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I.  INTRODUCTION

As a result of a decade of downsizing, AFMC activities have had little opportunity to hire new employees.  This lack of hiring, coupled with the aging work force, has skewed the civilian work force demographics.  Consequently, this command is now confronted with multiple challenges in recruitment, retention, and employee development.

The purpose of this guide is to provide managers and supervisors with an understanding of the numerous options currently available under Title 5 to assist with work force shaping efforts.  While examining these available options, managers must make a conscientious effort to use recruitment sources that yield qualified minority, female, and people with disabilities.  This can serve as a valuable tool to help supervisors and managers develop recruitment and retention strategies, and better manage the existing work force to meet organizational strategic goals.  Within AFMC we currently have two active demonstration projects that waive existing human resource management laws and regulations in Title 5.  A section has been included that provides information regarding these projects. 

We hope you will find this guide useful, in conjunction with the local rules and regulations applicable for filling positions.  As with all personnel actions, you will need to work with your servicing Civilian Personnel Division (CPD) to ensure that local merit promotion plans are considered in your fill process. 

II.  COMMON METHODS OF FILLING CIVILIAN POSITIONS

A.  External Sources

OPM Certificates - Competitive referral by the Office of Personnel Management (OPM) of qualified individuals who usually have no previous federal service; however, federal employees may be referred for consideration.  For a fee, OPM accepts, evaluates, rates, and refers applications on a “certificate” to the requesting agency (CPD).

Reinstatement - Re-employment of former Federal Government employees.  Individuals with reinstatement rights can be noncompetitively placed on positions at grades equal to or lower than previously held.  Filling a position with a reinstatement eligible can be a quick method of filling a position, especially when the supervisor is able to name request an individual with previous training.  Reinstatement eligibles may also compete with merit promotion candidates for positions at higher grades than they previously held.  Their applications are accepted by the CPD based on anticipated needs.

B.  Federal-Wide Sources

Transfers from Other Federal Agencies - Referral of current non-Air Force Federal Government employees for either competitive or noncompetitive placements.  Applications are accepted based on anticipated needs that are maintained in the CPD.

C.  Department of Defense (DoD) Sources

DoD-wide Announcements - Candidates who are current DoD employees may be solicited from other DoD agencies.  This can be a good option when experienced candidates are desired.

D.  Air Force Sources

Career Program Covered Position (AF wide area of consideration of career program registrants) - Identification of 10 to 15 most highly qualified registered employees who meet OPM qualifications.  Career program teams develop job analyses for covered positions.  If requested by management, a list of career program reassignment candidates will be provided simultaneously with a list of promotion candidates.

E.  Local Sources

Merit Promotion (Local area of consideration) - Identification of the top 10 to 15 most highly qualified employees who meet OPM qualifications.  Job analyses are developed by the servicing staffing specialists, classification specialists, and the subject matter expert (usually the supervisor).

Reassignment - Movement of an employee from one position to another position with the same grade and same target grade.  Reassignments can be “management directed,” i.e., a supervisor identifies an individual to be laterally moved to another position under his/her supervision or a supervisor may request a list of qualified reassignment candidates.  This can be accomplished in one of two ways:


1.  Volunteer.  A supervisor may request a list of volunteer reassignment candidates.  Volunteer candidates are employees who have submitted a written request for reassignment or change to lower grade to the CPD.  In most instances, reassignment candidates are subject to meeting qualification requirements for the position for which they are being considered.  On occasion, management may want to consider an employee for reassignment who may not possess the specific qualifications as defined in the OPM qualifications standard.  There is a provision, known as the General Amendment, which may be used to evaluate the employee’s experience and determine that he/she possesses the necessary Knowledge, Skills, and Abilities (KSA) to perform the job.


2.  Competitive.  A supervisor may request a competitive reassignment list wherein candidates currently at the grade of the position are ranked, using merit factors, for reassignment.  Competitive reassignments can also be used when filling developmental positions with candidates whose current grade is the same as the entry grade of the position.  For example, employees who are currently at a grade of GS-07 may be considered as a candidate for a position that is a GS-07 with a target grade of GS-12.  

Noncompetitive Promotion - An employee who has previously held a position on a permanent basis under career or career-conditional appointment at or above the grade level of the position to be filled may be noncompetitively promoted.  In many cases, employees eligible for noncompetitive repromotion have been forced to accept lower-graded positions in order to become re-employed with the Federal Government.  Since such employees previously competed for positions at the higher grade, they must only meet the basic qualification requirements of the position.  This eliminates the ranking process entirely, and in many cases, allows proven performers direct access to higher grades through repromotion to previously held grade levels or when some form of job enlargement occurs. 

Change-to-lower grade candidates - The noncompetitive movement of an employee to another position for which he/she qualifies at a lower grade than currently being held.  This is not considered an adverse action since it is voluntarily requested by the employee. 

III.  EXISTING PERSONNEL FLEXIBILITIES AND AUTHORITIES

Federal agencies have extensive flexibilities and authorities available to hire new employees for short- and long-term assignments.  The following is a list of flexibilities that agencies can use right now to attract and retain quality employees. 

