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Article 26

Merit Promotion

Section 1. Purpose and Policy

The purpose and-ntent of the provisions contained herein are to ensure that
merit promotion principles are applied in a consistent manner with equity to all
employees without regard to political, religious, or labor organization affiliation or
non-affiliation, marital status, race, color, sex, national origin, disabling condition,
age, sexual orientation, genetic information, gender identity, size, nepotism
or cronyism and shall be based solely on job-related criteria. This article sets

forth the merit promotion system, policies, and procedures applicable to

bargaining unit position employees in the Administration.
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Section 2--Development of Career Pathways

A. The parties will explore various means of enhancing career
opportunities, including but not limited to career ladders, inter-

component movement, broad banding, etc.

B. The parties are committed to establishing career ladder positions
within the organization in those situations where positions and
functions can be grouped in a way compatible with program and work

considerations.

Acrticle 26
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C. The parties agree to develop and implement career ladder positions

utilizing the following process:

1. Joint union and management committees will be
established within 60 days of the effective date of this

agreement.

a. Each SSA Component (Deputy Commissioner
level) will establish a joint committee with

appropriate and necessary subcommittees.

b. Each party will appoint its own members to the
committee. The parties at the appropriate
component level will jointly develop the

committee(s) make-up.

c. The committees will have appropriate personnel

and classification support.

d. The National Union Management Committee will
provide oversight of the joint committees in the
development and implementation of career ladder

positions.

Acrticle 26
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2. Joint Committee Charter--In accordance with the commitments

expressed in this article, the committees are chartered to:

a.

C.

review and consider existing positions and work
functions within the respective component in all
job categories (i.e. professional, technical,

administrative, clerical, wage grade).

consolidate/revise existing positions and develop
career ladder positions where appropriate. The
committees will attempt to design career ladders
which provide opportunities for both lateral
movement between career ladder positions and
promotion to higher-grade career ladder

positions.

Within timeframes established by the National
Union Management Committee, submit a final
report including job descriptions in sufficient
detail to allow for classification action upon
approval by the National Union Management

Committee.

employee movement across component lines.

D. The National Union Management Committee will establish a joint

committee to recommend approaches for expanding opportunities for
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91

92 E. The National Union Management Committee will either approve or

93 remand joint committee recommendations timely.
94

95 Section 3. Career Ladder Positions

96

97 A Career ladder positions help employees to develop to successfully
98  perform higher-level duties through training and incremental assignment of
99 more complex work. The responsibilities assigned to the entry levels of
100 career ladder positions will involve more basic skills and knowledge, as
101  compared to the journey level responsibilities. The responsibilities at each
102 level of the career ladder position will be conveyed to employees through the
103  position description and career ladder plan. Career ladder plans will be
104 developed that are tailored to the complexity of the job duties and that
105  will permit individuals to proceed at their own pace in learning and

106 assuming the fuller range of duties.

107

108  B. A career ladder plan may will be established for each career ladder position.

109

110 ir-erderto-bepromoted-willbe-outlined—-The career ladder plan will outline
111 the objective criteria for each grade level which an employee must meet
112 in order to be promoted. A copy of the plan will be given to each employee
113 upon entry into the career ladder position and when he/she is promoted to a

5
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new level of the career ladder plan. The employee will also be advised of

his/her earliest date of promotion eligibility.—tr-addition-the-employee-will-be

Acrticle 26

Revisions of career ladder plans will be done jointly through provisions
developed by the National Union Management Committee. When career
ladder plans are established and/or revised, the Administration will
provide notice to the Union in accordance with Article 4 of this contract
or under provisions established by the National Union Management
Committee. The employee will be provided with a copy of any revised

career ladder plan within 30 days of such revision.

Each plan must set forth the title, series, grades, position numbers,
organizational location of the positions in the ladder, the functions of
the positions within the ladder, the training and development
opportunities that will be provided at each level, and the criteria by
which employees’ readiness for promotion to the next grade level will

be measured.

Section 4. Career Ladder Advancement

A. At the time the employee reaches his/her earliest date of promotion eligibility,

the Administration will decide whether or not to promote the employee.

6
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If an employee is eligible-forprometion-certified as successful and is

meeting the promotion criteria in the career ladder plan, the

Administration will certify the promotion which will be effective at the

beginning of the first pay period after the requirements are met.

2. If an employee is not meeting the criteria for promotion as

defined in his/her career ladder plan, the employee will be
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provided with a written notice at least 60 days prior to earliest
date of promotion eligibility. The written notice will state what

the employee needs to do to meet the promotion plan criteria.

a. If the employee is making progress, the
supervisor will ensure that he/she has the
opportunity to acquire pertinent skills and
knowledge and to demonstrate that he/she meets

promotion requirements as soon as is feasible.

b. If the employee is experiencing problems, the

provisions in (Section 4 B below) are applicable.

