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(Updated to include VRA change – page 37)
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Preface

With the exception of the removal of references to RPA Direct Testing, the inclusion of the supplemental recruitment information (Appendix F – previously a separate document), screen updates, and formatting changes, the basic concept of this document remains unchanged.  It contains basically the same basic information as previously published in the draft guide used to test RPA Direct Flow.  CPOCs and CPACs may modify this guide, to include the samples within its appendices, as needed to accommodate region-unique circumstances. 

Emergency Hiring Note:  The CPAC has the option to be involved with the submission of an emergency hire action.  The CPAC can assist you with special requirements of the emergency hiring program such as name requests, waiver of VSIP payment, hiring of reemployed annuitants, etc.  You should contact your personnel advisor regarding any questions about the emergency hire program.

Identification of Processes and Procedures

Direct Flow of Request for Personnel Actions (RPA)

I.
Concept:  The concept to change the flow of Request for Personnel Actions (RPA), i.e., bypassing the Civilian Personnel Advisory Center (CPAC), is an initiative supported by the MACOM Civilian Personnel (CP) Board of Directors (BOD) and the Assistant G-1 for Civilian Personnel Policy.  This concept is designed to reduce RPA processing time, prompt up-front manager/CPAC advisories prior to actual initiation of an RPA, and eliminate an unnecessary stop in the routing chain – ultimately decreasing position fill time.  With the new concept, RPAs will flow from the manager/initiator to the Resource Management Office (RMO) and directly to the Civilian Personnel Operations Center (CPOC).

II. Stakeholders:  The major stakeholders in this process are the managers, CPAC staff, CPOC staff, RMO staff, Major Army Commands (MACOMs), Headquarters Department of the Army (HQDA), Civilian Personnel Operations Center Management Agency (CPOCMA), and ultimately the employee.
III. Initial Preparation:  All stakeholders are involved in initial preparations for the Direct Flow of the RPA. The following are examples of advance preparation that is required in order to establish an effective environment.
A. Coordination between CPOCMA, MACOM, CPOC, and CPAC on the RPA Direct Flow concept, implementation procedures and requirements.

B. Discussion/collaboration between CPOCMA, CPOC and Civilian Personnel Advisory Center (CPAC) staff regarding changing roles and expectations.

C. Discussion/collaboration between key CPOCMA, CPOC, Information Systems Division (ISD) and CPAC staff members regarding:

1) Development of rules and guidelines;

2) Marketing Plan (Appendix A); 

3) Coordination with respective organizations, to include the Resource

Management Office (RMO), regarding the routing of RPAs from the    

manager/initiator directly to the respective CPOC or Army Benefits  

Center (ABC-Civilian); and

4) Coordination of Modern systems changes/modifications with HQDA/CPOC ISD staff members.

IV. Roles/Responsibilities:

A.  CPOCMA:

1) Monitor RPA Direct Flow implementation progress.

2) Ensure all stakeholders are informed of the RPA Direct concept, implementation procedures and requirements.

3) Ensure CPOCMA/MACOM/CPAC coordination and collaboration regarding changing roles and expectations.

4) Coordinate the development of marketing plans.

B.  CPOC:

1) Collaborate with key CPAC and CPOCMA staff regarding 

processes/procedures, and problem-solving methods.

2) Coordinate/collaborate with ISD staff to ensure modern boxes are properly identified and appropriately mapped.  This will potentially eliminate any mis-routing of RPAs to unauthorized boxes.

3) Advise Branch employees of revised naming conventions for respective organizations’ modern boxes.

4) Monitor CPAC boxes to ensure that all actions are coordinated out of 

 the CPAC inboxes prior to inactivation.    

5) Senior specialists and a Lead PAC should monitor receipt of RPAs.  RPAs are reviewed for accuracy and completeness of information.  If the CPOC staffer cannot be easily correct an RPA, it should be returned to the manager for re-work.  The manager and the CPAC should be notified via e-mail or phone call of any returned RPA.  RPAs requiring minor corrections or missing minor information in Gatekeeper should be retained and processed.

6)  Coordinate with CPOCMA as required.

C. CPOC ISD:

1) Close CPAC boxes prior to start date; not earlier than 1700 hours on Friday preceding the Monday start date (Appendix B).  

2) Rename CPOC boxes to allow the system to prevent unauthorized actions from being sent directly to the CPOC.

3)
If required, modify “Gatekeeper Instructions” and “Glossary of Terms” to meet local needs (Appendices C-1 and C-2).

CPAC:

1) Marketing - Brief Command and key management officials on RPA Direct Flow and how/when it will be implementated.  This information should also be communicated to serviced activities by their respective CPAC advisor/servicing generalist.

a. Develop a bulletin for managers and supervisors to explain the logic 

and implementation procedures for the new RPA Direct Flow process (sample at Appendix D).  Bulletin should be circulated to all modern customers via an email distribution list of users.
b.   Develop article for publication in local military newspaper.  
2) Training – 

a. In collaboration with the CPOC, conduct training for managers and  

any others who initiate RPAs.
b. Provide train-the-trainer sessions for CPAC Personnel advisors on RPA/Gatekeeper processes/procedures.  