A.  Recruiting And Examining

Delegated Examining Unit.  OPM has delegated authority to DoD, under a written agreement, to conduct competitive rating, ranking, and referral for selection for appointment to most positions.  Component delegated examining units perform all competitive examining work including development of the examination, public announcement, development of rating criteria, testing, rating of candidates, and establishing and maintaining a register of eligibles.  Where available, this option provides individual centers more control over the external hire process time it takes to fill positions.

B.  Alternative Staffing Options


1.  External



(a)  Outstanding Scholar Program (OSP).  The OSP is a special hiring authority established as a supplement to competitive examining for some entry-level positions.  Agencies may hire directly, without regard to lists of eligibles established through competitive examining procedures, for those college graduates who obtained a grade point average of 3.5 or higher on a 4.0 scale for all undergraduate courses completed toward a baccalaureate degree or college standing in upper 10 percent of a baccalaureate graduating class or the graduating class of a major university subdivision.  This special hiring authority is restricted to grade levels GS-5 and GS-7.  Individuals meeting the outstanding scholar eligibility criteria must also meet qualification requirements for the position.  The OSP is authorized under the terms of a consent decree (Luveano vs. Lachance) and can only be used for specific series and job titles.  The intent of this authority is to increase the representation of African-Americans and Hispanics within the work force.


(b)  Career Program Interns.  Career programs centrally manage and fund a number of training programs for employees newly hired into the Air Force.  These programs are designed to attract high potential men and women into the Air Force civilian work force and develop them to full performance level.  These employees are called interns.  They are recruited centrally, often on college campuses.  Usually interns are outstanding scholars with a minimum grade point average of 3.45 or higher.  The interns are expected to be a highly mobile corps of high potential individuals with a goal of becoming a future civilian manager and leader.  Interns must sign, as a condition of employment, a statement acknowledging and accepting that they may be required to move throughout their careers.  The training programs are usually 2 to 3 years long, and often require at least one geographic move during the training.  At the end of the training, interns are placed on permanent positions at various locations.

The two career intern programs are called PALACE Acquire (PAQ) and COPPER CAP.  The programs are similar, except that COPPER CAP is limited to individuals in the contracting career field.  Palace Acquire interns career fields include logistics, child development, family support, contracting, human resource management, engineering, and many others.  PAQ requirements are identified by supervisors during the annual PAQ requirements data call issued by their Civilian Personnel Office.  PAQ requirements are then gathered at the Major Command (MAJCOM) level and coordinated through the MAJCOM functional community.  Supervisors identify their Copper Cap requirements through their MAJCOM functional community. 

In certain career fields covered by the Career Programs, supervisors can also request students through the PAQ Fellowship Program.  The PAQ Fellowship Program operates under the premiss of the Student Education Employment Program (see below).  Students who participate in this program may be converted to an intern position upon completion of their degree and other program requirements. 



(c)  Student Education Employment Program (SEEP).  OPM has consolidated a number of student employment programs into one program that serves as a tool to assist agencies in building a diverse work force.  The program has two components:

Student Career Experience Program (SCEP).  College students are hired to work in their academic field.  Students appointments under this authority may be noncompetitively converted to a career or career-conditional appointment or term appointment within 120 days of completion of their academic program.  Tuition assistance may be available for all or part of the training expenses.  The student may be required to sign a written training agreement to continue employment for a specific period of time before accepting tuition assistance.  This has replaced the Cooperative Education Program, Federal Junior Fellowship Program, Stay-in-School Program, and Harry S. Truman Scholarship Program.  This program includes students currently pursuing Associate, Baccalaureate, or Graduate degrees.

Student Temporary Employment Program (STEP).  Provides flexibility to appoint students on a temporary basis (not to exceed 1 year) to jobs that may or may not be related to the student’s academic field.  Appointments under this authority may be extended in 1 year increments as long as the individual meets the definition of a student.  This authority does not provide a means of subsequently converting the student to a permanent appointment at a future date.



(d)  Cooperative Education Program (CO-OP).  The Co-op program has been replaced by the Student Education Employment Program
.  


(e)  Veteran’s Readjustment Appointment (VRA).  The VRA is a special authority by which agencies can, if they wish, appoint an eligible veteran without competition.  The candidate does not have to be on a list of eligibles, but must meet the basic qualification requirements for the position. The VRA is an excepted appointment to a position that is otherwise in the competitive service. After 2 years of satisfactory service, the veteran is converted to a career-conditional appointment in the competitive service.



(f)  Temporary and Term Appointment.  For a transitory workload, e.g., seasonal or special projects, individuals may be hired for short periods, for 1 year or less on a temporary appointment.  Projects that are limited, but that expect to last more than 1 year (but not longer than 4 years), may be filled by use of a term appointment.



(g)  Re-employed Annuitants.  An annuitant under either the Civil Service Retirement System (CSRS) or Federal Employees Retirement System (FERS) may be employed in any position for which he/she is qualified.  Re-employed annuitants may be hired on a temporary or permanent basis.  A non-disability annuity will usually continue during re-employment, but the amount of annuity normally will be deducted from the individual’s pay.  Employment of annuitants is beneficial to management in that it provides a readily available source of highly qualified candidates, sometimes for “hard-to-fill” positions.  In many cases, annuitants are 
re-employed in the same position they left, thus providing continuity and stability in that operation.  Some restrictions apply to rehiring civilian employees who received DoD separation incentives.



