KANSAS NATIONAL GUARD


Technician Personnel Pamphlet 335

MERIT PLACEMENT AND
PROMOTION PLAN


Office of Primary Responsibility:
Human Resources Officer
2722 SW Topeka Blvd
Topeka, Kansas 66611-1287






15 July 2012

Office of the Adjutant General
KANSAS NATIONAL GUARD
MERIT PLACEMENT AND PROMOTION PLAN


The information within this plan is applicable to all personnel of the Kansas Army and Air National Guard.  Users are invited to send comments and suggested improvements to:  JFHQKS/HRO, 2722 SW Topeka Blvd, Rm 141, Topeka, KS 66611-1287.
TABLE OF CONTENTS

									PARAGRAPH      PAGE
Chapter 1 – GENERAL GUIDANCE
	Purpose								1-1		    1
	References								1-2		    1
	Scope									1-3		    1
	Responsibilities							1-4		    1
	Managements Rights						1-5		    2

Chapter 2 – EXEMPTIONS TO COMPETITION
	Actions Exempt from Competition				2-1		    3
	Placement Plan for Technicians Entitled to 
	Grade Retention							2-2		    3
	Temporary Promotions						2-3		    4
	Details								2-4		    5
	Documentation Required						2-5		    5
	
Chapter 3 – Position Announcement and Application 
Procedures
	Vacancy Request							3-1		    5
	Use of Entry/Upward Mobility Positions			3-2		    6
	Posting of Announcements					3-3		    7
	Area of Consideration						3-4		    7
	How to Apply Procedures					3-5		    7
	Application Procedures						3-6		    7

Chapter 4 – Processing Applications
	Determining Eligibility						4-1		    8
	Referral								4-2		    9

Chapter 5 – Selection and Interview Process
	Selecting Official Responsibilities				5-1		    9
	Upon Receipt of Certificate of Eligibles, Selecting
	Official Will								5-2		    9
	HRO Responsibilities Upon Receipt of the Selection 
	Package								5-3		   10
	Selecting Officials Responsibilities upon HRO Approval	5-4		   11



Chapter 6 - Placement/Promotion Records Required for HRO
	Purpose								6-1		   11
	Records								6-2		   11
	Privacy Protection							6-3		   11

Chapter 7 – Grievances and Complaints
	Grievances								7-1		   12
	Discrimination Complaints					7-2		   12
	Administrative Reviews						7-3		   12

Chapter 8 – Temporary or Indefinite Appointments		
	Purpose								8-1		   12
	Appointment Requirements					8-2		   12
	Termination								8-3		   14
	Extension Procedures						8-4		   14
	Separation Procedures						8-5		   14

Chapter 9 – Key Staff Positions
	Definition								9-1		   14
	Procedure								9-2		   14
Approval								9-3		   14
Appointment   							9-4		   14

Appendix 1 – References									   15

Appendix 2 – Glossary									   15

Appendix 3 – Interview Guidelines							   18

Appendix 4 – Prohibited Personnel Practices						   20

15 July 2012		TPP 335

											


1

Chapter 1
General Guidance

1-1. Purpose
a. To establish policies and procedures for merit promotion and internal placement of dual status and non-dual status positions authorized in the Kansas Army and Air National Guard.  Employees serving in temporary, indefinite or term appointments are excluded from the promotional provisions of this plan and will only be considered for positions for which other non-technicians are eligible.   
b. It is the policy of The Adjutant General of Kansas to fill all dual status and non-dual status technician positions with the best qualified candidates based on merit and job related factors and ensure that all technicians have the opportunity to develop and advance to their full potential.
c. All merit placement actions will be made without discrimination.  Actions will not be based on non-merit reasons such as race, color, religion, gender, national origin, marital status, age, non-disqualifying physical handicap, membership or non-membership in employee organizations, personal favoritism, lawful political affiliation, or patronage.  
d. To the fullest extent possible, the technician's knowledge, skills, and abilities will be the basis for filling position vacancies.
e. Military requirements are considered as job-related qualifying factors for all dual status positions.
f. The Kansas National Guard is an Equal Opportunity Employer.

1-2. References
Required and related publications are listed in Appendix A.

1-3. Scope
a. This plan encompasses all technician positions in the Kansas National Guard, unless there are exceptions made by a collective bargaining agreement between the Adjutant General of Kansas and a labor organization granted exclusive recognition. 
b. This plan will be used in filling positions through initial appointment, promotion, reassignment, reinstatement, demotion, re-promotion, priority placement program, re-employment priority list and transfer.

1-4. Responsibilities
a. The State Adjutant General is appointed under Title 32 USC, Section 709, to employ and administer the National Guard technician program.  As such the Adjutant General is the highest level of authority in the state concerning the overall application of the Merit Placement Plan.
b. The Adjutant General has further delegated the following authorities to the Human Resources Officer (HRO) who is responsible to the Adjutant General to ensure that the requirements of the Merit Placement Plan are accomplished. 