3) CPACs may choose to develop a local desktop guide for managers and/or 

administrative users.  However, an automated guide is available on the CPOCMA Defense Civilian Personnel Data System (DCPDS) Training website at http://www.cpocma.army.mil/mdcpds.  Please see sample Advisor Training Aid at Appendix E.

Appendix A

Sample - Marketing Plan
***Sample*** 

MARKETING PLAN - RPA DIRECT IMPLEMENTATION

I.   Stakeholders and Customers: 

A. Primary stakeholders are CPAC staff and advisors, managers, administrative POCs, employees, and ( insert CPOC ) staff. 

B.  Secondary stakeholders are CPOCMA, MACOMs, and other CPACs.
II.  Marketing Strategy ( insert CPAC- specific target/completion dates):

A.  Briefings:

1) CPOC staff brief respective CPACs on concept  ( insert date(s) )

2) Command Group and other key managers informed at Command and Staff Meeting ( insert date ).

3) Brief union presidents on RPA Direct Flow ( insert date(s) ).
B. Civilian Personnel Bulletin explaining RPA Direct Flow to all installation managers, and supervisors, and e-mailed to all who access Modern DCPDS.  Bulletin posted on CPAC   

      web site, ( insert date ).
C.  Training:

1) CPAC staff trained individually in use of new Gatekeeper checklists, refreshed in use 

of ART and associated skills, ( insert date ). 

2) Managers, supervisors, and other RPA Initiators trained as they access Modern.  Multiple sessions anticipated, as needed.  Training conducted at the trainee’s office or computer station by ( insert date(s) ).
3) Weekly CPAC advisor training scheduled to polish advisor skills (continuous).

4) Develop local training aids to assist advisors with manager and RPA Initiator training by ( insert date(s) ).


D.
Article:  Publish article in local installation newspaper, include user reaction to the changed procedure by ( insert date ).  

      E.  Sample Tools/Training Aids:
1) Advisor Training Aid (Appendix E).

2) Sample Gatekeeper Easy Instructions and Glossary (Appendices C-1 and C-2).

Sample Civilian Personnel Bulletin  (Appendix D).

Appendix B

Sample - Automation Requirements
***Sample***

Automation Requirements

Steps ISD Performs (must be modified to meet local procedures and/or requirements):

· Creat new XYZ-4BR_ _ _ _ CPOC groupboxes (62).

· Attach all CFB accounts to new XYZ-4BR _ _ _ _ _ groupboxes.

· CFB  should move all actions from old YES-4BR_ _ _ _  groupboxes to new XYZ-4BR_ _ _ _ groupboxes.

· Remove all CFB accounts from the old YES-4BR_ _ _ _ _ groupboxes.

· Rename all YES-4BR_ _ _ _ groupboxes to ZZZ.

· Deactivate all CPAC userids (except one designted user), be sure to first check to make sure all actions have been routed.

· Remove all CPAC user accounts from Modern Group in ART.

· Rename all current XYZ -4BR_ _ _ _ _ CPAC groupboxes to ZZZ, be sure to first check  to make sure all actions have been routed.

Appendix C-1

Sample - Gatekeeper Instructions

(Please see CPOCMA Defense Civilian Personnel Data System (DCPDS) Training website at http://www.cpocma.army.mil/mdcpds for further guidance.)
***Sample***

GATEKEEPER INSTRUCTIONS

(Please see CPOCMA Defense Civilian Personnel Data System (DCPDS) Training website at http://www.cpocma.army.mil/mdcpds for further guidance.)
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Click on the yellow disk in the upper left corner to save your RPA.
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The answer to this question is YES even though you are not routing the action at this time.
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The default that will come up is Save and Hold in Personal Inbox.  Now click OK.
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If completed successfully, you should see this screen message.  Click OK.
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You now must return to the Navigation Screen.  You can do this without logging out of Modern by clicking on the Army Regional Tools window that is minimized at the bottom of the screen.  Once at this screen, select Gatekeeper.
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Select the Gatekeeper Checklist – MGR.
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Any actions that have been saved and are in your Modern Inbox should show up here.  (If they don’t, give it a couple of minutes.  If that doesn’t work, contact your personnel advisor immediately as something may need to be reset at the CPOC).  Click on the radio button on the checklist column then click on fill-out checklist to access the checklist.

If you want to see a copy of the RPA, you can click on the RPA number.  Clicking on status, will tell you how the gatekeeper checklist has been completed by others.
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For a recruit action, there are many more steps involved in the gatekeeper checklist (compared to other actions).  At this screen, select View Organization Cleartext.


At this point, you will see any organization that you have access to.  You will need to click on the colored hyperlink.