3. In the event that the employee met the promotion criteria but the
appropriate management official failed to initiate the promotion timely, the
promotion will be retroactive to the beginning of the first pay period after

the pay period in which the requirements were met.

B. At any time a supervisor and/or the employee recognizes the
employee's need for assistance in meeting the career ladder
advancement criteria, the supervisor, employee and Union
representative will develop a plan tailored to assisting the employee in
meeting the criteria. The plan should include all applicable training as

well as any other appropriate support.
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If a non-probationary employee fails to meet the promotion criteria after

the appropriate assistance, the Administration will:

1. provide the employee with additional time of at least
six (6) months to meet the promotion criteria. The
Agency will promote the employee at any time during
the additional (6) six month period that the employee

meets the promotion criteria.

2. assign the employee duties commensurate with

his/her current grade:

The career ladder plan may be suspended
and the employee will remain at the level

he/she attained within the career ladder.

At the employee’s request, he/she can reinstitute the career

ladder plan non-competitively.

At the request of the employee, an employee may request a reassignment
to the same grade in another career ladder plan commensurate with his/her
gualifications. The Agency will give serious consideration to the

employee’s request.

Section 5. Applicability of Competitive Procedures
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A. Promotions - Any selection for promotion must be made on a competitive

basis unless it is excluded by Section 6 below.

. Reassignments/Changes to Lower Grade - Any selection to a position that

provides specialized experience as defined in the OPM Qualification
Standards that the employee does not already have and is required for
subsequent promotion to a designated higher-grade position and/or to a
position with known promotional potential must be made on a competitive

basis.

. Details - Competitive procedures will be applicable to any selection for detalil

of more than 4£26- 10 days to a higher-grade position, to a position with known
promotional potential, or a position which provides specialized experience as
defined in the OPM Qualification Standards required for subsequent

promotion to a designated higher-grade position.

. Training - Competitive procedures will be applicable to selections for training

when eligibility for promotion to a particular position depends on whether the

employee has completed that training.

E. Appointments - Competitive procedures apply to the transfer of a Federal
employee or to the reinstatement of a former Federal employee to a position

above the highest grade previously held permanently unless the position is a

10
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higher-graded successor position or to a position at or below that grade if the
position has promotional potential above the highest grade previously held
permanently. The employee must not have been demoted or separated for
personal cause from the higher grade(s) and, when competitive procedures
apply, be identified as a well-qualified candidate with eligible SSA employees
to be eligible for appointment. To the extent feasible, the same qualification
standards and the same methods of evaluation will be applied to both SSA
employees and persons being considered for appointment to higher-graded
positions above the highest grade previously held permanently by transfer or
reinstatement. If it is determined that these methods are not feasible, the

parties will meet and negotiate pursuant to this Agreement.

F. The procedures for vacancies filled under competitive actions are

described in this Article.

Section 6. Applicability of Noncompetitive Actions

A. Promotions - The following promotions may be taken on a noncompetitive

basis unless otherwise provided:

1. Promotion of the incumbent of a position that is reclassified at a higher

grade due to the accretion of additional duties and responsibilities and not

a planned management action. To be eligible for a noncompetitive

11
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promotion in this situation the employee must have performed the higher-
level duties for at least 6 months, must have continued to perform the
same basic function, and the employee's former position must be

absorbed administratively into the new position.

Promotion of an incumbent or an individual entitled to reemployment rights
to a position that is reclassified to a higher grade without significant
change in duties or responsibilities, either on the basis of a new
classification standard or as the result of correction of an original
classification error. When the incumbent of the upgraded position meets
the legal requirements and qualification standards for promotion to the

higher grade, the incumbent will be promoted.

Promotion of an employee previously selected competitively for a lower

step of a career ladder.

Promotion after receiving priority consideration.

Promotion of an employee when directed by authorized authorities (i.e.,

judges, arbitrators, FLRA and other appropriate authorities).

. Agencies may non-competitively reinstate, transfer, promote an employee

up to the highest grade and step previously held on a permanent basis

12
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under career or career-conditional appointment, provided the employee
was not demoted or separated from that grade because of deficiencies in

performance or "for cause" reasons.

. Temporary promotions to a higher grade totaling 320 10 days or less

during any 12 month period. If a temporary promotion that was not
expected to exceed 120 10 days was originally made on a noncompetitive
basis, any extension beyond 120 10 days must be made under
competitive procedures. The procedures for filling these temporary

promotions will be those listed in Article 27, Section 9.

. Career ladder promotions following noncompetitive conversion of a

Student Career Experience Program (SCEP) or Federal Career Intern
Program (FCIP) employee in accordance with the requirements of

applicable OPM policy.