c. The HRO will:
(1) Develop, maintain, evaluate and revise the program as necessary.
(2) Assure candidates are properly screened, evaluated and certified for placement.
(3) Maintain the necessary records related to all merit placement actions.
(4) Administer the Merit Placement Plan to ensure that all legal and regulatory requirements are met, and provide guidance to supervisors and technicians concerning their responsibilities under this plan.
(5) Ensure each individual’s right to privacy is protected in accordance with (IAW) the Privacy Act of 1974.
(6) Provide continuing publicity and training for the Merit Placement Plan.
d. Managers and Supervisors will:
	(1) Know and comply with the provisions of this plan and keep technicians informed of its provisions.  
	(2) Assure that actions affected within their area of responsibility are based on merit, in concert with affirmative action goals, and without discrimination.
	(3) Encourage technicians under their supervision to participate in developmental opportunities and to apply for positions for which qualified.
	(4) Recommend changes to this plan to the HRO.
	(5) Assure technicians under their supervision who are absent (military duty, service schools, etc.) are informed of position vacancies which occur and for which they have indicated an interest, in writing, when the technician provides a means to be contacted during the period of absence. 
	(6) Avoid any practice of pre-selection or selection based on personal favoritism.
	(7) Ensure all requests for personnel actions are submitted to the HRO in a timely manner.
e. Individual technicians are responsible for:
(1) Preparing for promotion consideration by participating in self-development activities.
(2) Familiarizing themselves with the provisions of this plan.
(3) Assuring resumes contain accurate and current information concerning qualifications, job related training, experience and self-development activities; plagiarism is unauthorized and may result in non-qualification.
(4) Notify their supervisor, in writing, of their general job interest, should a position vacancy occur during a period of absence.  This request includes providing accurate contact information and/or all necessary documents to be submitted for position vacancies.

1-5. Management's Rights
Recognizing that it is essential to the accomplishment of the mission of the Kansas National Guard that technician positions be filled with the best qualified individuals available, management retains the right to:
a. Select or not select from among a group of qualified candidates. 
b. Select candidates from any appropriate source most likely to best meet the mission objectives of the Kansas National Guard.

	
	


Chapter 2
Exemptions to Competition

2-1. Actions Exempt from Competition
a. Promotion due to issuance of new classification standards or the correction of a classification error.
b. Promotion resulting from a technician’s position being classified at a higher grade based upon a position audit. 
c. Position change required by Reduction in Force (RIF) regulations.
d. Promotion when competition was held earlier (i.e., position advertised with known promotion potential).
e. Key Staff positions (refer to Chapter 9).
f. Position change (reassignment), whether voluntary or management directed, to a position of the same grade having no higher promotion potential.
g. Placement of over-grade technician entitled to grade retention as a result of RIF or reclassification actions.  
h. A temporary promotion or detail to a higher grade position or a position with known promotion potential for 120 days or less.  (Reference Chapter 2, paragraphs 2-3).
i. Selection of a former technician from the Reemployment Priority List for a position at the same or lower grade than the one last held.
j. Individual requesting restoration to the technician program after a period of active military duty not exceeding 5 cumulative years; Uniformed Services Employment and Reemployment Rights Act (USERRA).
k. Placement as a result of priority consideration when a qualified candidate was not given proper consideration in a previously announced competitive action.
l. A temporary hire of 240 days or less which cannot be extended (see chapter 8).
m. Reassignment or change to a Lower Grade.
n. Re-promotion to a grade, intervening grade, or position from which a technician was demoted without personal cause and not at his/her request.

2-2. Placement Plan for Technicians Entitled to Grade Retention
a. Coverage. The provisions of this plan apply to technicians entitled to grade retention under Section 5362 of Title 5, United States Code. These procedures do not apply to technicians entitled to pay retention only. The Civil Service Reform Act of 1978 provides for grade retention for 2 years for technicians who are demoted through no fault of their own as the result of reclassification of their positions, reduction-in-force or transfer of function provided they had held one or more positions at a grade or grades higher than the new position for at least 52 weeks.
b. Policy. It is the policy of the Department of Defense (DOD), National Guard Bureau (NGB) and the Adjutant General of the State of Kansas, to provide aggressive priority placement assistance to those technicians in grade retention status.
c. Placement Actions.  Separate Army National Guard (ARNG) and Air National Guard (ANG) retained grade rosters (priority placement) will be maintained by the HRO.  Technicians who are placed in lower graded positions as the result of reduction-in-force or reclassification actions will be given priority placement to an equal or intervening grade positions for which they meet the full technician and military qualifications. Such priority placement efforts will precede normal vacancy publication actions under this Merit Placement Plan. Upon receipt of a request to publish a vacancy announcement, the HRO will:
	(1) Review the Priority Placement List (PPL), and determine if qualified technicians are available within the commuting area. If there is more than one qualified technician within the commuting area, an offer in the form of a Certificate of Eligibles will be forwarded to the supervisor of the vacant position for selection. The supervisor must make selection from the Certificate of Eligibles.  When there is only one qualified technician, the technician and supervisor will be notified of the placement action.
	(2) If the PPL has qualified technicians outside the commuting area, offers may be made.  No offer outside the commuting area will be made to intervening grade positions.
	(3) If there are no qualified technicians on the PPL the position will be released for announcement.
d. Grade and pay retention will be terminated if a technician refuses a reasonable offer to a position within the commuting area equal to the technician’s retained grade.  Acceptance or declination of a position at an intervening grade, or outside of the technician’s commuting area will not affect grade retention.