You will now see your organization, to include both encumbered and unencumbered positions.  At the very bottom, there is an option to add NEW positions.  Click the appropriate radio button to select the position for the “to” side of your request.  Click on “submit position file” to proceed with the gatekeeper checklist.

Note, you should verify the data on the screen if using an encumbered position.  If you are trying to promote a current employee (career promotion), do not select them by name – select either a vacant position (if already listed) or a new position.  You should also take a minute and check out the various hyperlinks available to you to see what is available for your access. 


If “new position” is selected, Supplemental Position Data is the next screen you will come to.  You will need to answer the questions here.  There is information available if you click on the HELP button.  A screen will then pop up which will give you regulatory citations and some web sites for you to check out to help you with your questions.  If you need additional assistance, contact your personnel advisor. At the bottom of the page, select save and go to next module when done.  


Recruitment Information is the next module for a recruit action. 


Once completed, the initiator has the following options:

1) Click Save  Checklist and go to Next Module (resource management ); or

2) Click on Save Checklist and return to Inbox.


Now you are on RM Data, you must select Resource Management Section to see the questions.  There are no manager questions here; however, the manager should complete this section if applicable.  When completed, go to the bottom of the page and save to return to your inbox.  


The screen should now say “your information has been saved”.  To further route your action, click on the DCPDS window at the bottom of the screen.  You will then have to refresh your inbox, select F8 to refresh, highlight the action you want to open, and select respond.  Once the RPA is back on your screen, you must click on the yellow disk to route the action to the next location.

Appendix C-2

Sample - Gatekeeper Glossary

(Not all inclusive, please see CPOCMA Defense Civilian Personnel Data System (DCPDS) Training website at http://www.cpocma.army.mil/mdcpds for further guidance.)
***Sample*** 

GATEKEEPER LOCAL GUIDANCE/GLOSSARY

(Alaphabetical Listing of Topics)
ACQUISITION POSITION:

The Acquisition workforce is made up of individuals who perform work throughout the life cycle of the system; i.e., cradle to grave. There are 10 functional career fields: Program Management; Contracting; Industrial/Contract Property Management; Purchasing; Manufacturing & Production/Quality Assurance; Business, Cost Estimating and Financial Management; Acquisition Logistics; Communications-Computer Systems; Systems Planning, Research, Development and Engineering, Test and Evaluation.  This typically pertains only to USMA positions in certain occupations primarily 1101, 1102, and 1105.  See your CPAC personnel advisor for additional information.

APPLICANT SUPPLY FILE:

We do not retain an Applicant Supply File.  Do not select this as your recruitment strategy.  See your CPAC personnel advisor for additional information.

AREA OF CONSIDERATION:

The minimum area of consideration is DA Career/Career-conditional employees.  The typical area of consideration requires selecting the following:  DA Career/Career-conditional employees to include CIPMS, ICTAP eligibles, VEOA eligibles, E.O. 12721 eligibles, NAF/AAFES eligibles, Transfer eligibles, Reinstatement eligibles, 30% disabled veterans, VRA eligibles, and Employment Program for People with disabilities. See your CPAC personnel advisor for additional information.

BARGAINING UNIT STATUS CODE:

The BUS code is as follows:

8888 – Supervisors, Managers and Confidential employees

7777 – anyone not covered by the other codes

NOTE:  Additional codes are available and may be more appropriate.  See your CPAC personnel advisor if you are not sure what is appropriate for your organization.

CAREER PROGRAM REFERRAL:

A career program is comprised of occupational series and functional fields grouped together on the basis of population, occupational structure, grade range, and commonalty of job and qualification characteristics. Career programs were established to ensure there is an adequate base of qualified and trained professional, technical, and administrative personnel to meet Army's current and future needs.  Each career program has a DA mandated referral level.  For example, Safety Specialist positions at the GS-12-15 level must be advertised through the DA career program.  See your CPAC personnel advisor for specifics on what the grade level is for your specific career program.

COST CENTER CODES:

See your CPAC personnel advisor for additional information.

30% DISABLED VETERANS:

This includes applicants who are documented as having a 30% or more disability rating from the Department of Veterans Affairs.  Applicants must only meet the basic qualification requirements and physical requirements.  Once hired, applicants are placed initially into a temporary position and then converted to a career conditional appointment upon recommendation of the Supervisor.

DEFENSE CIVILIAN INTELLIGENCE PERSONNEL SYSTEM (DCIPS):  

DCIPS is a Statutory System, authorized by title 10 USC, section 1601, for the Intelligence Community (IC) which includes DoD IC Agencies and the Intelligence Components within the Army, Navy, Air Force, and Marine Corps.  There is a Personnel Interchange Agreement that authorizes non-competitive movement of eligible employees between DCIPS and competitive service positions throughout the federal government.
DEFENSE NATIONAL RELOCATION PROGRAM:

Rarely authorized - see your CPAC personnel advisor for additional information.

