees and, for field office employees. to the SAC ordesignated representative. .

{ -23-
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promotional opportunity is not present, particularly if the |

|

1

|
i|
{

|

{

i
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MAINTENANCE OF RECORDS |

CONTENTS OF SELECTION FILES: |
Fodoral regulations require that selection £ilbe maintahes {Sue a RAMMET CRI Fhe action may be recom

“Strueted. EechTISTaGTTICyamuFETHD 4TViTIOWWITT Berespon-
~EIble Toi the maintenance of its selection files hich must be

Secured in a centralized location. The selection file must beTetained fof tuo years. provided the time limit for any griev
ince, complaift,Srapbesl has also lapsed. or any processingTelated to the fecords has bean closed. Contents of theSelection tile must include:

a. A copy of the position description;
b. Description of the method used to locate and identify. Candidates. o-g.. copy of vacancy posting or cciteris

Used for screening skills files, and the aces ofConsiderations
_ ©. oualification standards used:

a. The applications of the employees requesting consider- |v ation for the vacancy:
©. Evaluation method and system for combining evaluations. To'obtain tinal ratinger
£. Signed evaluations of the candidates (test scoces.. Completed rating or canking forms ete.:
4. Names of candidates who were in the group from which/ Selection was made o.d.. a copy of the promotion

Certificate showing the name of employee selected.Signature of the selecting official. and identityae the ‘rating panel
7h. bate and method used to notify each candidate ofRongelection (written communitation. telephone call,

ete)
PRIVACY SAFEGUARDS:

Selection records will be safeguarded and releasedLer vo aitiiiied pecons.

as
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| |
| 4| GuievANCE procEDURES |
| i

The FBI's policy is to administer a personnel program Jthat promotes good ehployee management relationships. Fhe success
of any organization depends on the confidence of its employees |That theif questions, problems of dissatisfaction will receive a = |tinely and constructive response. as well as fair and equal i
Treathent. This section defines certain responsibilities |cegarding the giievance process and sets forth employee rights in |That process. i

Enployees who feel that they have not been treated ifaicly have a right to present geicvances to appropciate manage- |ment officials for prompt and equitable considerations with |Troedon tron restraint and without fear of reprisal, coercion, or |interference. Baplovess should discuss with gupscvisors any |matter of concern of dissatisfaction regarding their employment |2nd should attempt to resolve the problence) prior to filing a ©grievance. ‘Employees ara required to follow the organizational| Shain of co ; rievance to. the || / FuiTeeant Director of the Administrative SSrVIces Division. {| priikeial dy
| Managers and supervisors should ascertain all pertinent| Information bearing upon each grievance of potential gcicvancebeing brought to their attention. |

There are certain matters which are not appropriate for {| the grievance procedure. The following matters are exbiuded from !| this orovedure’ |
| / - nonselection for promotion from a goup of candidates |

Properly tanked in accordance with the procedures 1described within the Merit Promotion ang Placement Plan. i
{/- failure to receive a noncompetitive promotion. {

4 © an action which terminates a temporary promotion and |ceturns the employee to the position from Which the |cnployee was temporarily promoted, oc reassign of idenotes the employee to a different position that is iRot at a lower gcade of pay than the position from |
which the employee was temporacily promoted. |

,/ - an action taken in accordance with the terms of a formal bagcaenent voluntarily entered into by an employes, such as |the assignment of an employee from one geographical <| location to another.

§

|
|

EET 1
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k A grievance concerning a particular act or occucrence
should be presented in writing not later than 15 calendar days
after the date of the act or occurrence, or not later than 15
calendar days after the date on which the employee Knew of the 1
act or occurrence. Within the FBI, such grievances are to be |

’ submitted only to the Assistant Director, Administrative Services
! Division. However, if the employee is dissatisfied with the

decision of the Assistant Director, Administrative Services
Division, he/she has the right to grieve to the Executive
Assistant Director - Administration and finally to the Director.

{ Rs previously indicated, provisions for redress are
also available through the Equal Employment Opportunity (EEO)
complaint system for employees who believe they have been

| discriminated against on the basis of race, color, religion,
! Sex. national ocigin, age. nondisqualifying handicap. or reprisal.
! However, the employee must contact an EEO Counselor within 30
{ calendar days of the action in question if he or she believes the

grievance is a result of discrimination on any of the foregoing
bases. Failure to contact an EEO Counselor within 30 calendar

\ days of the alleged discriminatory action will result in
forfeiture of the complainant's right to pucsue a claim of

' discrimination.

|

y |

t
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