2-3. Temporary Promotions (Time-Limited Promotion IAW 5 CFR 335.102(f)):
a. A temporary promotion is a means of meeting a situation requiring the temporary service of a technician in a higher graded position.  A temporary promotion to an established position not only recognizes management's needs and the technician's new responsibilities, but may also compensate the technician monetarily for the higher graded work performed when assigned for periods greater than 30 continuous days (unless superseded by a collective bargaining agreement).  The technician selected, however, must fully meet the qualification requirements of the higher graded position; a resume must accompany the SF 52/electronic Request for Personnel Action (eRPA) to determine qualification. Grade and/or pay retention benefits are not granted to the technician upon return to his/her former grade.  For periods 30 days or less see paragraph
2-5, of this chapter.
b. It may be used, for example, when:
(1) A technician has to perform the duties of a position during the extended absence of the incumbent.
(2) To fill a position that has become vacant until a permanent appointment is made.
(3) To assume responsibility for an increased workload for limited periods. 
(4) To participate in a special project that will last for a limited period.
c. A temporary promotion is not appropriate for training or evaluating a technician’s performance in a higher-graded position.  It may not be used to give a technician a trial period before permanent promotion, to decide among candidates for permanent promotion, or to train a technician in a higher graded position.
d. A technician selected for a temporary promotion will be given an advance written notice by his supervisor outlining the conditions of the temporary promotion.  The notice will include the time limit of the promotion; the reason for a time limit; the requirement for competition for promotion beyond 120 days, where applicable; and that the technician may be returned at any time to the position from which temporarily promoted.  The return is not subject to the procedures in Technician Personnel Regulations (TPR) 351 (Reduction-in-Force), TPR 430 (Performance Management), 752 (Adverse Actions), or 771 (Grievance Procedures).  
e. Temporary promotions beyond 120 days must be filled using the competitive procedures of this regulation.  The duration of the temporary promotion must be specified and will be for a period of not more than 5 years.  Prior temporary promotion time served during the preceding 12 months is included when computing the period.
f. A temporary promotion may be made permanent if competitive procedures were used originally, and the vacancy announcement stated it could lead to a permanent promotion without further competition (i.e., “temporary promotion not to exceed 12 months with possible permanency.”)

2-4. Details
When the necessary services cannot be obtained by other means (i.e., through temporary promotion, reassignment, competitive procedures), a technician may be detailed in 120-day increments to the same, higher graded, or lower graded General Schedule or Wage Grade position for up to 1 year. Technicians do not need to meet the qualification requirements of the position and do not receive a change in pay.   Details exceeding one year will be filled through competitive procedures.  Extensions beyond the initial 120 days require a request from the supervisor providing justification as to why the exception should be granted.  Such requests will be forwarded to HRO for approval. In accordance with TPR 430, details of 120 days or longer require standards to accompany the request. When required by TPR 430, standards will be completed using the performance appraisal application.

2-5. Documentation Required
Personnel actions outlined in this chapter will be requested using a SF52/electronic RPA, and will be submitted through normal channels.  Detailed examples can be found at the HRO Web Site; http://www.kansastag.gov/FEDHRO.asp?PageID=393.  Details of 30 days or less are documented by the supervisor on the technician’s supervisor work brief.  Details or temporary promotions 31-120 days will be documented on a SF 52 and submitted to HRO for action.  

Chapter 3
Position Announcement and Application Procedures

3-1. Vacancy Request
a. Supervisor Responsibilities. When requesting to fill a position, the selecting official will submit an SF 52/electronic RPA, through normal channels, to the HRO.  
	(1) Part A: Items 1, (including status of position; permanent, indefinite, temporary; type of appointment; dual status or non-dual status), 3, 4, 5 and 6.  
	(2) Part B:  Items 7-10 (position title, position description number, position number, pay plan, series and grade(s)), 14 (name and location of position’s organization), 39 (duty station).  
	(3) Part D:
		(A) Date position will be vacant and name of previous occupant (as applicable).
		(B) Name, title, and phone number of the selecting official.  This will be the person that will conduct the interview(s) from the Certificate of Eligibles. 
		(C) Military requirements (officer, warrant officer, enlisted; maximum and minimum military grade; ASFC/MOS; etc.), based upon compatible vacancies with military personnel manning documents. NOTE:  Military or technician grade inversion is not permitted; i.e., a technician is subordinate to an individual in technician status but senior to him/her in a military status.
		(D) Recommended area of consideration will be sufficiently broad enough to ensure the availability of high quality candidates.
		(E) Recommended selective placement factors. If selective placement factors are used, full justification must be submitted. 
		(F) Position sensitivity (level of security clearance required).  All Army positions will carry a minimum position sensitivity level of 1 – Non-sensitive.  All Air positions will carry a minimum position sensitivity level of 2 - Noncritical Sensitive.

	LEVEL
	NATIONAL SECURITY RISK
	SECURITY CLEARANCE REQUIRED

	4-Special Sensitive
	Potential for inestimable damage
	Top Secret/ Sensitive Compartmented Information (TS/SCI)


	3-Critical Sensitive 
	Potential for exceptionally grave damage
	Top Secret

	2-Noncritical Sensitive
	Potential for serious damage
	Secret

	1-Nonsensitive
	Potentially prejudicial
	Confidential



		(G) For positions with ongoing requirements requests for ‘Open until Filled’
	announcements will be considered.
			(H) Other relevant information as appropriate.
b. HRO Responsibilities:
	(1) Announce the position after validating an authorized vacancy exists, accuracy of information provided by the selecting official and adequate funds are available.  
	(2) Accomplish the actions required for technicians entitled to grade retention (see Chapter 2-2) to assure that placement assistance is given to technicians so affected. 
	(3) At a minimum, the vacancy announcement will contain the mandatory information as outlined in Chapter 3, paragraph 3-1, the opening and closing dates (as applicable), how to apply, and the Equal Employment Opportunity statement. 
	(4) Copies of Position Descriptions are available to the applicants upon request.

3-2. Use of Entry/Upward Mobility Positions
When the qualification requirements of a position are such that it is difficult to find fully qualified applicants, or it is to be filled at a lower grade, the position may be announced for consideration of fully qualified applicants and applicants qualified at the entry level. The requesting activity will provide the HRO the same information as outlined in Chapter 3 paragraph 3-1, but will also include the recommended grade(s).