DELEGATED CLASSIFICATION AUTHORITY: 
This is the individual who authorized the RPA associated with this position, and who also has delegated classification authority.  This person must have received special training from the CPAC and a delegation letter.  This authority can not be redelegated.  See your CPAC personnel advisor for additional information.

DELEGATED EXAMINING UNIT (DEU):
The DEU Unit is normally used when the CPOC is unable to find a suitable number of candidates using local recruitment procedures.  The DEU will announce positions, which are open to anyone.  The DEU evaluates candidates and refers not more than three applicants for a position.  The “Rule of Three” applies to DEU positions as does Veterans Preference and Spouse Preference.  This means that selections must be made from the top three candidates, keeping in mind that a candidate with veteran’s preference cannot be bypassed to select someone without preference.  Veteran’s preference may cause only one name to be referred to the selecting official.  Resumix procedures are NOT used for DEU positions.  Permanent, term and temporary positions are filled using the DEU.  See your CPAC personnel advisor for additional information.

 DETAIL:

A detail is used to document new or changed duties.  A detail does not change an employee’s pay or grade.  Check the current union contract for the limitations regarding details of bargaining unit employees.  See your CPAC personnel advisor for additional information.

DRUG TESTING:

The Army Civilian Drug Testing Program identifies specific positions, by title and grade, that are subject to random drug testing, reasonable suspicion drug testing, and drug testing due to direct involvement with an on-duty accident that resulted in injury or damage to property.  Only certain positions that meet the criteria outlined in the Army Drug Testing Plan are covered.  Drug testing is required for specially designated positions involved in critical safety/security functions.  See your CPAC personnel advisor for additional information.

EMERGENCY ESSENTIAL POSITIONS:

Use the help function or see your CPAC personnel advisor for additional information.

EMERGENCY HIRING: 

 The CPAC has the option to be involved with the submission of an emergency hire action.  The CPAC can assist you with special requirements of the emergency hiring program such as name requests, waiver of VSIP payment, hiring of reemployed annuitants, etc.  You should contact your personnel advisor regarding any questions about the emergency hire program.

EXECUTIVE ORDER 12721:

This includes family members who were hired under overseas local dependent hire authority (E.O. 12721).  They have completed 52 weeks of service in selected types of appointments (while accompanying a sponsor officially assigned to an overseas area), received a fully successful or better performance rating, and are reemployed within three years following the date of returning from overseas to the United States.  Family members are defined as an unmarried child under 23 or a spouse.
EXISTING VACANCY ANNOUNCEMENT/REGISTER:

Referral lists issued by the CPOC/DEU/OPM are valid for 90 days from the date of issuance.  In some instances, a manager may use a list generated for another position for their own position in lieu of beginning the recruitment process from the beginning.  To use another list, the position must be identical in nature, same pay plan, series and grade, same status (permanent or temporary), and same tour of duty (full-time or part-time).  See your personnel advisor for additional information.

FINANCIAL DISCLOSURE STATEMENT:

Army employees must refrain from any private business, professional activity, or from having direct or indirect financial interest which would place them in a position where there is a conflict between their private interests and the public interests of the United States Government, particularly those related to their duties and responsibilities as Army personnel.

Employees required to complete this form include: 

Civilian employees at grade GS-15 and below (or comparable pay level) when they participate personally and substantially, through decision or exercise of significant judgment, in taking an official action for contracting or procurement, administering or monitoring grants, subsidies, licenses, or other Federal benefits, or regulating or auditing any non-Federal entity or other activities in which the final decision the final decision may have a direct and substantial economic impact on the interests of any non‑Federal entity.

See your CPAC personnel advisor for additional information.

INCLEMENT WEATHER ESSENTIAL POSITION:
Annotate yes to this question if your employee is required to come to work during Code Red days.

LAUTENBERG AMENDMENT:
This means that any employee who has access to firearms or ammunition and who has previously been, or in the future is, convicted of a misdemeanor charge of domestic violence, must be removed from the duties that involve such access.  See your CPAC personnel advisor for additional information.

LOCAL VACANCY ANNOUNCEMENT:
When selecting this as your recruitment strategy, you are saying you want your position recruited from the following sources:

a.  the minimum area of consideration is DA Career/Career-conditional employees; 

     or

b.  the most frequent area of consideration: DA Career/Career-conditional  

employees to include CIPMS, ICTAP eligibles, VEOA eligibles, E.O. 12721 eligibles, NAF/AAFES eligibles, Transfer eligibles, Reinstatement eligibles, 30% disabled veterans, VRA eligibles, and Employment Program for People with disabilities.

See your CPAC personnel advisor for additional information.

MOBILITY AGREEMENT:

There is a requirement for a mandatory mobility agreement for certain positions.  This primarily pertains to Department of the Army intern positions.  See your CPAC personnel advisor for additional information.

MOBILIZATION PLAN:

See your CPAC personnel advisor for additional information.

NAF/AAFES:

Applicants must have been serving in a continuing Nonappropriated Fund position for one year or more or have been involuntarily separated from NAF within the preceding year to apply for appropriated fund positions.  They may apply for any position.  There are special provisions for pay setting, crediting NAF experience, and transferring benefits.

