ARMY NSPS ALTERNATIVE FORMS OF COMPETITION PROCEDURAL GUIDE


ARMY

NSPS

ALTERNATIVE FORMS

OF

COMPETITION

PROCEDURAL GUIDE
January 2007
Table of Contents

Topic
Page

Overview
3
Requirements
3
Advantages of Alternate Forms of Competition
4
Assessment Boards
5
Steps for Assessment Board Promotions
7
Alternate Certification
8
Steps for Alternate Certification Promotions
9
Exceptional Performance Promotions
10
Steps for Exceptional Performance Promotions
11
Merit System Principles
Att 1

Prohibited Personnel Practices 
Att 2
Sample Checklist
Att 3
I.  INTRODUCTION
Overview.  
In NSPS, there are three types of alternative forms of competition: assessment boards, alternate certification, and exceptional performance promotions.  Army has delegated authority to use any or all of the alternative forms of competition as outlined in SC1950.6.3.3.10 to Army commands and to determine and develop appropriate implementation use.  Final decision to utilize the alternative forms of competition shall be left to the discretion of each Army command.  Commands may tailor the authority to their needs and further delegate the authority, if desired, in writing.  Commands may develop supplemental guidance consistent with the guidance contained herein.  
This guidance must be followed when utilizing the alternative forms of competition.  Career program and Review of Education, Training, Assignments for Leaders (RETAL)/Army Leader Training 21 (ALT 21) requirements remain in place and are not superseded by the use of any alternative form of competition.  Using an alternative form of competition also does not negate the need to clear priority and mandatory placement programs.  As such, all priority and mandatory placement programs, i.e., PPP, shall be cleared before filling a vacant position.

Use of the alternative forms of competition is optional.  Managers may fill a position through standard recruitment procedures.  Army shall monitor and review the use of the alternative forms of competition for compliance with the regulatory requirements and merit system principles (attachment 1), and prohibited personnel practices (attachment 2).  Authority to use the alternative forms of competition shall be withdrawn if activities fail to comply with the NSPS implementing issuances and Army requirements.  
Requirements.
1.  Managers will contact their servicing Civilian Personnel Advisory Center (CPAC) Human Resource (HR) advisors prior to recruitment for advice and guidance to include assistance with selection of an appropriate alternative form of competition and development of a rating guide and rating factors.  

2.  All checks and balances are retained, i.e., employees’ rights are preserved; management is accountable; merit principles are upheld; and prohibited personnel practices remain in effect.  
3.  All selections using one of the forms of competition will be signed by the selecting official and include a justification for the selection, and be reviewed, approved, and signed by a higher level manager prior to submitting the Request for Personnel Action (RPA) to the Civilian Personnel Operating Center (CPOC).  Commands may designate approval levels for selections.  A sample checklist (attachment 3) may be used with the alternative forms of competition.  
4.  Use of the alternative forms of competition does not require vacancy announcements.  However, managers must ensure employees are notified annually as to which alternative forms of competition will be used to fill vacancies (SC 1950.3.3.3.10).  This can be accomplished through newsletters, bulletin boards, websites, or other methods of communication.  
Advantages of Using Alternate Forms of Competition.
1. Managers may streamline the recruitment process through the use of alternative forms of competition.  

2. Positions could potentially be filled within one pay period.

3. Critical or emergency positions may be filled quickly.  Management may be able to accomplish the mission more efficiently based on timely fill of vacant positions.
4. Alternative forms of competition may motivate employees to strive for exceptional performance.
II.  ASSESSMENT BOARDS 
When using this form of competition, a board will be convened to assess current internal (DoD) candidates for current and future advancement opportunities based on pre-established criteria.  The board will consist of a minimum of three senior subject matter experts with one identified as the panel chair.  The CPAC HR advisor will serve as the recording executive secretary and advisor.  Panel composition should demonstrate diversity and shall be documented in the case file.  Boards may be convened on an ad hoc basis or held annually (for instance, in conjunction with the performance evaluation process).  
The chair of the assessment board must ensure that employees (both NSPS and legacy personnel system) within the area of consideration (AOC) are notified before convening an assessment board (SC 1950.6.6.3.10).  Staff of the Assistant G-1 for Civilian Personnel will develop an electronic process for receipt of resumes and maintenance of case files.  