3-3. Posting of Announcements
Vacancies will be announced for a minimum of 10 days (unless superseded by a collective bargaining agreement) to ensure interested persons are aware of the vacancy.  Open until filled announcements may be issued for positions for which there are continuing requirements.  Open until filled announcements do not include closing dates (it is the responsibility of the selecting official to periodically contact the staffing section to determine dissemination of applications).  Announcements will be posted on the USA Jobs (https//www.usajobs.gov/) and the HRO webpage, as well as, distributed via email, and disseminated by HRO Remote Designees. 

3-4. Area of Consideration
a. The area of consideration for each specific position vacancy announcement will be recommended by the selecting official; however, HRO is the final approval authority to ensure the receipt of sufficient qualified candidates. 
b. The type of position, availability of candidates, position qualification, budgetary limitations, and compatibility requirements are additional factors which may be used in determining the area of consideration.  
c. Management may expand the area of consideration for a particular placement action when it has been determined that the initial area did not produce a sufficient number of qualified candidates.  
d. Areas of consideration may be used selectively, or in the combinations necessary to develop an adequate listing of qualified and available candidates for the position. Examples include: 
	(1) All excepted technicians employed at the (installation, organization, functional area, etc.).
	(2) All excepted technicians in the Kansas Army National Guard or all excepted technicians in the Kansas Air National Guard.
	(3) All members of the Kansas National Guard.
	(4) Personnel eligible for membership in the Kansas National Guard.
	(5) All non-dual status technicians of the Kansas National Guard.

3-5. How to Apply Procedures
a. Resume. The resume will be used to identify the applicants complete work history.  A resume developed with the resume builder in USA Jobs or an independently created resume are both acceptable forms of applications.
b. All personnel (except current tenure 1 & 2 employees) are required to complete and sign an OF 306, Declaration for Federal Employment at the time of application.  Failure to do so will result in immediate disqualification.  This form can be found at http://www.kansastag.gov/FEDHRO.asp?PageID=393 or at www.opm.gov .

3-6. Application Procedures
a. Complete all required documents and submit in USA Jobs NLT the date and time specified on the announcement.  USA Jobs will not accept applications submitted after the cutoff time and date.  Acceptable methods of submission include on line at http://www.usajobs.gov/ or fax to USA Jobs using the US Government Application Cover Page https://staffing.opm.gov/pdf/usascover.pdf  or OPM Form 1203-FX. HRO cannot accept faxed applications directly. Faxed applications must be submitted by the applicant directly to USA Jobs.  Fax number will be provided on the vacancy announcement.
b. It is essential in determining basic eligibility that each applicant include all experience, dates of employment, number of hours worked per week, education, training, awards, special qualifications (driver’s license, security clearance, etc.), and other information which is directly related to the position for which application is made.  Only information in the resume and attached documents will be used in the qualification process.  In accordance with the 2008 Presidential hiring reform, knowledge, skills, and abilities (KSAs) are no longer used in the qualification process.
c. A complete application package must be submitted to USA Jobs for each vacancy announcement.  
d. Applicants who are not permanent employees of the Kansas National Guard must submit/upload a signed OF 306 (Declaration for Federal Employment). Failure to provide a wet signature, (hand written) will result in immediate disqualification.

Chapter 4
Processing Applications

4-1. Determining Eligibility
Basic eligibility determination will be accomplished by the HRO as follows:
a. Qualifications will be based solely on experience and/or education provided by the applicant in their resume and via the online questionnaire/assessment.  Applicants must meet the minimum qualifications established by NGB for the position including any selective placement factors.  Applicants who meet the minimum qualifications will be considered basically qualified.  
b. The minimum qualification standards are based upon NGB Qualification Standards, the position description, military qualifications and selective placement factor (if used), and will serve as the basis for determining eligibility. 
c. Applicants, who meet the basic qualification requirements, as indicated on the vacancy announcement, will be certified to the selecting official utilizing an automated Certificate of Eligibles in USA Staffing. The Certificate of Eligibles will list all qualified applicants.
d. For positions advertised at multiple grade levels (e.g. trainee), the Certificate of Eligibles will indicate the grade level for which each applicant is qualified.   
e.  Military grade requirements – Applicants must meet the military grade requirements for the position.  Determination of eligibility for appointment or to commission as an officer will be made by the appropriate military personnel office.  Applicants ineligible for appointment to the required military grade will not be considered for the position.  Applicants who exceed the maximum grade, and are willing to accept a military demotion, may be considered.  A signed statement indicating they will voluntarily accept a demotion, if selected, must be submitted. 
f. Conditions of employment – requirements of the position which are necessary in order to perform the duties of the position (e.g. driver’s license, security clearance, educational requirements) must be met.  In addition, positions may have established requirements which must be met for employment or for continued retention.  
g. USA Jobs will send an email notification to applicants not meeting the minimum qualifications.


4-2. Referral
a. For non-bargaining unit positions, all eligible candidates will be certified to the selecting official on one Certificate of Eligibles. 
b. For bargaining unit positions, the Certificate of Eligibles will be accomplished in accordance with the appropriate labor relations agreement. 

Chapter 5
Selection and Interview Process

5-1. Selecting Official Responsibilities
a. Selecting officials are accountable for their selection and promotion practices. They must ensure that selections/promotions are nondiscriminatory, procedurally correct and follow regulatory guidance.  
b. SF-181, Ethnicity and Race Identification, must be attached to each qualified application/resume. This is for statistical data and should be completed (where indicated) and returned to HRO.  If not completed by the applicant the selecting official will complete the form. 
c. Title 5, Code of Federal Regulations, Section 310, “Employment of Relatives” applies to all National Guard personnel.  The selecting official is responsible to review this information as well as NGB-J1-TN Policy Regarding Employment of Relatives (Nepotism) when applicable.  