OBLIGATED POSITION:

An obligated position is a position to which a previous employee has return rights.  Typically, this occurs when you have an employee who has accepted a position overseas for three to five years or the employee has left government service to enter the military.  The SSN requested pertains to the employee who left the position.  There may be some situations when you have the employee leaving the position has no entitlement to return rights, but the employee prior to that did.  You will then have to obtain the SSN of the former employee to complete this entry.  See your CPAC personnel advisor for additional information.

OFFICE OF PERSONNEL MANAGEMENT (OPM):
The OPM as a recruitment source is similar to using the DEU Unit.  OPM is used to recruit for occupations and grade levels that the servicing CPOC’s DEU Unit does not have delegated authority to hire.  OPM will announce positions, which are open to anyone.  OPM evaluates candidates and refers not more than three applicants for a position.  The “Rule of Three” applies to DEU positions as does Veterans Preference and Spouse Preference.  This means that selections must be made from the top three candidates, keeping in mind that a candidate with veteran’s preference cannot be bypassed to select someone without preference.  Veteran’s preference may cause only one name to be referred to the selecting official.  In this instance, applications are mailed to OPM not to the servicing CPOC.  Permanent, term and temporary positions are filled using OPM.  See your CPAC personnel advisor for details on which occupations are filled by OPM.

OUTSTANDING SCHOLAR:

Applicants must have college grade point averages of 3.5 or better or must have graduated in the top 10% of their class.  This program can only be used for specific series (typically of a professional or administrative nature).  Applicants can only apply for such positions at the GS-05 or GS-07 level under this program.  See your CPAC personnel advisor for additional information.

PAYROLL OFFICE:

See your CPAC personnel advisor for additional information.

PEOPLE WITH DISABILITIES EMPLOYMENT PROGRAM:
Applicants are certified as eligible for this program by State vocational rehabilitation agencies or the Department of Veterans Affairs.  Applicants must only meet the basic qualification requirements and physical requirements.  

PERMANENT CHANGE IN STATION PAYMENT:

This pertains to whether or not you are willing to pay moving expenses for the selectee.  Entitlements vary depending on whether it is a first-time move in the government or not.  You should consider whether you have an adequate applicant pool locally before making this decision.  First-time moves are normally appropriate for hard to fill positions (i.e., Faculty, Medical, Engineering).  You should coordinate with DRM before making a determination regarding paying PCS moves, as a statement needs to go into the vacancy announcement stating whether or not PCS costs will be paid.  See your CPAC personnel advisor for additional information.

PERSONNEL DEMONSTRATION PROJECT:
See your CPAC personnel advisor for additional information.

PHYSICAL REQUIREMENTS:

If you have an unusual physical requirement and it is not listed on the drop down menu, add it in the notepad in Modern DCPDS.  See your CPAC personnel advisor for additional information.

POSITION DESCRIPTION NUMBER:

If you are establishing a new position, you must create a position description using FASCLASS II.  As a result of this process, a number will be provided to you and should be input here.  See your CPAC personnel advisor for assistance using FASCLASS II and creating a new position description.

POSITION SENSITIVITY:

Contact your CPAC personnel advisor if you are not sure what type of sensitivity is assigned to your position.  This is tied to the type of security clearance required by the position.  Defense Civilian Intelligence (DCIPS) pertains to employees that have GG as their pay plan and work in security functions.  See your CPAC personnel advisor for additional information.

PREMIUM PAY: 

Additional compensation for regularly scheduled overtime, or Sunday work, and standby duty normally applies to positions such as firefighters.  See your CPAC personnel advisor for additional information.

RECRUITMENT BONUS:  

This bonus must be coordinated with the CPAC prior to initiation of the RPA.

REINSTATEMENT ELIGIBLES:

This includes former employees who held career or career conditional appointments.  Former career employees have lifetime reinstatement rights.  Former career conditional employees have reinstatement rights for three years (unless the employee was a veteran, in which case they have lifetime reinstatement rights).  Former employees can be noncompetitively placed in positions at grades equal to or lower than previously held.  Former employees can also compete along with other candidates for positions at higher grades than they previously held.

RETIREMENT:

Retirement Mandatory is a mandated retirement used Firefighters based on their age.  Retirement Disability is based on approval by the Office of Personnel Management.

See your CPAC personnel advisor for additional information.

SEPARATION INCENTIVE:

This bonus must be coordinated with the CPAC prior to initiation of the RPA.

SENIOR EXECUTIVE SERVICE (SES):

See your CPAC personnel advisor for additional information.

SHIFT WORK:

You will need to define the specific shift hours in the comments question at the end of the appropriate gatekeeper checklist page.  Only will click on yes when the question is asked.  See your CPAC personnel advisor for additional information.