(h)  Restructuring positions.  Restructuring a position to a lower entry grade level is an option available to you when recruiting internally and/or externally for your vacant positions.  It normally occurs when candidates are not available at the full performance grade level. Restructuring is also an option available when utilizing certain alternative recruitment sources, such as the Developmental Opportunity Program (DOP) and student Career Program Interns.


(i)  Retired Military.  Hiring retired military is an excellent opportunity to fill mid-career or journeyman level positions with individuals who have experience.  This can be a beneficial source of recruitment for hard-to-fill positions or positions with a high turnover rate, as the individuals can begin working with little or no training.  Retired members of the Armed Forces cannot be appointed until 180 days after retirement unless a waiver is obtained.  Waivers can be obtained by submitting requests through the servicing CPD to MAJCOM.



(j)  Administrative Careers with America (ACWA).  ACWA is a recruitment source or examination program available through OPM.  ACWA program provides for entry-level hiring at the GS-05 and GS-07 level in a large number of professional and administrative occupations. 



(k)  Presidential Management Interns.  The Presidential Management Intern (PMI) Program was established by Executive Order in 1977.  It is designed to attract to the federal service outstanding graduate students (master’s and doctoral-level) from a wide variety of academic disciplines who have an interest in, and commitment to, a career in the analysis and management of public policies and programs.  It is a 2-year internship program that enables graduate degree students to be eligible for conversion to a permanent position.  Candidates are hired at the GS-09 level.  
Individuals eligible to be nominated for the PMI Program are graduate students from a variety of academic disciplines completing a master’s or doctoral-level degree from an accredited college or university during the current academic year.  Students are nominated for the PMI Program by the appropriate dean, director, or chairperson of their graduate academic program.  Students participate in a competitive nomination process devised by their educational institution. 



(l)  People With Disabilities Employment Program.  People with disabilities can be hired through the traditional competitive hiring process or, if they qualify, noncompetitively through the use of excepted service appointing authorities.  Excepted service appointing authorities for hiring people with disabilities were developed to provide an opportunity to people with disabilities to show that they can do the job and to circumvent the attitudinal barriers that managers and supervisors have concerning people with disabilities. 

It is emphasized that candidates must be fully qualified in accordance with OPM Operating Manual for Qualification Standards and be able to perform the essential functions of the position with or without reasonable accommodation. 

There are two ways to hire people with disabilities noncompetitively: 

· People with disabilities can be certified as eligible by the State vocational rehabilitation agency or Department of Veterans Affairs.  Employees may be converted to competitive status after two successful years of job performance. 

· People who are severely disabled can also be hired noncompetitively after completion of a 700-hour appointment.  This trial appointment allows people with disabilities to demonstrate their ability to do the job.  If successful, employees may convert to a continuing Schedule A appointment without certification. 


2.  Internal



(a)  Developmental Opportunity Program (DOP).  The DOP program is a career enhancing program that offers on-the-job or formal training by allowing candidates at GS-01 through GS-08 and WG-01 through WG-07 to compete for a position below its target grade.  Target positions are normally classified as either career or bridge positions. 



(b)  Modification of Qualification Standards.  The experience requirements defined in any qualification standard may be modified for noncompetitive actions such as reassignments and changes-to-lower grade to allow the identification of closely related experience to be qualifying.  Qualification requirements for positions with greater promotion potential may also be modified in keeping with merit promotion procedures, which means selection must be done competitively so that all eligibles are considered under the same modified criteria.  This added flexibility allows managers to select candidates who clearly show the capability to perform the major task requirements of the position being filled based on closely related experience. 

The decision to modify qualification standards remains with the supervisor, while the determination of closely related experience becomes a joint effort between you and personnel management specialists involved in the Job Analysis and Promotion Evaluation Pattern (PEP) development process.  This provision does not authorize modification of minimum education, licensure, or certification requirements. 

C.  Ways To Increase Pay

1.  Recruitment and Relocation Bonuses.  Agencies have discretionary authority to make a lump-sum payment of up to 25 percent of basic pay to a newly appointed employee (in the case of a recruitment bonus) or to an employee who must relocate (in the case of a relocation bonus) to fill a position that would otherwise be difficult to fill.  In return, the employee must sign a service agreement with the agency.  A recruitment bonus may be used in combination with superior qualifications appointments.  Recruitment and relocation bonuses must be paid in accordance with the agency’s previously established recruitment and relocation bonus plans.  Recruitment and relocation bonuses are subject to the limit on aggregate compensation established by 5 U.S.C. 5307 and 5 CFR part 530, Subpart B. 

2.  Retention Allowances.  Agencies have discretionary authority to make continuing 
(i.e., biweekly) payments of up to 25 percent of basic pay to individual employees and of up 
10 percent of basic pay to a group or category of employees based upon a determination by the agency that:  (a) the unusually high or unique qualifications of the employees or a special need of the agency for the employees’ services makes it essential to retain the employees, and (b) the employee or a significant number of employees in the targeted category would be likely to leave the Federal Government (for any reason, including retirement) in the absence of a retention allowance.  Retention allowances must be paid in accordance with the agency’s previously established retention allowance plan and must be reviewed and certified annually.  Retention allowances are subject to the limit on aggregate compensation established by 5 U.S.C. 5307 and 5 CFR part 530, Subpart B. 