9. Promotion of an employee covered by an approved training agreement.

10. Promotion of an employee placed competitively in a trainee position.

B. Reassignments/Changes to Lower Grade - A reassignment or change to

lower grade to a position that does not provide specialized experience as

defined in the OPM Qualification Standards that the employee does not

13
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Article 26
298 already have and is required for subsequent promotion to a designated
299 higher-grade position or to a position having no known promotional potential
300 may be taken on a noncompetitive basis.
301
302 C. Details - The following details may be made on a noncompetitive basis:
303
304 1. Details of 20 10 days or less to a higher-grade position.
305
306 2. Details of 120 10 days or less to a position at the same or lower grade
307 with known promotional potential, or to a position which provides
308 specialized experience as defined in the OPM Qualification Standards
309 required for subsequent promotion to a designated higher-graded position.
310
311 3. Details to a position at the same or lower grade with no known promotion
312 potential, or to a position which does not provide specialized experience
313 as defined in the OPM Qualification Standards required for subsequent
314 promotion to a designated higher-graded position.
315
316 4. Details to unclassified duties.
317

318  Promotional credit or points may not be given for details-ef-30-calendardays-or

319 less. any non-competitive detail, including any non-competitive temporary

14
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promotions. Procedures to be applied for filing such non-competitive

details are pursuant to Article 27, Section 9.

D. Other Noncompetitive Actions

1. Conversion of an employee from a temporary promotion to a permanent

promotion in the same position and office provided the vacancy
announcement for the temporary promotion indicated that the promotion

could later become permanent.

. Selection from an OPM approved register or delegated examining unit

certificate of eligibles.

. Transfer of a Federal employee or reinstatement of a former Federal

employee (including conversion to reinstatement from a temporary
appointment) to a position at the same or lower grade than the highest
permanent grade held under a career or career-conditional appointment
provided the candidate was not demoted or separated for personal cause
from a higher grade and also provided that the position does not have
known promotional potential to a grade higher than the highest permanent

grade held.

15
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4. Reinstatement to the same career ladder position for which an employee

was previously selected competitively or to a similar career ladder position
having similar qualification requirements and having no greater known

promotional potential.

Reinstatement of a former SSA employee to a position which is the
higher-graded successor to a position he/she previously held. Such
reinstatements may be made non-competitively when classification of the
successor position is based on the establishment of a new position

classification standard or the revision of a position classification standard.

6. A position change permitted by reduction-in-force regulations.

E. Additional procedures for noncompetitive details are described in Article 27.

Section 7. Vacancy Announcements and Areas of Consideration

A. All actions requiring the use of competitive procedures as delineated in

Section 5 of this Article underthis-Agreement will be announced en-the
SSA-atranet: and posted throughout the area of consideration on an

Agency web site which will be made available to all employees.

16
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For a period of 10 workdays prior to considering candidates from

outside the AFGE bargaining unit, the Employer agrees to first

consider for selection internal candidates.

21
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o - | Office(SPOY-or the-add

C. In January of each year, the Agency agrees to provide to the AFGE Council
Presidents and Presidents of Locals 1923 and 2809, yearly information on the
number of bargaining unit vacancies by grade, and series, component,
location, and job title filled with bargainring-unitempleyees an Agency
employee for the prior year. Information will also be included on bargaining
unit external hires for the prior year. In addition, information will be provided
yearly regarding retention rates and types of hires for new employees and
nature of hiring authority used for new employees, e.g. FCIP, outstanding

scholar, etc., in the format stated above.

| . | Distribution.of
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D. Areas of Consideration

1. The geographic area of consideration for all positions is SSA

wide.

Reducing the Area of Consideration - Mandatory Reduction--
Where a position is re-engineered to a higher grade, the area of
consideration must be restricted to those employees performing
the duties, which form the basis for the higher grade. (In filling
such positions, competitive procedures must be used and
candidates usually are identified by the Servicing Personnel
Office rather than through a vacancy announcement and
application procedure.) The term "Re-engineered Position" means

a new position resulting from the restructuring of the duties of

25

Acrticle 26



Union 1 —12/21/09

Article 26
569 one or more already established positions through planned
570 management action.
571
572 3. Consideration of SSA Candidates for Reinstatement. Where a
573 former SSA employee applies for reinstatement, and is eligible
574 for consideration, the Servicing Personnel Office will
575 determine the bargaining unit positions for which the
576 individual may be considered and if consideration must be
577 competitive. When consideration is given, noncompetitive
578 referral will initially be made for (a) positions at the last grade,
579 (b) a position which is the higher-graded successor to a
580 position he/she previously held, and (c) positions at any
581 higher grade(s) the employee held permanently if the
582 employee was not demoted or separated for personal cause
583 from the higher grade. However, if vacancies do not exist at
584 these grades and if requested by the employee, referral may
585 be made to a lower-grade position. Last grade is defined as the
586 grade of the last position held under a non-temporary
587 appointment for reinstatement candidates. If applicants accept
588 referral to the lower-level position, they must sign a statement
589 that they fully understand and accept the referral. However,
590 employees will also be informed that they do not have to
591 accept a lower position in order to be reinstated.
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Consideration for bargaining unit positions above the last

grade permanently held must be competitive.