5-2. Upon Receipt of Certificate of Eligibles, Selecting Official Will
a. Review each resume and schedule interviews for each applicant on the Certificate of Eligible’s.  While it is optional for the applicant to complete the SF-181 this information is helpful to have prior to identifying the interview panel.  Selecting officials are encouraged to identify any minority/female applicants prior to establishing the interview panel to facilitate implementation of the state diversity plan.
b. Interviews must be conducted regardless of Certificate of Eligibles the number of applicants. 
c. Every effort will be made to conduct personal interviews.  When personal interviews are not reasonably possible, telephone interviews will be conducted.  In the unlikely event a candidate cannot be contacted to schedule an interview the selecting official will document all attempts and contact HRO for further direction.  
d. When a certificate contains three or less qualified applicants the selecting official has the option to continue the selection process or return the certificate and request re-advertisement by expanding the area of consideration, restructuring the position, etc.  HRO will assist in the re-advertisement; HRO will notify applicants on the Certificate of Eligibles. 
e. The Certificate of Eligibles is valid for a period of 45 days from the date of issuance.  If the selecting official has not notified HRO of their selection or requested an extension by the 45th day, the personnel action request and certificate will be cancelled.  
f. The selecting official will develop a standard set of questions for use with each candidate.  Questions must relate to bona fide occupational qualifications.  Under no circumstances will questions relating to race, religion, color, national origin, sex, age, politics, marital status, spousal occupations, arrest and conviction records, or other non-merit factors and matters not related to the job be addressed during the interview process. 
g. Panel interview is the preferred method of interviewing objectively.  If a minority/female candidate is being considered for the position it is highly recommended that one voting panel member be a minority/female representative.  
h. Further interview techniques are included in Appendix 3.
i. Any candidate certified on the certificate may be selected.  The selecting official and interview panel (if used) will consider affirmative employment goals when making selections.  
j. Technicians are subject to the personnel security requirements in accordance with TPR 700 (732.1).  The selecting official and HRO will determine whether the applicant has the required security clearance.  HRO will not complete the appointment process until the applicant has initiated the paperwork necessary to obtain the appropriate clearance.  If a technician cannot meet the security requirement of the position, removal from the position is required in accordance with TPR 715.   
k. It is the responsibility of the selecting official to return the certificate to the HRO through USA Staffing with the required documents:
      (1) SF 52.
            (2) Resumes.
            (3) Copies of the interview questions, (notes, score sheets etc. of the interviews) for each applicant.
	(4) ARNG personnel will attach a copy of the personnel action request (as necessary) to document a technician’s compatible military assignment.
	(5) ANG personnel will attach AF Form 2096 (as necessary) to document a technician’s compatible military assignment.
      l. If the person selected is already a technician, the gaining supervisor will arrange for a release date with the losing supervisor.	
     m. Upon a decision by the selecting official an offer of employment may be made to the selectee, however an official announcement of selection may not be made until the HRO has approved the selection.
     n. If all applicants are rejected, the certificate will be returned to the HRO with the documented rationale as to why each applicant was rejected and why a selection could not be made.

5-3. HRO Responsibilities Upon receipt of the Selection Package
a. The HRO will perform an administrative review of all the records.  If the nomination is not approved, the selecting official will receive further instructions from the HRO as to the options available.
b. Notify the selecting official when the selection is approved and coordinate start date. 
c. Determine the effective date of appointment and to coordinate with the selecting official to notify selectee to confirm the scheduled date and time to begin employment and in-processing.  This responsibility may be delegated to remote designees (Air).  
d. Complete the merit promotion file in accordance with Chapter 6.
e. Notify selectee when there are training requirements (military or technician) associated with the position and failure to complete established requirements will be cause for removal.
f. Arrange for medical screening, if required. 
g. The SF-86 Questionnaire for National Security Position (or equivalent) will be completed by the selectee at the time of in-processing or appointment under the following situations:
	(1) Security clearance was lower than clearance required for the nominated position.
	(2) Background investigation was conducted more than 2 years before nomination. 
	(3) There is no record of a background investigation.
h. Prior to appointment, for dual status technicians, the selectee must meet compatibility requirements set forth in TPR 303.    

5-4. Selecting Officials Responsibilities upon HRO Approval
a. Be prepared to discuss with the non-selected applicants what they can do to improve their interview.  
b. Ensure that new appointments attend scheduled mandatory in-processing and are informed where to proceed after completing in-processing.  New appointments are not eligible to start their employment until they have completed this requirement.  

Chapter 6
Placement/Promotion Records Required for HRO

6-1. Purpose
Complete merit promotion records are required to be maintained by the HRO for 24 months for the following reasons:
a. To provide an audit record of the action taken.
b. To evaluate the merit placement program.
c. To provide proof that merit placement actions are being made on a fair and equitable basis in accordance with this plan.

6-2. Records
Sufficient records are required to allow reconstruction of the placement actions for inspections and grievances. As a minimum, the following information and forms will be retained for each merit promotion file:
a. A copy of the SF52/eRPA from the selecting official.
b. A copy of the vacancy announcement.
c. Forms used in the evaluation and rating process.  This includes the questions, notes and scoring sheets used by the selection panel.
d. For NDS appointments only, a record of the Priority Placement List, (PPL), being cleared.
e. Applications.
f. Certificate of Eligibles.

6-3. Privacy Protection
Information relating to individual placement actions or to the candidate will not be discussed with unauthorized personnel. Supervisors and personnel specialists participating in merit placement actions will not disclose the details of their work to unauthorized persons. The HRO will comply with all privacy act or freedom of information act procedures and requirements.  Applicants who call the HRO for information pertaining to the advertised position will only be provided information on their personal application. 