3.  Superior Qualifications Appointments.  Superior Qualifications Appointments can be made under this provision at a rate above the minimum rate of the appropriate General Schedule (GS) grade because of the superior qualifications of the candidate.  Federal agencies have the authority to set pay for new appointments or re-appointments of individuals to GS positions above step 1 of the grade based on superior qualifications of the candidate or a special need of the agency.  Agencies must have documentation and have established formal record keeping procedures on making superior qualifications appointments in place in order to make such appointments.  These are commonly referred to as “advanced-in-hiring rates.”


4.  Accelerated Training Program.  The accelerated training program consists of training agreements documenting formal training plans in support of the recruitment and systematic development of individuals with high potential.  Such authority establishes training programs that provide intensive and directly job-related training to substitute for all or part of the experience required by OPM qualification standards.  This provision does not authorize modification of minimum education, licensure, or certification requirements.  The use of accelerated training agreements authorizes accelerated promotion opportunities for individuals.  When an accelerated training plan is in place, an individual can advance to the next grade level within 6 months.

Accelerated training plans are appropriate for positions that are difficult to recruit or retain individuals.  The authority to establish an accelerated training plan rests with the individual at an installation that has appointing authority.  This is generally delegated to the Civilian Personnel Officer (CPO).  Supervisors should work with their servicing CPD in conjunction with the Education and Training Flight, when establishing accelerated training agreements.  Agreements that provide for successive accelerated promotions must receive prior approval from OPM.

An employee may not receive more than two promotions in any 52-week period solely on the basis of one or more training agreements.  

5.  Special Salary Rates:  Where disparities exist between government salaries and salaries in the local labor market, organizations can submit a request for special salary rates or a request to increase current special salary rates.  OPM is authorized to establish higher special rates of pay for an occupation or group of occupations nationwide or in a local area based on a finding that the government’s recruitment or retention efforts are, or would likely become, significantly handicapped without those higher rates.  The minimum rate of a special rate range may exceed the maximum rate of the corresponding grade by as much as 30 percent.  A special rate request must be submitted to OPM by the MAJCOM and must be coordinated with other federal agencies with employees in the same occupational group and geographic area.  Nation-wide special salary rates currently exist for Information Technology and Engineer occupations.  

D.  Employee Development and Training

All AFMC employees are required to have an Individual Development Plan (IDP) outlining the courses and development the employee and his/her supervisor agree that the employee requires.  The automated Education, Training and Management System (ETMS Web) is now online and is the required system to develop and maintain each IDP.  ETMS Web ensures an easy and quick way to house and track all IDP requirements.

Recent changes to the Government Employees Training Act (GETA) added considerable flexibility for the training that employees may receive.  Training can be used as an effective management tool to multi-skill the work force, improve performance, and recruit and retain quality candidates.  Specifically, it allows agencies to fund employee training to assist in achieving their mission and performance goals by improving employee and organizational performance.  Simply stated, training can be approved as mission-related as opposed to job-related.

Agencies may obtain training or education from the source that best meets their needs with no distinction made between government and non-government sources.

Agencies may share the costs of training and education with employees and may reimburse employees for all or part of the costs of successfully completed training and education. 

Funded Long-Term, Full-Time (LTFT) training (greater than 180 days) is available through Air Force Headquarters and, many times, through local base procedures.  Types of LTFT include, but are not limited to, undergraduate, graduate, doctorate degree programs, and Executive/ Managerial development programs.  LTFT training must focus on areas that address the needs of the Air Force.  Selection for LTFT training represents the greatest single investment the Air Force will make in an employee’s career.  Costs payable include tuition, registration, and in most instances, book costs.  LTFT training is a competitive program.

Agencies determine when continued service agreements are necessary to protect the government’s investment and may apply these agreements to government or to non-government training. 

To improve organizational performance in areas of critical skills shortages, agencies may pay for education leading to an academic degree.  Merit system principles apply to selecting candidates for academic degree training. 

The cost of training to prepare an employee for an examination (such as for licensing or certification) is payable when the training is relevant to the agency’s mission.  The cost of the examination is the responsibility of the employee.  The necessary cost of library and laboratory services are payable when they are an integral part of the course or program of study; or are required by the school as part of tuition fees.

Retraining for placement within the same agency is permitted.  Per Executive Order Number 11348, agencies are permitted to retrain employees for other occupations based upon organizational needs and when vacancies exist.  However, if new jobs offer more promotion potential to employees, the employees must compete to enter the retraining programs.  These competitive processes must be consistent with merit principles, Equal Employment Opportunity (EEO) considerations, and any union agreements.

The DD Form 1556 is to be used to purchase/certify for payment of employee training and development course.  In other words, the DD Form 1556 can be used as a purchase order.  The form is authorized by a training official instead of the contracting officer.  This creates a significant savings in cost and time for the agency.  The exception is course development when a course is to be developed specifically for an agency and an outside development source is preferred, the contracting officer will initiate procurement procedures.  