SPECIAL LICENSES:

You will need to address the special type of commercial driver’s license required in the notepad of the RPA.  If you require any special license or certification not listed, select other than you must list it in the notepad of the RPA.  See your CPAC personnel advisor for additional information.

STANDARD WORK CENTER CODE (SWC):
This information is listed on the TDA.  This information is to the right of the AMS code on the TDA and consists of three letters.  See your CPAC personnel advisor for additional information.

STUDENT EDUCATIONAL EMPLOYMENT PROGRAM:
There are two components to this program:  Student Career Experience Program (SCEP) and Student Temporary Employment Program (STEP).  Students may be appointed to either program if pursuing any of the following educational programs (part- time or full-time):


1.  High school diploma or general equivalency diploma


2.  Vocational/Technical Certificate


3.  Associate Degree


4.  Baccalaureate Degree


5.  Graduate Degree


6.  Professional Degree

The SCEP program is formally structured program which requires a written agreement by all parties involved (student, school, and employer) as to nature of the work (related to the student’s schooling), continuation in school and successful completion of the program.  There is no economic or income criteria.  Students in the SCEP program may be converted to a permanent position upon completion of their education and their experience (subject to position availability). 

The STEP program consists of temporary jobs not to exceed one year that may or may not be related to the schooling.  Again there is no economic or income criteria.  Students may not be retained beyond graduation (subject to position availability). 

See your CPAC personnel advisor for additional information.

SUPERVISORY STATUS – Definitions:
1 – Supervisor (when the employee’s official title includes the word supervisor   

      and the employee serves as a first level supervisor;

2 – Supervisor (when the employee’s official title includes the word supervisor 

      and the employee serves as a second level supervisor); 

3 – Manager (when the employee’s official title includes the word manager), 

4 – CSRA Supervisor (when the employee performs supervisory duties but the 

      title doesn’t reflect it); 

5 – Management Official (CSRA) (when the employee performs management    

      duties but the title doesn’t reflect it);

6 – leader (of blue collar employees);

7 – team leader (GS);

8 – Non-Supervisory;

9 – Program responsibility (define)

TEMPORARY POSITIONS:

Temporary positions are positions that have a time limit of one year or less and do not entitle the incumbent to benefits.  Temporary positions are recruited using only DEU or OPM (depending on the occupation).  The only temporary positions that are recruited using a local vacancy announcement are those in the excepted service (e.g., Emergency hires, Student Temporary Employment Program, and Veterans covered by special appointing authorities).  See your CPAC personnel advisor for additional information.

TEMPORARY PROMOTIONS:
Temporary promotions require competition after 120 days to be continued.  Temporary promotions may be announced as having the potential to become permanent in certain circumstances.  Check the union contract for limitations regarding temporary promotions.  You should also contact your CPAC personnel advisor for assistance.

TERM POSITIONS:

Term positions are positions that have a time limit beyond one year and entitle the incumbent to benefits.  Term positions are recruited using only DEU or OPM (depending on the occupation).  See your CPAC personnel advisor for additional information.

TRANSFER ELIGIBLES:

This includes employees on a career or career conditional appointment.  Applicants can apply for promotions, change to lower grades, or reassignments.

VACANCY ANNOUNCEMENT:
Input information regarding how long an announcement should be open if you are announcing your position through the Delegated Examining Unit (DEU) or the Office of Personnel Management (OPM), otherwise the standard timeframe will be used. 

If you want both your internal announcement and your external announcements (DEU/OPM) opened at the same time, you should say yes to the question:  Should we coordinate the opening of this vacancy announcement with other recruitment activities you are conducting?  See your CPAC personnel advisor for additional information.

VETERANS EMPLOYMENT OPPORTUNITIES ACT of 1998 (VEOA):

This includes veterans who are preference eligible OR separated after 3 or more years of continuous active service performed under honorable conditions.  Veterans who were released shortly before completing a 3-year tour are considered to be eligible.  ("Active service" defined in title 37, United States Code, means active duty in the uniformed services and includes full-time training duty, annual training duty, full-time National Guard duty, and attendance, while in the active service, at a school designated as a service school by law or by the Secretary concerned.)  A VEOA eligible competes under merit promotion procedures and is referred if best qualified.  The selectee is then given a career or career conditional appointment. 

VETERANS READJUSTMENT AUTHORITY (VRA):

The following veterans are eligible for non-competitive VRA appointment:

· Disabled Veterans;

· Veterans who have been awarded a campaign badge, Armed Forces Expeditionary Medal (AFEM) or Armed Forces Service Medal (AFSM); or

· Recently separated veterans.  Recently separated veterans are defined as those who have separated from active service within the last three (3) years.

Applicants can apply for vacancies up to the GS-11 level or equivalent.  They must only meet the basic qualification requirements and physical requirements.  There is no time limit.  Applicants hired under this authority are hired for a two-year period in the excepted service.  At the end of two years, the employee is converted to the competitive service if he/she has completed all of the required training, education and experience required and the supervisor recommends conversion.

