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Within Grade Increase Denial
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(MANPOWER & RESERVE AFFAIRS)

CIVILIAN PERSONNEL POLICY

LABOR/MANAGEMENT EMPLOYEE RELATIONS

1.  PURPOSE:  This Standing Operating Procedure outlines tasks for processing a denial of a scheduled within-grade increase (WIGI) when a supervisor has determined that an employee is not performing at an acceptable level of competence (ALOC).    Additional information is located in AR 690-990-2, Subchapter 4 in the Legal/ Regulatory section of the CPOL Army Civilian Personnel Management Library.

2.  APPLICABILITY:  This SOP applies to all Army activities serviced by a Civilian Personnel Advisory Center (CPAC) and a Civilian Personnel Operations Center (CPOC) within the Department of the Army.  NOTE:  Organizations with negotiated bargaining agreements or with laboratory reinvention or laboratory demonstration authorities may have different provisions, so processing discussed in this SOP may differ. 

3.   PROCESSES AND RESPONSIBILITIES:   

I. Supervisors are responsible for knowing when employees are scheduled for a within-grade step increase and for knowing the most recent rating of record for their employees.  When a supervisor decides that an employee's current performance on one or more objectives/responsibilities is "needs improvement"  (i.e., overall rating of Fair, or Level 4 by definition in the CFR) and the employee's scheduled WIGI is due, the supervisor should consult the CPAC {BPM Block 1}.  If the employee needs improvement on one or more objectives/responsibilities and the most recent performance rating of record is Successful Level 3 or better, then a new rating of record must be prepared to reflect the current performance level.  If the most recent rating of record for the employee is already "Fair," then no new rating of record need be prepared in order to withhold the WIGI.  In either case, the employee must be notified in writing that the WIGI is being withheld, what work deficiencies exist, and what review/appeal rights are associated with the denial.  The CPAC will assist the supervisor in preparing this notification.  NOTE:  If the employee is failing one or more objectives/responsibilities the supervisor must consult the CPAC for advice on further appropriate actions to take.
II. The CPAC explains the WIGI denial and review process {BPM block 2}.  The  CPAC advisor assists the supervisor in preparing a WIGI denial notice.  The supervisor assures that the performance deficiencies are adequately described and the CPAC assures that pertinent rights and procedures are discussed in the denial notice.  The CPAC coordinates with the SJA and any other required clearances and provides the approved letter to the supervisor to issue {BPM blocks 3-4}.

III. The supervisor issues a written WIGI denial notice to the employee, obtaining acknowledgment of receipt from employee on CPAC copy of notice, or, if employee refuses to sign, annotates receipt copy and returns it to CPAC.  The notice sets forth the reasons for the negative determination and the aspects in which the employee must improve in order to be granted a WIGI.  {BPM blocks 5, 6}

a. {BPM block 7}  If the employee does not request reconsideration of the negative ALOC decision, then the supervisor initiates the SF-52 to deny the WIGI.  {BPM block 9}  At this point, the new rating of record, if one must be prepared (see step I above), is finalized and submitted to the CPAC for processing.  The CPAC processes both the rating of record and the SF-52 denying the WIGI to the CPOC {BPM block 11}.  CPOC finalizes/authenticates the SF-50 denying the WIGI, distributes the SF50 via electronic means, and files a copy of the SF50 in the employee's OPF {BPM block 12}.

b. {BPM block 7}  If the employee or the employee's personal representative requests reconsideration, the request must be submitted in writing within 15 calendar days after receipt of the negative determination or as otherwise provided by bargaining agreement provisions.  At this point, the reconsideration file is established [5 CFR § 531.410(a)(2)].  The employee or the employee's representative provides the reconsideration official with justifications and reasons that warrant a reversal of the initial decision to deny the WIGI {BPM block 8}. 

i. {BPM block 10}  If reconsideration results in a decision to reverse the initial negative ALOC, the official making the decision notifies the CPAC, prepares a decision with assistance from the CPAC, and initiates a PERSACTION to grant the WIGI retroactive to the original due date.  If necessary, supervisor prepares a new rating of record to enable WIGI to process {BPM block 13, 14}.  CPAC flows PERSACTION SF52 to CPOC.  CPOC authenticates action, distributes through electronic forms, and files a copy in employee's OPF.

ii. {BPM block 10}  If the negative ALOC determination is sustained at the reconsideration stage, the appropriate management official initiates the PERSACTION request (if necessary) to deny the WIGI and prepares a new rating of record (if necessary) to assure the appropriate information is in DCPDS.  The manager, with advice and assistance from the CPAC, prepares a written final notice to the employee informing the employee of the reasons for the decision and of right to appeal to the MSPB (or, for employees covered by a collective bargaining agreement, the terms of the CBA with respect to review of the negative decision) {BPM block 9, 11).  Prior to issuing the decision to the employee, the CPAC will assure coordination with the SJA and other appropriate officials, as required locally.  The CPAC will process through to the CPOC the SF52 and performance rating of record.  The CPOC will authenticate the SF52 and distribute through electronic means.  {BPM block 12}  The CPOC will file a copy of the new rating of record in the employee's EPF/OPF and the SF50 in the employee's OPF {BPM block 15}.

4.  REFERENCES AND RELATED DOCUMENTS:  

a.
Title 5, U. S. Code § 5335

b.
Title 5, Code of Federal Regulations §§ 531.409-412 

c.
PERMISS article entitled "Withholding Within-Grade Increase"
d.
BPM B01 – SF50 Processing 

e.
BPM I01 – Payroll Interface Processing

f.
BPM M09 – Merit Systems Protection Board and Arbitration Proceedings
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