IV.  DEMONSTRATION PROJECTS
A demonstration project provides a means for testing and introducing beneficial change in government-wide human resources management systems.  A Federal agency obtains the authority from OPM to waive existing Federal human resources management laws and regulations in Title 5 United States Code (U.S.C.), and Title 5 Code of Federal Regulations (CFR), to propose, develop, test, and evaluate interventions for its own human resources management system that shape the future of Federal human resource management.  Demonstration projects attempt to provide managers, at the lowest practical level, the authority, control, and flexibility needed to achieve a quality work force.  Demonstration projects use a broadbanding system that replaces the current GS structure.  The broadband levels are designed to facilitate pay progression and to allow for more competitive recruitment of quality candidates at differing rates within the appropriate broadbands.  The use of broadbanding provides a stronger link between pay and contribution of an employee to the mission.  

AFMC is currently involved with two demonstration projects:  Acquisition Demo and Laboratory Demo.  These demonstration projects involve a streamlined hiring process, broadbanding, simplified job classification, a contribution-based compensation assessment/appraisal system, revised reduction-in-force procedures, and expanded training opportunities.

The DoD Civilian Acquisition Workforce Personnel Demonstration project covers the civilian acquisition work force and teams of personnel, more than half of which consist of members of the acquisition work force and the remainder of which consist of supporting personnel assigned to work directly with the acquisition work force.  To date, Edwards AFB is the only AFMC center to be participating in the demonstration project.

The Department of the Air Force Laboratory Personnel Management Demonstration project covers scientific (or scientists) and engineering positions assigned to the Air Force Research Laboratory.   

V.  FREQUENTLY ASKED QUESTIONS

A.  Alternative Staffing Options


1.  I have an administrative employee who is excellent.  How can I transition him/her to a specialist?  It is AF policy to design, administer, and support advancement opportunities for lower-grade level civilian employees through the Developmental Opportunity Program (DOP).  The DOP program is a career enhancing program that offers on-the-job or formal training by allowing candidates at GS-01 through GS-08 and WG-01 through WG-07 to compete for a position below its target grade.  You can restructure one of your positions for fill at the entry or at the intermediate grade levels and establish a position for fill under the DOP program.  You should check with your servicing CPD on the local procedures for use of this program. 


2.  Is there a program that allows organizations to hire college graduates without all the red tape associated with going to OPM for a list of eligibles?  Yes, there is a program that was authorized based on the Luveano Consent Decree called the Outstanding Scholar Program (OSP)

.


3.  What is the OSP?  The OSP is a special hiring authority established as a supplement to competitive examining for some entry-level positions.   


4.  My organization is currently limited on authorizations/vacancies; however, we anticipate a large surge in retirements within the next few years.  Is there any way that we can hire trainees now to reduce the impact of these retirees?  Yes, there are several areas that you can explore to achieve this goal.

(a)  Career Programs centrally manage and fund a number of training programs for employees newly hired into the Air Force.  Each year, the Career Programs allocates a certain number of these positions to each MAJCOM.  These programs include Palace Acquire and COPPER CAP.

(b)  Exploit underexecution to hire trainees.  There is a small risk associated with this approach as you use projected underexecution dollars to fund the salary of these trainees. 


5.  The mission of my organization is shifting.  As a result, we have a skills imbalance.  I know that some of my employees could perform the duties associated with new work; however, they do not meet OPM qualification requirements.  Is there way to reassign these people to the new positions?  Yes.  You can consider modifying the experience requirements defined in OPM’s qualification standards for noncompetitive actions.  This is generally known as Modification of Qualification Standards or general amendment.  


6.  What is the Presidential Management Intern (PMI) Program?  The PMI was established by Presidential Executive Order in 1977.  It is designed to attract to the federal service outstanding graduate students (Master’s and Doctoral-level) from a wide variety of academic disciplines who have an interest in, and commitment to, a career in the analysis and management of public policies and programs.  It is a 2-year internship program which enables graduate degree students to be appointed to federal positions as PMIs and to also have the opportunity to be converted to a permanent federal civil service position following their successful internship. 


7.  Who is eligible for the PMI Program?  Students who complete a master’s or doctoral-level degree from an accredited college or university during the current academic year.  For example, individuals applying for the 1999 PMI Program must complete all of their graduate-level degree requirements between 1 September 1999 and 31 August 2000. 


8.  Is a certain type of degree required for PMI?  No.  The PMI Program accepts applicants from a wide variety of graduate-level academic backgrounds and disciplines.  However, applicants must have an interest in a career in the analysis and management of public policies and programs. 


9.  How long does the PMI internship last?  PMIs receive an initial 2-year appointment to an excepted service position in the Federal Government.  At the end of their successful internship, PMIs may be converted to a permanent federal position.  The decision to convert a PMI to a permanent position is made by the federal agency to which the PMI is assigned. 