E. Information on Vacancy Announcements.

Vacancy announcements will include, as a minimum:

1. Statement of nondiscrimination;

2. Announcement number and opening and closing dates;
3. Position number(s), title(s), series, and grade(s);

4. Number of vacancies to be filled;

5. Promotional test to be used, if any; and where applicable,

positions in the "same-line-of-work;"

6. Geographic and organizational location;

7. Time in grade requirements, if any;

8. Area of consideration;

9. Summary of qualification requirements (including KSA’s),

10. Hours of work and/or the availability of alternative work schedule
options, including work-at-home;
11. If appropriate, a statement that the vacant position is a trainee position

leading to a noncompetitive promotion;

12. Permanent or temporary nature, and duration, if temporary;

27
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Article 26
613 13. Filing instructions which include the employee’s responsibilities in
614 completing all applicable forms and questions and the adverse
615 impact of not following such instructions;
616 14. Name and telephone number of the personnel specialist or other
617 individual to contact for irfermationrelating-to-the-anneuncement; specific
618 assessment criteria and other information relating to the
619 announcement; and
620 15. The Servicing Personnel Office (SPO) or the address where the
621 application is to be submitted.
622 16. Statement that applications must be received in the SPO by the
623 closing date of the announcement, or postmarked no later than that date.
624 17. Statement that relocation expenses will be paid in accordance with
625 Federal Travel Regulations and other applicable laws and Government-
626 wide rule and regulations.
627 18. Name of selecting and approving officials.
628 19. Copy of the assessment criteria to be utilized to rate and rank
629 the qualified candidates.
630 20. Application to be filed — SSA-45.
631

632 The Administration agrees to standardize SSA vacancy announcements.

633
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F. Announcing Career Ladder Vacancies and Vacancies Covered by

Training Agreements.

Career ladder vacancies and vacancies covered by training
agreements may be announced at any or all grades. The Union
will be provided with written notice of any changes in the posting
of these announcements, prior to being posted. A list of national
and regional training agreements by component will be given to
the Council Presidents within 30 days of the effective date of this

agreement.

G. Posting and Distribution of Vacancy Announcements.

1. The Administration agrees to provide a copy of vacancy

announcements and assessment criteria to both Union officials
and employees, upon request and those in SSA headquarters will
also receive a copy of the SSA-285. The Administration agrees to
post vacancy announcements within the area of consideration
and to make copies available to employees upon request, in

accordance with the following:

29
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Individual vacancy announcements will remain open and posted for

I5 workdays.

3. Open continuous announcements will be posted annually. An

employee may file at any time as outlined in the vacancy
announcement. Employees will be responsible for making
updates to their applications when a change is appropriate.
When the Agency wuses an open and continuous
announcement for a vacancy, a vacancy announcement will
also be posted pursuant to G2 above. The cutoff date for the
applicants to be considered for a specific vacancy will be the date
the request to fill the vacancy is received in the SPO. Applications

received after that date will be considered for future vacancies.

H. Amending Vacancy Announcements.

If a vacancy announcement has been posted and is later found to contain
a substantial error, the announcement will be amended if the selecting
official still intends to fill the position under the competitive process. The

amendment should cite the change(s) and indicate whether or not the

original applicants need to re-file in order to be considered.

30
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I. Announcements for vacancies to be filled externally through OPM via
USA Staffing, USA Jobs, etc. (e.g. FCIP) and any development programs
(LDP, IPA, etc.) will be distributed to all SSA employees via office
bulletin boards and email and will remain posted through the closing

date.

J. If avacancy announcement is cancelled, the reason for the
cancellation shall be noted on the promotion certificate and/or made
part of the promotion file. A copy of the document showing the reason
will be simultaneously sent electronically to the General Committee
members and all applicants. Such cancellations will not be used to

compromise merit promotion principles.

Section 8. Employee Applications

A. Who Must File: To be considered for an announced vacancy, an employee

must file and sign the appropriate application (as described in the

announcement). Applications will be written or electronic, using the

31
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B. Time Limits: The time limits for filing for an announced vacancy are as

follows:

the vacancy announcement.

a. Delayed Filing: If an employee's filing of an application

is delayed beyond the closing date because the
employee was awaiting information which a
management official had agreed to furnish, the
employee will have 3 workdays to submit the application
following receipt of the information. The employee
should attach to the late application a brief note by

his/her supervisor verifying the delay.
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1. Individual Announcements - For an individual announcement,

an employee's application must be received by the Servicing

Personnel Office, or postmarked, by the closing date shown on
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b. Scheduled Absence Over 3 Weeks: Employees

scheduled to be absent in excess of 3 weeks for any of

the following reasons:
(1) Approved leave

(2) Details

(3) Training courses
(4) Official business
(5) Compensable injury

(6) Service with the military, public international

organizations, or with State or local governments:

Will be considered for promotional opportunities
within the area of consideration for vacancies which
occur during their absence. Prior to departure,
employees should complete an application with a
written request and submit it to their Servicing
Personnel Office who will ensure that the application
is considered for vacancies for which the employee
is eligible. Employees, who so desire, may provide
information so that they can be contacted during
their absence, and thus provide additional

information, as needed.
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c. Scheduled Employee Absence During Entire Posting

Period: Employees temporarily absent on approved
leave, detail, at training courses, or on official business
for an entire posting period may, upon their return,
review position vacancies announced and closed during
their absence and make application for such vacancies
in which they are interested. Such late applications must
be submitted within 3 workdays after return to duty and
must be accompanied by a statement prepared and
signed by the employee, and also signed by his/her
supervisor, explaining the dates and reason(s) for the
employee's absence. Employees filing delayed
applications under this provision will be considered
only for those vacancies for which well-qualified
candidates have not yet been identified. If a vacancy
was not posted at all, employees filing delayed

applications under this provision will be considered

fully, if the position(s) has not yet been filled.
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. Multiple Applications: When an employee has applied for, or been

automatically considered for, more than one announcement, he/she will be
bound by the first promotion or reassignment (in the case of a career ladder)

for which the employee has reported unless:

1. He/she has accepted a reassignment and another vacancy leads to a

promotion to a higher grade;

2. Another vacancy is in a career ladder or a trainee position leading to a

higher grade;

3. He/she has accepted a temporary promotion or reassignment and the

other position is permanent or temporary, with a later expiration date; or
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4. The other position is outside the commuting area.

D. Wage grade employees may compete for General Schedule positions and
vice versa but must meet applicable legal requirements including minimum

qualifications requirements.

E. Eleetronie Application Forms

1. Management will afford bargaining unit employees access and instructions

so that they may use SSA’s personal computers to complete automated

applications and related forms under this article. Aecess-willbe-granted-to

purpeses-of-this-agreement Access includes a reasonable amount of

time during an employee’s working hours to prepare or modify his/her

application. All time spent preparing or modifying an application is
duty time. Agency will provide one-on-one assistance to employees

who request it for the electronic application process.

1. 2. The Agency will provide appropriate training on how to file for a
vacancy and how to complete a SSA-45. The Agency will continue to
make instructional material on the promotional process available to

bargaining unit employees.
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Article 26
811
812 3. Electronic forms will be identical to their paper counterparts and
813 their use is voluntary.
814
815
816 4. The Agency will provide a written receipt for all paper and electronic
817 applications for a vacancy, within 5 days after receipt of the employee
818 application.
819
820 5. Electronic applications must be received by 11:59 p.m. in the time
821 zone of the employee filing the application on the date of the
822 application closing.
823
824 6. All electronic vacancy announcements will remain online for at least
825 six (6) months after the selection.
826
827

828 F. Employees whose applications do not support eligibility requirements
829  will be notified within two (2) days of receipt by personnel and permitted to
830 perfect their application so as to be considered for the vacancy.

831

832  Seetion-9-Developmentof-Weights-and Factors

833
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Section 9--Development of Assessment Criteria

Assessment criteria used to evaluate candidates must be objective, fair,

job related, and applied equitably.

Assessment criteria will be developed by identifying the major tasks/duties
of the position based on information contained in the position description,
career ladder plan, qualification standards and or classification standards.
Any task examples and/or operational definitions shall be derived from and
consistent with the official position description of record and made
available to employees to assist them in the development of their
application. The task examples should not be taken as the only types of

evidence which demonstrate possession of assessment criteria.

All assessment criteria necessary for selection will be established by the

Assessment Panels, pursuant to the procedures outlined below. The
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856  selecting official will communicate to the Assessment Panel any objective
857  factors that should be considered important for the position to be filled.
858  The Assessment Panel will determine how to incorporate these factors into
859  the assessment criteria. Such factors could be directly addressed by the
860 employee as part of the application or could be supported by

861  personal/supervisory references.
862

863 The basis for an award (provided in writing by the Administration when the
864 award was granted) must be related to the assessment criteria. Employees
865 should include pertinent award justification as a part of the application
866 process and explain the relationship of the award to the assessment

867  criteria.
868

869 A. Standard Positions

870

871 1. The Parties agree to establish National Joint Panels to develop
872 initial assessment criteria and procedures for standard
873 positions. Such panels will have equal union and management
874 members. Exact membership and mechanics will be subject to
875 the mutual agreement of both parties. SSA will pay all travel
876 and per diem for union panel members pursuant to SSA travel
877 regulations.
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2. Changes to assessment criteria for specific standard positions

after initial establishment will be processed in accordance with

Article 4.

B. Nonstandard Positions

1. Assessment Panels will establish initial assessment criteria for

nonstandard positions. Informational copies will be provided

to the Union as part of the vacancy announcement.