WORK SCHEDULE:
See your CPAC personnel advisor for additional information.

Appendix D

Sample - CPAC Bulletin

******Sample*******

CIVILIAN PERSONNEL ADVISORY CENTER

BULLETIN
____________________________________________________

Date                                                                                                                          Number  XX

____________________________________________________

RPA Direct Flow Implementation

1. On ( insert deployment date(s) )  we will partner with the  ( insert servicing CPOC)  to implement the RPA Direct Flow process.    This change removes the CPAC from the RPA routing process, allowing RPAs to flow from the manager/initiator directly to the ( insert servicing CPOC ).   Our goal is to improve both the quality and the timeliness of personnel actions.  We plan to shift our advisory services from the CPAC to your activity.  In other words, we will come to you much more frequently.

2. The electronic Request for Personnel Action (RPA) replaced the old Standard Form 52.  The RPA is the key to generating a personnel action in the Modern Defense Civilian Personnel Data System (MDCPDS).  Accompanying that RPA is an electronic checklist (called a Gatekeeper Checklist) that tells the personnel specialists at the (insert servicing CPOC) what they need to know to process the action.  

3. Until now the creator of the RPA (supervisor, manager, or administrator) created the RPA and the Gatekeeper checklist and forwarded them through their resource manager, then to manpower and budget staff.  The budget staff forwarded the action to the CPAC.  The CPAC advisor reviewed the action for errors and forwarded it to the NECPOC for processing.  Sometimes it was necessary to contact the originator to determine what was intended or advise on various aspects pertaining to the action.
4. MDCPDS is a complex and somewhat unforgiving system.  It is frequently necessary to make changes in the RPA or Gatekeeper.  Even when the action is letter perfect, your CPAC advisor is often able to provide advice that will speed processing or improve the quality of the result.  For example, if the RPA seeks to fill an impending vacancy, the CPAC advisor will be able to give the originator an idea of how wide a net will need to be cast to find a replacement.  Will you need to go beyond local merit promotion?  Is a paid advertisement in the local newspaper a good idea?  Is the grade of the position right for recruitment, or would it make sense to get lists of candidates at several grade levels?  A discussion of these and a number of other issues will often result in a better list of candidates and will provide the selecting supervisor with a replacement employee in the shortest possible time.  

5. The advice suggested in the example above will not change upon implementation of RPA Direct.  What will change is where and when that advice is provided.  Beginning  ( insert implementation date ),  (insert local policy or use the following)…the CPAC advisor will assist the RPA creator at the time the RPA is first created, at the worksite where it is created.  The advisor will discuss the action, make suggestions, help you work your way through creation of the RPA and the Gatekeeper checklist, and answer any questions you may have.  Once the action is ready, it will be forwarded through whatever internal stops that are necessary, in accordance with your current procedures.  From the last stop, which for most actions is the DRM, it will go directly to the ( servicing CPOC ).  

6. By moving our quality control role to the beginning of the process we hope to avoid the back and forth that often occurs with particularly complex or confusing actions.  The time each RPA spends in the CPAC will, of course, be completely eliminated, since the actions will no longer be routed through the CPAC.  Because your personnel advisors will be spending more time in your organization, they will be available to assist you and your employees with other personnel questions and concerns.  For example, employees with questions about accessing the Army Benefits Center (ABC) will be able to sit with the advisor to access the system without traveling to the CPAC.

7. We need your help in one other way.  We have no way of knowing when you plan to initiate a personnel action.  Since we will be in your office more frequently, it will be relatively easy for us to schedule time to sit with you while you process an action.  But only if you tell us!  Advisors will be checking their voice mail and e-mail accounts frequently.  If you are unable to reach your advisor, call ( insert local number/procedure ).  We’ll find someone who can respond quickly.  Remember, our goal is to improve timeliness and quality.  If you don’t see the results that way, we will need to make adjustments.  We are very excited by this opportunity to make a substantive difference in what has become a bureaucratic and confusing process.  Our partners at the ( servicing CPOC ) are also excited and have promised to do whatever it takes to help us assist you.  Therefore, keeping us informed of your plans helps us ensure that that you are receiving the best possible service!







JOHN DOE







Civilian Personnel Officer

DISTRIBUTION:

1 – ea supv.

Appendix E

Sample -Advisor Training Aid 

(Using ART/MDCPDS)

(Please see CPOCMA Defense Civilian Personnel Data System (DCPDS) Training website at http://www.cpocma.army.mil/mdcpds for further guidance.)

***Sample***
ADVISOR TRAINING AID (USING ART/MDCPDS)
(Please see CPOCMA Defense Civilian Personnel Data System (DCPDS) Training website at http://www.cpocma.army.mil/mdcpds for further guidance.)
1. Know your user account names – list is attached.  (Make sure email addresses are updated now that Resumix referral lists will be forwarded to the supervisors directly).

2. Ask how long it has been since user has logged into ART/MDCPDS.  Passwords 

must be changed every 90 days.