10.  Is the PMI internship paid?  Yes.  PMIs are hired at the GS-09 grade level (currently $33,000 range per year) for the first year.  After successful completion of the first year, PMIs are eligible for promotion to the GS-11 grade level (currently $40,000 range per year).  Upon completion of the 2-year internship, PMIs are eligible for promotion to the 
GS-12 grade level (currently $48,000 range per year). 


11.  Can I hire an individual above the PMI entry level pay rates if I have special skills, experience, or education?  No.  The PMI entry level is established by PMI Program regulation.  A higher step within the GS-09 grade level pay range may be permissible under certain federal pay procedures, only if an intern had prior higher level Federal Government service. 


12.  Does the PMI internship provide any special training opportunities?  Yes.  The PMI Program places a strong emphasis on career development.  During the 2-year internship, PMIs experience a myriad of challenging career opportunities.  OPM, PMI Program Office, provides structured orientation and graduation training programs.  Additionally, federal agencies also arrange for seminars, briefings, and conferences, as well as on-the-job training and other developmental opportunities.  Federal agencies also provide PMIs with rotational assignments.  These assignments expose the PMI to additional aspects of their agency, another agency, or another branch of the Federal Government. 


13.  Is preference given to honorably discharged veterans?  Yes.  If you served on active duty in the U.S. military, you may be eligible for veterans’ preference.  If your service began after 15 October 1976, to receive preference you must have a Campaign Badge, Expeditionary Medal, or a service-connected disability. 


14.  Does the PMI program accept individuals with disabilities?  Yes.  The Federal Government is an equal opportunity employer.  Hiring and advancement are based on qualifications and performance, regardless of your race, color, marital status, religion, sex, age, national origin, disability, sexual orientation, or political affiliation. 

B.  Bonuses and Allowances


1.  Private sector, in some cases, offers signing bonuses to new recruits.  Do we have any similar types of bonuses?  Yes.  The Federal Employees Pay Comparability Act (FEPCA) authorized the use of recruitment bonuses.


2.  What is a recruitment bonus?  A recruitment bonus is a lump-sum payment of up to 
25 percent of basic pay that an agency may pay to an employee newly appointed to a position that would otherwise be difficult to fill.  In return, the employee must sign an agreement to fulfill a period of service with the agency. 


3.  Who may receive a recruitment bonus?  Agencies may pay recruitment bonuses to eligible individuals who are appointed to GS, WG, senior-level and scientific or professional (SL/ST), Senior Executive Service (SES), and Executive Schedule positions.  Agencies may not pay a recruitment bonus to the head of an agency. 


4.  What is required for an agency to use the recruitment bonus authority?  Before paying a recruitment bonus, an agency must establish a plan for using the authority. 


5.  Can an employee who is receiving a special rate also receive a bonus?  Yes.  Agencies may pay recruitment bonuses to employees receiving a special rate.  By law, agencies must compute a recruitment bonus as a percentage of an employee’s annual rate of basic pay.  A special rate is considered basic pay for this purpose. 


6.  What is the required period of employment under a service agreement?  Under a recruitment bonus service agreement, an employee must serve at least 12 months in the AF.  


7.  Who approves the payment of a recruitment bonus?  In general, recruitment bonuses are recommended by the gaining supervisor, coordinated on by the second level supervisor, and approved by the installation commander (appointing official) or designee.  Career program positions also require coordination by the Career Program Policy Chair after review by the PALACE Team Chief and HQ USAF/DPF.  The installation commander has approval authority for these. 


8.  Can I pay a recruitment bonus to a newly appointed employee whose pay is set above step 1 using the Superior Qualifications Appointments authority?  Yes.  Under the recruitment bonus regulations (5 CFR 575.104(c)(2)(v)), agencies must consider, as applicable, the practicality of using the Superior Qualifications Appointments authority alone or in combination with the recruitment bonus.


9.  I would like to select an individual who is currently located at a different installation.  Are there any provisions that would allow me to offer the individual an incentive too if they accept the position.  Yes.  Relocation bonuses are authorized under 5 U.S.C. 5307.


10.  What is a relocation bonus?  A relocation bonus is a lump-sum payment of up to 
25 percent of basic pay that an agency may pay to a current employee who must relocate to a position in a different commuting area that would otherwise be difficult to fill.  In return, the employee must sign an agreement to fulfill a period of service with the agency.  In addition, the employee must establish a residence in the new commuting area prior to payment.


11.  Who can receive a relocation bonus?  Agencies may pay relocation bonuses to eligible employees who are appointed to GS, WG, SL/ST, SES, and Executive Schedule positions.  Agencies may not pay a relocation bonus to the head of an agency.


12.  What justification is required to use the relocation bonus authority?  Written justification must show that in the absence of a bonus the agency would encounter difficulty in filling the position.  The following factors may be considered in determining if a bonus should be paid and the amount of the bonus:  success of recruitment efforts, recent turnover, labor market factors that affect recruitment, special qualifications for the positions.  The decision to pay a relocation bonus must be made on a case-by-case basis unless prior approval has been granted by OPM. 


13.  Can I pay relocation bonuses to employees receiving a special rate or retained rate? Yes.  Agencies may pay relocation bonuses to employees receiving a special rate or retained rate.  By law, agencies must compute a relocation bonus as a percentage of an employee’s annual rate of basic pay.  Special rates and retained rates are considered basic pay for this purpose. 