Assessment Panels may revise assessment criteria for
nonstandard positions, when appropriate. If assessment
criteria for specific nonstandard positions are changed after
initial establishment and use in a promotion action, the newly
developed criteria will be sent to the Union in advance of any

future vacancy announcement.

C. Dispute Resolution

If agreement cannot be reached regarding assessment criteria for
any position, the Article 24 Dispute Resolution Process will be

utilized to resolve such dispute.
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Section 10--Assessment Panel

A. Panel Membership Requirements - Assessment Panels will be
established for all competitive actions. Assessment Panels will
usually be convened at the regional/component/headquarters level
where the vacancy is located. Panel members shall be instructed in
the tasks necessary to perform the panel's function. The panels

shall consist of:
1. Three management officials;

2. Three volunteer bargaining unit representatives with

concurrence of the Union.

The number of panel members may be changed by mutual

consent of the parties.
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In order to assure that broad interests are represented, to the extent
practical, the panel should include a member from outside the

component in which the vacancy exists.

The parties recognize that some competitive actions may require
larger panels. The Administration may determine the necessary
panel size. However, all panels of more than six members will
consist of an equal number of bargaining unit employees and

management officials.

The method of soliciting and selecting bargaining unit volunteers

will be subject to the mutual agreement of the parties.

Panel members must not be in competition for the vacancy and
must be at least at the same grade, or higher if possible, than the

journey level of the vacancy to be filled.

An individual may not serve on a panel where a conflict of interest
might exist; i.e., they must not be related by blood, adoption, or
marriage to any applicants considered for the position. Neither the
recommending nor selecting officials, for the position in question,

will serve as panel members.
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. Members of the Assessment Panel should be familiar with the job

requirements of the position(s) being filled.

. Assessment Panel Materials - The Administration will provide the

Assessment Panel with all of the necessary information for completing

its function.

. Assessment Panel Responsibilities - The Assessment Panel will:

1. Develop assessment criteria;

2. Develop an application tailored to the assessment criteria for

the position;

3. Verify applicant information, if necessary;

4. Apply assessment criteria by reviewing and scoring the
application rather than by the use of an employee questionnaire

and an electronic assessment tool;
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Article 26
1031 5. ldentify best-qualified candidates within timeframe set by the
1032 selecting official. The number of best-qualified candidates on
1033 the best-qualified list (BQL) will consist of five plus ties for the
1034 first vacancy and two for each additional vacancy; and
1035 6. Provide input to the selecting official, if requested.
1036
1037 The panel may use interviews as atool in evaluating candidates.
1038
1039 The panel's working notes and/or work sheets will be made a part
1040 of the promotion package. The notes will serve as reference
1041 material to document the process by which the best qualified
1042 candidates were identified.
1043

1044 E. When the selecting official has required the inclusion of a

1045 supervisory recommendation in the promotion package, the panel
1046 will obtain a managerial recommendation check off sheet with the
1047 options which state "does not recommend"”, or "recommend" for
1048 each candidate on the well-qualified list. The employee will be
1049 provided a copy of the supervisory recommendation.

1050

1051 F. If an announcement pertains to more than one grade level or

1052 geographic location, a separate group of best qualified candidates
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will be developed for each grade level and location unless agreed to

between the parties at the component level.

G. The panel will work by consensus. The panel will use consensus-

reaching techniques, and facilitators will be provided as needed.

H. The assessment panel's actions will be treated confidentially and in

accordance with provisions of the Privacy Act.

Section 11. Selection

ey locti cticialwill " I lection(s) for the initial .
ithi lendar.d : ot of _

A. Once a best qualified list has been established by the Assessment

Panel, there will be no other candidate information gathered by the

selecting official. However, this does not preclude the selecting
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official from re-contacting the Assessment Panel and/or interviewing

all best qualified candidates.

B. The selecting official will make selection(s) within 60 calendar days of

receipt of the Assessment Panel's well-qualified package.

C. If the vacancy is one for which an under-representation exists and is

a targeted occupation as identified in the Affirmative Employment
Plan, and there are best qualified candidates who would reduce the
under-representation, then the selecting official will give serious
consideration to those individuals who would reduce the under-
representation. If an under-representation is not present, then the
selecting official will seriously consider providing upward mobility
for those best-qualified candidates who have been stagnated in

grade and/or position.

. In the event that an unanticipated vacancy(s) in the same position and

location as the posted vacancy occurs within three-menths forty-five (45)
days of the selection, the selecting officer may make additional selections

from the best-qualified candidates on that list.