Chapter 7
Grievances and Complaints

7-1. Grievances
A technician who believes proper procedures were not followed in a particular placement action for which they were an applicant may present a grievance under the appropriate grievance procedures.  A grievance will not be considered when based solely on non-selection from a properly constituted Certificate of Eligibles, or an action required to be taken by this department under the provisions of statute; or instructions from National Guard Bureau and/or the Office of Personnel Management.

7-2. Discrimination Complaints
Allegations of discrimination based of race, color, religion, sex, age, handicapping condition, or national origin made during any phase of the selection process will be considered under the Kansas National Guard Equal Employment Opportunity Program.

7-3. Administrative Reviews 
All applicants have the right to request an administrative review of the procedures used in determining qualifications for placement/promotion, or failure to be placed on any Certificate of Eligibles.  Requests not resolved at the lowest level will be submitted in writing to this office, “ATTN:  HRO”, not later than 10 days after the date the applicant/technician was notified.

Chapter 8
Temporary or Indefinite Appointments

8-1. Purpose
Temporary or Indefinite appointments are designed to provide technicians to assist with short-term additional work requirements. Technicians granted temporary appointments do not serve a trial period, do not have reduction in force protection, and may be separated before the expiration of their appointment when their services are no longer needed or there is no longer any funding for the position.

8-2. Appointment Requirements
a. Temporary limited (not to exceed 240 days in a 12 month period) appointments.  Persons appointed to positions under this authority:
	(1) Dual Status appointments must be members of the Kansas Army or Air National Guard, as appropriate.
	(2) For Non-Dual Status appointments, military membership is not required; however, a valid NDS authorization must be available.
	(3) Must meet all technician, and military (for dual status) appointment requirements for excepted positions (i.e., officer, warrant, enlisted).
	(4) Must meet the qualification standards established for the position.
	(5) May be terminated at any time during appointment for lack of work, lack of funds, performance or conduct reasons.
	(6) Are not eligible for employer matched health benefits, Federal Employee Group Life Insurance, Thrift Savings Plan, or Federal Employees Retirement System.
	(7) Temporary employees do accrue annual and sick leave.  
	(8) This appointment authority does not require competition. 
            (9) For temporary appointments the selecting official must submit a SF 52/eRPA and the technician’s employment application (resume and OF 306) to request the appointment.
b. Indefinite appointments.  Excepted appointments with indefinite time limitations should be used when the need is expected to extend beyond 1 year. The most common reasons for an indefinite appointment are to backfill a mobilized technician, to accomplish special work, or in support of a reimbursable funded program.  There is no authority to make indefinite non-dual status appointments.
	(1) General guidance.  Competitive procedures established within this TPP must be used when filling a position on an indefinite basis, and is identified on the job vacancy announcement (for example, “indefinite”, or “indefinite with possible permanency”).  Persons appointed with indefinite status:
a. Must meet all military membership and compatibility requirements.
b. Must meet the qualification standards established for the position.
c. Do not acquire permanent status, unless the vacancy announcement specifically identified the potential for conversion to permanent status. Technicians will be placed in Tenure Group 3 for reduction-in-force purposes.
d. Do not serve a trial period, however, service in an indefinite status is considered for future placement.
e. May be separated when services are no longer needed.  The provisions of TPR 752 do not apply.
f. May be promoted, changed to lower grade, or reassigned to other positions with indefinite status.
g. Are eligible for all benefits received by permanent technicians.
	(2) Indefinite appointment to backfill a mobilized technician
a.  Duration of the appointment will be established based on the length of tour of the incumbent plus 30 days.  
b.  The technician will receive a 30 day notice at the time of appointment.  
	(3) Indefinite appointment for special work.
a.  Duration of appointment will not exceed 30 Sep of the Fiscal Year (FY).  Selecting officials, through their normal channels must justify ongoing need annually.  
b.  The technician will receive a 30 day notice at the time of appointment.  
c.  Approximately 30 days prior to end of appointment the selecting official will receive notice from HRO to validate the ongoing need.
d.  If the supervisor validates an ongoing need, and funding is available, the technician will maintain employment for the next FY (NTE 30 Sep).  Without additional validation the technician will be released at the end of the current fiscal year. 
e.  Indefinite employees who are in a Leave Without Pay, (LWOP), Status, will be ineligible for extensions beyond the current FY.  (Exceptions are reimbursable programs and special programs identified by the Adjutant General.)
	(4) Indefinite appointment within a reimbursable funded program
		     a.  A 30 day notice will be issued at in-processing. 
 	     b.  It is the responsibility of the supervisor to contact the HRO for assistance for adverse actions, lack of available funds, or reduced work requirements.  

8-3. Termination
 Technicians serving under a temporary or indefinite appointment will be separated when:
a. The appointment expires.
b. There are no funds to support the appointment.
c. There is no longer a need for the services. 
d. There is evidence of misconduct.

8-4. Extension Procedures
a. For temporary appointments a SF 52/eRPA will be used to request an extension not to exceed 240 days within a 12 month period.
b. For indefinite appointments annual revalidation per paragraph 8-2(b)(3)(d) is required.

8-5. Separation Procedures
A SF 52/eRPA is required for both temporary and indefinite appointments only when the projected termination date has been adjusted.

Chapter 9
Key Staff Positions

9-1. Definition
The effectiveness of management within the Kansas National Guard depends in large measure on the quality of personnel appointed by the Adjutant General to key staff positions.  Key staff positions report directly to the Adjutant General, Command Administrative Officer (ARNG or Joint Staff) or Air Commander.  Key staff positions of the Kansas National Guard are as identified in NGB/TN Policy on key staff positions.   