14.  Can I pay or offer relocation bonuses to newly appointed employees?  No.  Agencies may pay relocation bonuses only to current Federal Government employees.  A recruitment bonus may be appropriate for a new employee.


15.  What is the required period of employment under a relocation bonus service agreement?  DoD has identified 12 months as the minimum length of time for a service agreement.  Check with your local CPD to find out about any locally established policies.


16.  May we pay a relocation bonus before an employee establishes a residence in the new commuting area?  No.  Under 5 CFR 575.205(c), an employee must establish a residence in the new commuting area before the agency may pay a relocation bonus.  


17.  Who can approve the payment of a relocation bonus?  In general, relocation bonuses are recommended by the gaining supervisor, coordinated on by the second level supervisor, and approved by the installation commander (appointing official) or designee.  Career program positions also require coordination by the Career Program Policy Chair after review by the PALACE Team Chief and HQ USAF/DPF.  The installation commander has approval authority for these.


18.  What are retention allowances?  Retention allowances are payments that an agency may use to help retain an employee.  Retention allowances are paid in the same manner and at the same time as basic pay.  Retention allowances may not exceed 25 percent of basic pay.


19.  Who may be paid a retention allowance?  Agencies may pay retention allowances to an eligible employee who holds a GS, WG, SL/ST, SES, and Executive Schedule position.  Agencies may not pay a retention allowance to the head of an agency. 


20.  What justification is required to use the retention allowances authority?  The selecting official must certify in writing that absent a retention allowance, the employee would be likely to leave the Federal Service.  The justification should include a description of the extent to which the employee’s departure would affect the organization’s ability to carry out its mission.  In addition, the justification should describe the results of recent recruiting efforts or the availability of the candidates in the labor market.


21.  Can I pay retention allowances to employees receiving a special rate or retained rate?  Yes.  Agencies may pay retention allowances to employees receiving a special rate or retained rate.  By law, agencies must compute a retention allowance as a percentage of an employee’s rate of basic pay.  Special rates and retained rates are considered basic pay for this purpose.


22.  May we pay a retention allowance to an employee who is likely to leave because of retirement?  Yes.  Under 5 CFR 575.304, an agency may pay a retention allowance to an employee likely to leave the federal service for any reason.


23.  Who approves the payment of a retention allowance?  In general, retention allowances are recommended by the supervisor, coordinated on by the second level supervisor, and approved by the installation commander (appointing official) or designee.  Career program positions also require coordination by the Career Program Policy Chair after review by the PALACE Team Chief and HQ USAF/DPF.  The installation commander has approval authority for these.


24.  How long may we continue to pay a retention allowance to an employee?  Agencies may continue paying a retention allowance as long as the conditions giving rise to the original determination to pay the allowance still exist.  Agencies must review retention allowances on an annual basis to determine if the need for the retention allowance still exists.


25.  I have an individual who is unable to continue working a 40 hour week.  She is planning to resign, is there anything I can do to maintain her corporate knowledge?  Yes.  There are several options available to you.  


(a)  You could change your position to a part-time slot.  Part-time is a work schedule that requires an employee to work less than full-time, but for a specific number of hours on a prearranged schedule.  An individual who is on a part-time position can work anywhere from 16 up to 32 hours per week.


(b)  You could change your position to a job share position.  Establishing job share positions is a way for management to offer part-time work schedules in positions where full-time coverage is needed.  Job sharing is when two employees voluntarily share the duties and responsibilities of a full-time position.  Job sharers are part-time employees and are subject to the same personnel policies on that basis.  It is a way for management to offer part-time work schedules in positions where full-time coverage is needed. 


(c)  You could establish telecommuting or flexiplace work schedules.  This type of work schedule allows employees to work at home or at another approved location away from the regular office.  Check with your local CPD regarding local policies that may apply.

C.  Ways to Increase Pay


1.  Am I limited to starting a new hire at the step 1?  No.  If the candidate has superior qualifications or there is a special need of the agency for the candidates services, pay can be set above the step 1.  This is know as Superior Qualifications Appointments.  Each agency using the superior qualifications authority must establish appropriate internal guidelines and evaluation procedures.  


2.  I am having a difficult time competing with the private sector when recruiting because of the time constraints to advance to the next grade.  Are there any flexibilities in this area?  Yes.  You can establish an Accelerated Training Program for the individual.  The accelerated training program allows the new employee to be advanced in grade after 6 months rather than 12 months by using a formal training plan that brings employees up to speed more quickly.


3.  What is an Accelerated Training Program?  The accelerated training program consists of training agreements documenting formal training programs in support of the recruitment and systematic development of individuals with high potential.  Such agreements provide a structured training plan under which employees can be given accelerated training or on-the-job experience to gain new skills more rapidly.  The use of accelerated training agreements authorizes accelerated promotion opportunities for individuals.


4.  Who can authorize an accelerated training plan?  The authority to establish an accelerated training plan rests with the individual at an installation who has appointing authority.  This is generally delegated to the CPO.