The CPAC HR advisor will assist the board in conducting job analysis and developing rating criteria and rating guide which will identify rating levels.  Criteria may include experience, training, awards, education, performance evaluation scores (ratings of record) or other appropriate information (SC 1950.6.3.3.10.1.1).  
Boards shall categorize employees into specific quality levels of candidates to generate referral lists of ranked candidates for occupational groups.  These referral lists are valid for one year from the date generated (SC1950.6.3.3.10.1.1.).  Upon request, management will provide feedback to employees regarding their ratings.  Supervisors may select from the highly qualified group of the categorized referral list without additional advertising of a vacant position.  The supervisor's selection should be justified based on specific job-related factors unique to the actual vacancy.  Selections must be made from the highly qualified group.  If there are no highly qualified applicants remaining on the referral list, a new assessment board should be convened.  
Appropriate uses for assessment boards may include, but are not limited to:  

· positions that have a high turnover rate throughout the year
· multiple positions assigned to similar position descriptions in the same organization or location
· career program positions throughout the Army  
This method is normally used when the source of high quality candidates is likely to be internal to the organization and the selecting official or assessment board possesses enough information about knowledge, skills, abilities, competencies, and experience of candidates to ensure each are assessed fairly and equitably.  
A case file will be maintained by the CPOC, which will include names and titles of members serving on the board; dates the board convened; notification to employees; job analysis, criteria, and rating guide; a list of employees considered; individual ratings; and the categorized referral list created as a result of the assessment.  The referral list must include expiration date and annotation of selections made.  A signed and approved selection, justification based on job-related factors, and the higher level manager’s approval for each vacancy is attached to the RPA and forwarded to the CPOC for processing (SC 1950.6.3.3.10.1.2).  The case file is retained in accordance with Army records management regulations.  

Army shall monitor and review the use of the assessment boards for compliance with the regulations and merit system principles.  Authority to use assessment boards shall be withdrawn if activities fail to comply with the NSPS implementing issuances and Army regulations.  

STEPS IN ASSESSMENT BOARD PROMOTIONS
1.  Identify possible vacancies that could be filled using an assessment board.  
2.  Consult with the servicing CPAC advisor.

3.  Notify employees within the designated area of consideration via general announcement that an assessment board shall be convened and may be used to fill vacancies.

4.  Panel Chair conducts the assessment board, consisting of other supervisors and subject matter experts who will develop rating criteria and rate/rank candidates.  The CPAC HR advisor also serves as the recording executive secretary.  The panel should be diverse and does not necessarily have to be constituted from individuals from within the organization.
5.  Panel rates applicants against the rating guide and develops a ranked and dated referral list of highly qualified candidates.  The manager will retain the referral list for future vacancies within a year of the date the list was issued.
6.  Supervisor selects candidate(s) from highly qualified group.  

7.  Supervisor sends RPA to servicing CPOC with the following attachments:
· position description
· rating factors and rating guide
· referral list
· signed and approved justification for selection based on specific job-related factors

· signed approval from a higher level manager

· the selected employee’s current resume 

III.  ALTERNATE CERTIFICATION
A selecting official may make a by-name request for an individual from any appropriate source of current DoD employees, either NSPS or legacy personnel system employees.  Local guidance and regulatory requirements such as merit promotion plans, union issues, EEO reporting requirements, RETAL/ALT 21, and career program requirements are still applicable.  Army commands may develop internal procedures and processes.  

A current DoD employee may be selected for promotion if ranked within the highest quality group as determined by rating factors pre-established for the position.  No vacancy announcement is required, but employees must be notified that alternate certification may be used to fill a vacancy.  (SC1950.6.3.3.10.2.)
The supervisor will consult with the CPAC HR advisor prior to using the alternate certification procedure to assist the manager with development of the area of consideration, job analysis, rating factors, skills selection and rating guide.  The selected employee must be ranked within the highest quality group as determined by the rating factors established for the position.  (SC1950.6.3.3.10.2.)
Appropriate uses for alternate certification may include, but is not limited to filling vacancies in the following areas:  
· scientific positions
· mission essential positions
· deployed positions
· unique positions
· medical positions
· one-of-a kind positions
· positions with no internal candidates with adequate skills available
· hard to fill positions

A second level reviewer must approve and sign the selection when a selection is made using the alternate certification method.  Each command may identify the approving official for alternate certification.  The manager submits the RPA and attaches the job analysis and rating guide, the applicant’s resume, and appropriate justification for selection to the servicing CPOC.  