E. When a selection has been made, the Administration will arrange a
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release date, notify the employee, and ensure that the appropriate personnel
forms are processed. The effective date of a promotion action, other than
promotion within a career ladder, will be the first day of the pay period #
which-the-employee-is-scheduled-toreportfollowing the selection. An
exception to this would be when an employee is nearing the end of a
waiting period for a within-grade increase, consideration should be
given to releasing the employee at the beginning of a pay period on or

after the effective date of the within-grade increase, provided such an

action would benefit the employee.-H-due-to-administrative-error-the

which-the-employee-actuallyreperted—If an employee has been selected

for promotion, has accepted the offer, and a reporting date has been
established, and the resultant request for personnel action (SF-50) is
not timely received and/or acted upon by the appointing official (SPO),

the action shall be made retroactive to the reporting date.

. Competitive selections will be posted on the SSA Intranet. Normally, the

postings will be made within 10 workdays after the close of the pay period

during which the selection(s) was/were made effective.

G. Employees selected for career ladder positions will be promoted to the

next higher-grade level at the beginning of the first pay period after

50



1120

1121

1122

1123

1124

1125

1126

1127

1128

1129

1130

1131

1132

1133

1134

1135

1136

1137

1138

1139

1140

1141

1142

selection, provided time-in-grade and any other legal promotion

requirements are met.

H. The Union President of each component will also receive notice.
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I. Any other union official who has received vacancy notices will continue

the past practice and receive notice as well.

Section 12. Employee Information
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All applicants who apply for a vacancy and are not selected will be

provided the following information within one (1) pay period after the

selection:

7.

8.

. Whether the employee meets minimum requirements;
. What points were awarded in each category;

. Employee’s relative standing in numerical listing;

What the Best Qualified List cutoff score was:

. Whether or not the employee was on the Best Qualified List;

. The name of the employee selected for the vacancy;

Reason the employee was not selected; and

In what areas, if any, they can improve to increase their chances

for future selection to the position in question.

Section 13. Union Review of Competitive Actions

A. The Union will be permitted to conduct audits of promotion packages for

all bargaining unit positions review-(i.e—audit)}-competitive-selection-actions
taken-under-this-Article-when it has reason to believe a discrepancy exists or

when requested to do so by an employee. This may be done at any time
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after the vacancy announcement posting; up to 6 months after selection

is made.

designationdentifying provide the Agency with the names of the Union

representatives who are responsible for conducting audits. Any changes to

the list of designated representatives will be sent to the Agency in writing.
The representative designated to conduct the audit will not have been an

applicant for the promotion package being audited.

. Employees who believe they were improperly excluded from inclusion as

best qualified eensideratior-may request a review of the promotion package

through the Union review-process described below.

. If the employee chooses to use the Union procedure, he/she must make a

written or oral request to the Union within during the period from the date
the eligibles are referred to the assessment panel up to 15 working days
after the selection is announced to all employees. A Union request under
Subsection (A.) above must-be-made-within45-days. may be made from the
date of the posting of the vacancy to 6 months following the date of

selection.
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E. The Ageney-willmake-thepertinentrecordsfrom designated official

responsible for the package will make all paper and electronic records,
e.g. spreadsheets, questionnaires, applications, etc. from that package
available to the Union auditor within 7 working days of receipt of the written
request. The Union will treat the information confidentially. Promotion
packages may be reviewed either onsite at the servicing personnel
office or via mail. If the Agency requires onsite review, travel and per

diem for the auditor(s) shall be paid by the Agency.

. If during the course of the audit additional information is determined

necessary, such information shall be secured from the Agency’s designated

Management official.

. If an error is discovered which resulted in an employee’s exclusion from a

BQL, the provisions of Section 14 of this article will apply.

. Employees who elect to use the grievance procedure rather than the Union

audit procedure must initiate action in accordance with Article 24, Grievance

Procedure.

Section 14. Priority Consideration and Other Relief
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1210  A. Definition - For the purpose of this Article, a priority consideration is the

1211 genuine consideration for non-competitive selection given to an employee as
1212 the result of a previous failure to properly consider the employee for selection
1213 because of procedural, regulatory or program violation. Empleyees-will

1214
1215
1216
1217
1218
1219
1220
1221
1222
1223
1224
1225
1226

1227

1228

1229

1230

1231

1232
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Acrticle 26

B. Eligibility. The following employees will receive priority consideration

in accordance with the procedures set forth.

1. Where the employee was improperly excluded from the Best
Qualified List, the employee will receive priority consideration.
An employee is entitled to only one priority consideration for
noncompetitive promotion for each instance in which he/she

was previously denied proper consideration.

2. If the action taken to correct an erroneous promotion was to
require that the position be vacated, employees who were not
promoted or given proper consideration because of the
violation (that is, employees in the best qualified group who
were not selected or employees who should have been in this
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group but were not) will be considered for promotion to the
vacated position before candidates are considered under a

new promotion or other placement action.