9-2. Procedure
The Adjutant General may use this procedure in place of requesting a vacancy announcement.  The Adjutant General will direct the Human Resources Officer to either advertise the position or to provide a list of all best qualified candidates eligible for placement into the position.

9-3. Approval
All key staff selections must be made by the Adjutant General.  

9-4. Appointment
The HRO will complete the action in accordance with this regulation.




						  
     
     LEE E. TAFANELLI
						     Major General (KS), KSNG
						     The Adjutant General
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Appendix 2
Glossary

Affirmative Employment Goals - Goals adopted to allow the fulltime workforce to reflect the demographics of the Kansas National Guard military membership.

Appointing Authority – The Adjutant General is the Appointing Authority for the Kansas National Guard.  The Human Resources Officer has been delegated this authority. 

Area of Consideration - The area(s) designated on the Merit Placement Announcement from which applications will be accepted.  The area of consideration must be broad enough to ensure an adequate pool of qualified applicants, not restricted to such an extent that eligible applicants are excluded.  

Certificate of Eligibles - A list of qualified applicants referred to the selecting supervisor for consideration for a position.

Detail – The temporary assignment of a technician to a different position for a specified period (NTE 119 days), with the technician returning to his/her regular duties at the end of the detail.  A position is not considered filled by a detail, as the technician continues to be the incumbent of the position from which detailed.
Dual Status Military Technician - A Dual Status Military Technician employed by the Kansas National Guard is a federal employee who, under the provisions of Section 709 (b), Title 32, United States Code, is required to be a member of the Army or Air National Guard as a condition of employment. The technician must hold the grade of officer, warrant officer or enlisted, and in a compatible MOS/AFSC as specified by the National Guard Bureau in TPR 303. 
Evaluation of Applicants – The process of assessing the applicant’s eligibility for placement or promotion, and the degree to which they possess the knowledge, skills and abilities needed for successful performance of the job.  
First Area of Priority – Those qualified applicants that must be interviewed first before any other applicants are considered.

Grade Retention – Retention of an eligible technician’s grade for a period not to exceed two years when demoted by reduction in force or reclassification.

Intervening Grades – The grades a technician is promoted to when they are hired at a lower developmental grade,  i.e.  GS 06/08/10.

Interview Panel – A panel composed of the selecting official and at least two other voting members to conduct the interviews for all applicants.  All members of the original panel must be present for all interviews.  When there are applicants that are female or a minority every effort will be made have a voting panel member who is female or minority.  
Non-Dual Status Technician - A non-dual status technician employed by the Kansas National Guard is a federal employee employed under the provisions of Section 709 (c), Title 32 United States Code, and is not required to be a member of the Kansas Army or Air National Guard as a condition of employment. 

Normal Channels – The Chain of Command of the full-time workforce, from the first-line supervisor, through the Major Subordinate Command Administrative Officer (MSC AO) to the Command Administrative Officer/Directorate/Wing Commander.

Open Until Filled – A vacancy announcement that does not have an identified closing date due to an ongoing need.

Pay Retention – The entitlement of eligible technicians to current (unreduced) salary/rate when it exceeds the maximum rate of the grade of the position assigned.

Position Sensitivity – The level of sensitivity required by the duties of the position that effect the risk to national security.

Priority Placement Program (PPP) - An administrative program unique to the DoD used to promote stability of employment for employees affected by changing manpower requirements and to provide maximum opportunity for placement in other DoD positions when applicable.

Priority Placement Roster - A roster maintained by the Human Resources Office for all over-grade technicians entitled to grade retention as a result of reduction in force, reclassification.  These technicians will be afforded priority placement in vacant positions for which they meet the full technician and military qualifications (dual status positions) for a period not to exceed two years from the effective date of the personnel action that caused them to be eligible for priority placement Selective Placement Factors. 

[bookmark: text6409anc]Reasonable Offer - an offer for a position that meets all the following conditions:
     a. The offer is in writing;
     b. The employee meets established qualification requirements; and
     c. The offered position is--
           (1) In the employee's agency, including an agency to which the employee is transferred with his or her function in a transfer of functions between agencies;
           (2) Within the employee's commuting area, unless geographic mobility is a condition of employment;
           (3) Of equal or greater tenure and with the same work schedule (part-time or full-time); and
           (4) Not lower than two grade or pay levels below the employee's current grade or pay level, without consideration of grade or pay retention under part 536 of this chapter or other authority. In movements between pay schedules or pay systems, the representative rate of the offered position must not be lower than the representative rate of the grade or pay level that is two grades below the grade of the current position on the same pay schedule as the current position. 

Reemployment Priority List (RPL) – A list of personnel developed for each commuting area in which it separates eligible employees due to reduction in force or compensable injury.

Remote Designee – The position identified at Air National Guard facilities to assist Human Resources Offices with personnel issues. 

Selection Letter – The Letter from the Human Resources Office that accompanies the selection package for supervisors to identify the selectee.  

Selective Placement Factors - The knowledge, skills and abilities, or the personal characteristics that are absolutely essential to successful performance in the position to be filled. When selective placement factors are used they become part of the basic eligibility requirements for the position and will appear on the vacancy announcement. The use of selective placement factors requires written justification which will be submitted with the SF 52, “Request for Personnel Action”, and will become part of the merit placement record.

Selecting Official – The supervisor who has the authority to interview and select qualified applicants for placement or promotion. 

Supervisor’s Employee Brief – Sent to the first line supervisor from the Human Resources Office to be used to document and provide essential information.  

Target Grade – the fully qualified grade of the position being filled.