Army shall monitor and review the use of alternate certification for compliance with the regulations and merit system principles.  Authority to use the alternate certification shall be withdrawn if activities fail to comply with the NSPS implementing issuances and Army requirements.    
STEPS IN ALTERNATE CERTIFICATION PROMOTIONS
1.  Identify possible vacancies that could be filled using an alternate certification promotion.  

2.  Consult with the servicing CPAC HR advisor.

3.  Notify employees via general announcement that alternate certification may be used to fill vacancies.

4.  The selecting official develops the rating/ranking criteria in consultation with the CPAC HR advisor.

5.  The selecting official rates the selected candidate against the rating guide.  If selected candidate rates in the highly qualified group, the selecting official submits the proposed selection and justification to a second level reviewer for approval and signature.  If approved, continue with selection process outlined in step 6 below.  

6.  Selecting official sends RPA to servicing CPOC with the following attachments:

· position description

· rating factors and guide
· selected candidate’s rating

· signed and approved justification for selection based on specific job-related factors

· signed approval from a higher level manager

· the selected employee’s current resume 

IV.  EXCEPTIONAL PERFORMANCE PROMOTION
An NSPS employee with a current NSPS annual performance rating of record of Level 5 may be promoted to a vacant position in a higher pay band when the vacancy has the same or a related occupational code and similar function as the position the employee held at the time he/she received the Level 5 rating.  Exceptional performance promotions may also be used to promote an employee to a supervisory position.  
The selecting official will consult with the CPAC HR advisor prior to initiating recruitment using the exceptional performance promotion.  NOTE:  Managers should not use this form of competition when the manager supervises both legacy and NSPS employees in the same or similar occupations since the legacy employees are not eligible to compete for exceptional performance promotions. 

An area of consideration (AOC) must be identified and documented, and all employees in the AOC whose current Level 5 rating was based on performance in the same occupational code and similar function as the vacancy must be considered (SC1950.6.3.3.10.3.2.).  The selecting official must ensure that NSPS employees within the AOC are notified that the exceptional performance promotion may be used to fill a vacancy.  Notification may be accomplished via e-mail or by posting on bulletin boards, websites, or through any other method normally used to communicate with employees.  If the AOC is wider than the supervisor’s span of control, the CPAC HR advisor shall provide the supervisor a list of employees in the appropriate occupation who have a current NSPS Level 5 rating.  
Appropriate uses for exceptional performance promotions may include, but are not limited to filling vacancies in scientific positions, technical occupations, highly specialized occupations, or positions with a limited pool of qualified candidates.  
If a selection is made, the manager submits the RPA with attachments including the applicant’s resume, identified area of consideration, list of all employees considered, and appropriate justification based on job-related factors for selection to the servicing CPOC.  Higher level review and approval is required when selecting a candidate through the exceptional performance promotion method.
STEPS IN EXCEPTIONAL PERFORMANCE PROMOTION
1.  Identify possible vacancies that could be filled using the exceptional performance promotion.  
2.  Consult with the servicing CPAC HR advisor.

3.  Determine area of consideration that shall provide one or more highly qualified candidates with the same occupational code (or related interdisciplinary/interoccupational code) and similar function as the vacancy being filled.  
4.  Notify employees via general announcement that exceptional performance promotion may be used to fill vacancies.

5.  List all employees in the pre-established area of consideration whose most current rating of record is Level 5.  
6.  Select one of the Level 5 employees and request a copy of the selected employee’s performance appraisal to ensure that the rating is based on performance in the same or similar function as the vacancy.

7.  Selecting official sends RPA to servicing CPOC with the following attachments:

· position description

· defined area of consideration

· list of all employees in same or similar occupation rated Level 5 in AOC

· signed and approved justification for selection based on specific job-related factors

· signed approval from a higher level manager

· the selected employee’s current resume 

MERIT SYSTEM PRINCIPLES

Personnel management is based on and embodies the Merit System Principles. The merit system principles are the public’s expectations of a system that is efficient, effective, fair, open to all, free from political interference, and staffed by honest, competent, and dedicated employees. As the Department of Army experiences continued change in the management of human resources (centralization, deregulation, delegation, etc.), it becomes increasingly important that line supervisors and managers incorporate the merit system principles into every decision process they use. 
The merit system principles are: 

1. Recruit qualified individuals from all segments of society and select and advance employees on the basis of merit after fair and open competition which assures that all receive equal opportunity. 