5.  How can I establish an accelerated training plan for new employees?  Supervisors should work with their servicing CPD in conjunction with the Education and Training Flight, when establishing accelerated training agreements. 


6.  Our pay is not compatible with the private sector within our local commuting area.  How can I get authority to increase pay in certain occupational series?  You can submit a request for special salary rates.  This request must be submitted through your servicing CPD to MAJCOM.  It must include justification to support increase (e.g., include salary rates of like positions in the commuting area).  In addition, you must get coordination with other local area DoD agencies that they concur with your request.  A certification that funds are available to cover increased salary costs if the request is approved must also be obtained.


7.  Who has the authority to grant special salary rates?  The final approval authority for special salary rates rests with OPM.


8.  I have a vacancy and would like to appoint a recently retired military member.  Unfortunately, I am being told that I have to wait 180 days after the individual retires before I can bring them on the rolls.  Is there any way to speed up this process?  Yes.  You can submit a request for a waiver to the 180-day process.  Waivers can be obtained by submitting requests through the servicing CPD to MAJCOM.  Documentation must support that there is no other candidate available for fill who possesses the knowledges, skills, and abilities of the retired military member.


9.  I have an employee who constantly receives outstanding ratings.  Unfortunately, at this time there is no avenue to promote this individual.  Is there some way I can advance his/her step increase.  Yes.  You may accelerate an employee’s pay by granting a quality step increase (QSI).


10.  Who has the authority to grant QSIs?  Agencies have discretionary authority to grant QSIs.  A supervisor should work through their servicing CPD.


11.  Who can receive a QSI?  An employee who has received the highest rating of record available under the applicable performance appraisal program, which would be “Superior.”  Supervisors should ensure that the QSI is based on the highest quality of performance and that the performance is expected to continue in the future.  The performance must be significantly above that ordinarily found in the type of position to which the employee is assigned.  Only GS employees are eligible to receive a QSI.


12.  Can I grant a QSI to an individual twice in one year?  No.  No more than one quality step increase may be granted within a 52-week period, and such an increase may not cause the employee’s pay to exceed the maximum rate of the grade. 


13.  I have several individuals who have been working on a special project.  I would like to award them for the contribution they have made.  What types of awards are available?  There are several options available for your use:


(a)  You have the authority to grant a cash award to an employee, individually or as a member of a group, up to $10,000 without external approval.


(b)  You have the authority to grant time off from duty without charge to leave or loss of pay as an award and to grant honorary, nonmonetary awards. 

D.  Education and Training


1.  Can an employee take college courses leading to an academic degree at government expense?  It depends.  The government can only pay for courses leading to a degree for shortage categories where the agency has authority to pay recruitment or retention bonuses.  The selection of employees for academic degree programs must be done competitively and according to merit system principles.  However, the government may pay for one or more college courses to improve an employee’s performance in his or her assigned duties and are related to mission needs. 


2.  Can an employee’s normal working hours be readjusted so that an employee can take courses at the employee’s own expense?  Yes.  Supervisors may adjust an employee’s normal working hours so the employee can take courses not sponsored by the agency if additional costs to the agency will not be incurred; completion of the course will better equip the employee for work in the agency; and there will not be appreciable interruption of work.  In addition, if the course is related to official duties, the employee may pay for the course and the supervisor may assign the employee to training during regular duty hours.


3.  Can catering services furnished by a hotel to a training conference be payable on a DD Form 1556?  Yes.  The costs of all catering services is payable as a proper administrative expense necessary to achieve the goals of the program.  This can be very effective in efforts to hold large training programs for agency employees.


4.  Can an employee selected for Long-Term Training choose to receive transportation of household goods rather than per diem?  Yes.  An agency may permit this if the transportation costs are determined to be less than the per diem costs for the period of training.  This is helpful by recognizing the occasional need of an employee assigned to training at a temporary duty station to relocate his/her family to the training site.


5.  Are annual dues for membership in a professional organization payable on a DD Form 1556?  Yes and No.  Only if it is in connection with the costs of a training course.  Individual payment of the membership fees are not payable/reimbursable to an employee, even if the government would benefit from the employee’s development as a result of the membership.
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VII.  ACRONYMS

ACWA
Administrative Careers With America

CFR
Code of Federal Regulations

CPD
Civilian Personnel Division

CPO
Civilian Personnel Officer

CSRS
Civil Service Retirement System

DoD
Department of Defense

DOP
Developmental Opportunity Program

EEO
Equal Employment Opportunity

ETMS
Education, Training and Management System

GETA
Government Employees Training Act

GS
General Schedule

FERS
Federal Employees Retirement System

FEPCA
Federal Employees Pay Comparability Act

IDP
Individual Development Plan

LTFT
Long-Term, Full-Time

MAJCOM
Major Command

OPM
Office of Personnel Management

OSP
Outstanding Scholar Program

PEP
Promotion Evaluation Pattern

PMI
Presidential Management Intern

QSI
Quality Step Increase

SCEP
Student Career Experience Program

SEEP
Student Education Employment Program

SES
Senior Executive Service

SL
Senior Level

ST
Scientific

STEP
Student Temporary Employment Program

U.S.C.
United States Code

VRA
Veteran’s Readjustment Act
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