The following employees will receive priority consideration in
accordance with the procedures set forth below. Employees
under these provisions will receive a priority consideration for

each grade for which they were demoted or downgraded.

a. Employees who are in a retained grade status under
Title VII of the Civil Service Reform Act as a result of

action taken in the Administration and who:

(1) Are serving on a full-time basis under career or
career-conditional appointments at GS-I5 or
below, or a wage equivalent, in the competitive

service; or

(2) Are serving under excepted career or excepted
career-conditional appointments (except that
their eligibility for priority selection

consideration is limited to positions which can
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be filled under the same excepted authority as

the one used for their appointment); or

(3) Are career or career-conditional employees
serving on a part-time basis (except that their
eligibility for priority selection consideration is

limited to other part-time assignments).

a. Employees who were downgraded without
personal cause; i.e., where downgrade was not
due to misconduct, inefficiency, or at the
employee's own request. Re-promotion may be
made to a grade previously held on a non-
temporary basis or to an intervening grade.
This applies only when the employee was
downgraded in the Administration and the re-
promotion is to a grade formerly held in the

Administration.

C. . ficati
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C. Processing

The procedures for processing a priority consideration(s) shall be:

Employees will be notified in writing by the authorized
management official of entitlement to each priority
consideration. Such notice will advise employees that if a
vacancy is announced and posted or if additional selections
will be made from the current BQL, the employees who wish to
exercise their priority consideration should submit the
necessary application to the Servicing Personnel Office with
written request that they wish priority consideration for the

vacancy.

Priority consideration is to be exercised by the selecting officer
at the option of the employee for an appropriate vacancy(s). An
appropriate vacancy is one for which the employee is
interested, is eligible, and which leads to the same grade level
of the vacancy for which proper consideration was not given,

or for which an employee was denied.
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Prior to the referral of eligible candidates to the assessment
panel, the name(s) of the employee(s) requesting to exercise
priority consideration will be referred to the selecting officer.
The selecting officer will make a determination on the requests
prior to the assessment panel's evaluation of any other

candidates for the vacancy.

Employees who are selected by exercise of priority
consideration will be promoted or reassigned non-
competitively and will be notified promptly by the selecting
official prior to the assessment panel’s evaluation of any other

candidates for the vacancy.

Employees who are not selected by exercise of priority
consideration will be notified in accordance with Section 14D of

this Article.

The fact that the employee chooses to exercise a priority
consideration does not preclude that employee from also filing

an application as specified in the vacancy announcement.
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D. The selecting official must justify in writing any non-selection
under this section. The employee will be given 10 days to rebut
the reasons for non-selection and will receive a written response
to the rebuttal. During this rebuttal period, the vacancy will

remain open.

E. Union Notification. In order to assure compliance with this section, the
Union will be furnished statistics on priority considerations granted, and
exercised, and the results. Statistics will be kept and provided to the Union
on a quarterly basis. Statistics will clearly identify the result of each
individual priority consideration granted and exercised. The Union will
also be notified in writing of each individual priority consideration

completed.

Section 15. Announcement of Selections
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Competitive  selections will be announced by posting
announcements on designated bulletin boards at the location where
the vacancy was filled and by electronic mail to each applicant who
applied for the vacancy. In addition, the Agency will post all
selections on the Intranet which will be retained for six (6) months.
Normally, such announcements will be made within 10 workdays
after the close of the pay period during which the selection(s) were

made effective.

B. The Union president of each component will also receive notice

within the timeframes list in A.

C. Any other union official who has received selection notices will

continue the past practice and also receive this notice within the

timeframes listed in A.

Section 16. Temporary Promotions

Employees detailed or constructively detailed to a higher graded
position/duties for a period of more than ten (10) consecutive
calendar days must be temporarily promoted. The employee will

be paid for the temporary promotion beginning the first day of the
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detail. The temporary promotion should be initiated at the earliest
date it is known by management that the detail is expected to
exceed ten (10) calendar days. The ten (10) calendar day
provision will not be circumvented by rotating employees into a
higher graded position for less than ten (10) calendar days in
order to avoid the higher rate of pay. For the purposes of this
section, a General Schedule employee who performs the grade
controlling duties of a higher graded position for at least 25% of
their time, or a Wage Grade employee who performs higher
graded duties on a regular and recurring basis, shall be

temporarily promoted.

Temporary promotions in excess of ten (10) calendar days shall
be filled through competitive procedures. Temporary promotions
of ten (10) calendar days or less shall be made in accordance with

Article 27 among qualified employees.

C. The Union President of each component will receive notice of all

temporary promotions within the timeframes listed in Section 15A.
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D. Any other Union official who has received notices will continue to

receive them pursuant to past practice. Such notices will be distributed

within the timeframes listed in Section 15A.

Section 17. Miscellaneous

A. Personnel Data Summary — An Employee Qualifications Form will be

B.

prepared by the Employer and distributed to all unit employees
every two years. However, employees may receive a copy at any
time upon request in order to verify and update the listing.
Employees will be given a reasonable amount of duty time to review

and update the information shown.

Vacancy announcements and career ladder plans will include a 52

week time-in-grade requirement.
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