2. Treat employees and applicants fairly and equitably, without regard to political affiliation, race, color, religion, national origin sex, martial status, age, or handicapping condition, and with proper regard for their privacy and constitutional rights. 

3. Provide equal pay for equal work and recognize excellent performance. 

4. Maintain high standards of integrity, conduct, and concern for the public interest. 

5. Manage employees efficiently and effectively. 

6. Retain and separate employees on the basis of their performance. 

7. Educate and train employees when it will result in better organizational or individual performance. 

8. Protect employees from arbitrary action, personal favoritism, or coercion for partisan political purposes. 

9. Protect employees against reprisal for the lawful disclosure of information in "whistleblower" situation (i.e., protecting people who report things like illegal and/or wasteful activities).

Attachment 1
PROHIBITED PERSONNEL PRACTICES

Prohibited personnel practices are those things a Federal employee with personnel authority may not do. A Federal employee has personnel authority if they can take, direct others to take, recommend, or approve any personnel action. This includes appointments, promotions, discipline, details, transfers, reassignments, reinstatements, or any decisions concerning pay, benefits, training, and any decision to order psychiatric testing or examination, . Recent changes to the law were made to protect Department of Defense veterans. A personnel action now also includes any significant change in duties, responsibilities, or working conditions which is inconsistent with the employees’ salary or grade. People with personnel authority -- managers and supervisors - are charged with avoiding prohibited personnel practices. 

PROHIBITED PERSONNEL PRACTICES:
· Don’t DISCRIMINATE on the basis of race, color, religion, sex, national origin, age, handicapping condition, marital status, or political affiliation. 

· Don’t SOLICIT or CONSIDER any personnel recommendation or statement not based on personal knowledge or records of performance, ability, aptitude, general qualifications, character, loyalty, or suitability. 

· Don’t COERCE an employee’s political activity. 

· Don’t DECEIVE or OBSTRUCT any person with respect to such person’s right to compete for employment. 

· Don't INFLUENCE a person to withdraw from competition for the purpose of improving or injuring the prospects of another person for employment. 

· Don’t GRANT any preference or advantage not authorized by law, regulation, or rule to any [employee or applicant for the purpose of improving or injuring the prospects of another person for employment]. 

· Don’t EMPLOY or ADVOCATE a relative. 

· Don’t RETALIATE against a Whistleblower, whether an employee or an applicant. 

· Don’t RETALIATE against employees or applicants who exercise their appeal rights, testify, or cooperate with an Inspector General or the Special Counsel, or refuse to break the law. 

· Don’t DISCRIMINATE based on actions not adversely affecting performance. 

· Don’t VIOLATE any law, rule, or regulation implementing or directly concerning the merit principles. 

· Don't VIOLATE Veteran's Preference by taking or failure to take a personnel action. (National Defense Authorization Act for FY97) 

Attachment 2
ALTERNATIVE FORMS OF COMPETITION CHECK LIST
_____Consult with CPAC HR Advisor

_____Follow Army procedures

_____Follow local Command supplemental procedures (if applicable)
_____Identify Position/Position Description#/Location
Select Appropriate Alternative Form of Competition:

_____ Assessment Board

_____ Alternate Certification

_____ Exceptional Performance Promotion

_____Determine appropriate area of consideration

_____Ensure employee notification has occurred, or notify employees which method shall be used

_____Complete applicable section below:
Assessment Boards:

_____Convene board 

_____Rating Criteria developed

_____Rating Guide developed

_____Rank all candidates

_____Develop referral list 

_____Verify selectee is in high quality group
Alternate Certification
_____Rating Criteria developed

_____Rating Guide developed

_____Rate selectee against rating guide

_____Verify selectee is in high quality group

Exceptional Performance Promotion

_____Determine area of consideration

_____Consider all Level 5 employees

_____Verify selectee’s rating is for a similar function

_____Prepare written justification for selection
_____Obtain higher level review and approval
_____Send RPA and required documentation attached to CPOC

Attachment 3
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