Tenure – One of four codes used to identify employment status 
Tenure 1 – Career Status
Tenure 2 – Conditional Status (probationary) 
Tenure 3 – Indefinite Status 
Tenure 0 – Temporary Status

Appendix 3
Interview Guidelines

1.  The pre-employment interview is a face-to-face exchange of information which provides the opportunity to evaluate the applicant’s motivation, level of interest, and oral communication skills.  Of equal importance is the opportunity to provide the applicant an opportunity to obtain information for making an informed decision regarding employment with the agency.  The following are general guidelines to assist interviewers to prepare for the interview.  

2.  The applicant’s initial impression will most likely be based on the impression made during the interview process.  The success of the interview will depend upon the panel member’s skills in obtaining complete responses, interpreting what has been said and clearly reporting findings.  A well planned, well organized interview should help create an environment for open communication.  The interview process is influenced by the panel member’s mental outlook, intuition, biases, and ideas of what constitutes a ‘good’ employee.  Do not let preconceived notions interfere with the ability to gain and give information to the applicant.  The focus of this guide is to ensure the interview process is sound and to provide fair treatment to all who seek employment.  

3.  INTERVIEWING TECHNIQUES – The primary purpose of the interview is to obtain quality information about the applicant and to provide factual information about the National Guard and the position.  Providing an atmosphere to encourage the applicants to speak freely is essential to this process.  

     a.  Initial Contact – The selecting official should ensure the applicant is informed of the date, time, location and length of time allotted for the interview.   

     b.  The Interview – Properly conducted, the interview is the method to evaluate the applicants understanding of the elements of the job, motivation to complete training, interpersonal skills and clarity of speech.  This also serves to provide the applicant an opportunity to gain specific, detailed information regarding the position.  The vacancy announcement provides directions for obtaining a copy of the position description (PD).  Applicants should demonstrate initiative to obtain and review the PD prior to the interview.  It is recommended that the selecting official has a copy of the PD available at the time of the interview for review.  

     c.  Note Taking – Inform the applicant that the panel members will be taking notes during the interview.  Notes should be short to prevent disruption or distraction during the interview process.  Panel members can expand on their notes after the applicant is excused.  It is important to document the interview thoroughly to validate the selection justification.  Remember that all documentation used during the interview process needs to be submitted to HRO with the selection.   

     d.  Standard Questions – All questions must be job related.  While the applicant has already been certified as being qualified for the position however, experience related to duties and the ability to problem-solve issues are appropriate topics for questions.  Every applicant is to be asked the same core questions, maintaining standardization in the interview process.  Asking an applicant personal questions about race, color, national origin, religion, age, handicap, family, marriage, politics, or personal lifestyle is inappropriate and/or illegal.  

     e.  Begin Slowly – Questions or information sharing regarding general informational knowledge is appropriate.  Encourage the applicant to talk freely, don’t rush the process, it diminishes the applicant’s willingness to share information.

     f.  Listen Attentively – Give the applicant your attention, limiting note taking as much as possible.  This may also be the first exposure the applicant has to the full-time workforce and it should be a positive experience.

     g.  Don’t Do All The Talking – The interview is not the appropriate place for panel members to share their opinions, views or experiences.  

     h.  Don’t Anticipate or Interrupt – Encourage the applicant to complete his/her answers.  Panel members may misconstrue an applicant’s answer unless he/she is allowed the opportunity to complete each answer.

     i.  Review Interview Questions – Ensure the use of open-ended and appraisal type questions.  Avoid the use of questions which result in short answers.  

     j.  Don’t be Adversarial or Antagonistic – Do not set the environment as a cross-examination or inquisition.  Questions should be delivered straight forward and direct.  

     k.  Treat the Applicant with Respect – This may be a significant life event for the applicant.

     l.  Closing the Interview – Summarize the interview and supply any missing information.  Restate the type of position and the working environment.  This is also the time to offer the applicant the opportunity to ask questions of the panel.  The selecting official should provide the applicant with name, office address, and telephone number should the applicant have further questions.  The applicant should also be told what to expect and an approximate time frame when a decision would be reached.    






Appendix 4
Prohibited Personnel Practices

1.  Discriminate for or against any employee or applicant for employment on the basis of race, color, religion, sex, national origin, age, handicap, marital status or political affiliation.
2.  Solicit or consider any recommendations based on factors other than personal knowledge or records of job related abilities or characteristics.
3.  Coerce the political activity of any person (including the providing of any political contribution or service), or take any action against any employee of applicant for employment as a reprisal for the refusal of any person to engage in such political activity.

4.  Deceive or willfully obstruct any person with respect to such person’s right to compete for employment.
  
5.  Influence any person to withdraw from competition for any position for the purpose of improving or injuring the prospects of any other person for employment.
 
6.  Grant any preference or advantage to any employee or applicant for employment for the purpose of improving or injuring the prospects of any particular person for employment.
 
7.  Engage in nepotism (i.e. hire, promote, or advocate the hiring or promotions of relatives). 
 
8.  Engage in reprisal for whistleblowing.

9.   Take or fail to take, or threaten to take or fail to take, any personnel action against any employee or applicant for employment because of the exercise of any appeal, complaint, or grievance; cooperating with or disclosing information to the Inspector General of an agency, or the Special Counsel; or for refusing to obey an order that would require the individual to violate a law. 

10.  Discriminate for or against any employee or applicant for employment on the basis of conduct which does not adversely affect the performance of the employee or applicant or the performance of others; except that nothing in this paragraph shall prohibit an agency from taking into account in determining suitability or fitness any conviction of the employee or applicant for any crime under the laws of any state, of the District of Columbia, or of the United States.

[bookmark: _GoBack]11.  Take or fail to take any other personnel action if the taking of or failure to take such action violates any law, rule, or regulation implementing, or directly concerning, the merit system principles contained in 5 U.S.C  2301.

2