3. Know how to get the accounts reset if the user is locked out.  Email the helpdesk at the CPOC ( insert helpdesk e-mail address ) for reset.  In the event you do not receive an immediate response, make sure you have phone numbers for the CPOC POC with you.  The CPOC will need to know which account you want reset (ART vs MDCPDS) and the user name.  

4. If you have difficulty getting to both CSU and MDCPDS, contact your CPOC POC.   

5. To use gatekeeper after creating an RPA, the RPA must have first been saved.  Do not leave gatekeeper open after you use it once and then return to

MDCPDS – or else you have to refresh to see your action.  If you can’t see the action in the gatekeeper checklist after waiting a little bit, you need to contact the CPOC POC as there is an error in the system when tying gatekeeper to MDCPDS. 

6. You need to know the routings typical of your activities (who is an initiator, 

authorizer, resource advisor, manpower and pay approver) in order to advise the user on where the action needs to be sent.  You need to know if the resource advisor expects the user to input manpower information on the gatekeeper or not.

7. If you can’t see the employee in MDCPDS, there is a good chance that employee is sitting against an org code that the user doesn’t have access to.  You will need to look up the employee with your account using employee data to see what the org code is.  This happens most frequently when we have DA interns in organizations.  Sometimes the problem is because the employee is not in the system yet (newly hired).

8. You can delete an action by selecting the red X in the RPA screen.  However, if the employee is no longer in that organization, you will not be able to do this.  You will have to remove the employee’s name from the screen.  The personal data will then disappear and then select the red X to delete.  NOTE:  when deleting an action, the CPOC has requested that we clear out all of the data on the record first.

9. If you are using CSU or employee data to look up an employee, be aware that if they are also NAF employees (flex), they usually don’t come up.  Contact your CPOC for the appropriate permissions, if needed.
10. ART tools with the exception of gatekeeper list are always up to 24 hours behind.  Refresh takes place every night.  

Appendix F

Sample - Supplemental Recruitment Information

***Sample***

RECRUITMENT INFORMATION

Supplement for Gatekeeper Checklist Tool
Recruit actions have the following question on the Gatekeeper Checklist that must be answered:

Are you recommending specific recruitment sources or candidates?

If the answer to this question is  “yes”, then a recommendation block will open for you to type the recommended area of consideration.  If any of the following areas of consideration are chosen, the Resumix process will be used:  

· DA Career/Career-conditional employees.

· *DA Career/Career-conditional employees to include DCIPS, ICTAP eligibles, VEOA eligibles, E.O. 12721 eligibles, NAF/AAFES eligibles, Transfer eligibles, Reinstatement eligibles, 30% disabled veterans, VRA eligibles, and/or Employment Program for People with disabilities.

· (All of the above, plus outstanding scholars.

· DA Career Program.  A career program is comprised of occupational series and functional fields grouped together on the basis of population, occupational structure, grade range, and commonalty of job and qualification characteristics. Career programs were established to ensure there is an adequate base of qualified and trained professional, technical, and administrative personnel to meet Army's current and future needs.  Each career program has a DA mandated referral level.  For example, Safety Specialist positions at the GS-12-15 level must be advertised through the DA career program.  Contact your CPAC personnel advisor for specifics on what the grade level is for your specific career program.  

· External recruitment.  When you envision filling your job with applicants outside of the above listed areas of consideration, you would fill your job by either advertising through the Delegated Examining Unit (DEU) or the Office of Personnel Management (OPM).  

· The DEU is located in the servicing Civilian Personnel Operations Center (CPOC).  We recruit using this unit when we are unable to find a suitable number of candidates using local recruitment procedures.  The DEU will announce positions, which are open to anyone.  The DEU evaluates candidates and refers a minimum of three eligibles for each vacancy.  The “Rule of Three” applies to DEU positions as does Veterans Preference and Spouse Preference.  This means that selections must be made from the top three candidates, keeping in mind that a candidate with veteran’s preference cannot be bypassed to select someone without preference.  Veteran’s preference may cause only one name to be referred to the selecting official.  Resumix procedures are NOT used for DEU positions.  Permanent, term and temporary positions may be filled using the DEU.

· The servicing OPM office varies with each CPOC. Using OPM as a recruitment source is similar to using the DEU.  However, we recruit using OPM for occupations and grade levels which the DEU does not have delegated authority to hire.  OPM will announce positions, which are open to anyone.  OPM evaluates candidates and refers a minimum of three eligibles for each vacancy.  The “Rule of Three” applies to DEU positions as does Veterans Preference and Spouse Preference.  This means that selections must be made from the top three candidates, keeping in mind that a candidate with veteran’s preference cannot be bypassed to select someone without preference.  Veteran’s preference may cause only one name to be referred to the selecting official.  Applications are mailed to OPM, not the servicing CPOC.  Permanent, term and temporary positions may be filled using OPM.  Contact your CPAC personnel advisor for details on which occupations are filled by OPM.

· It is highly recommended that paid advertising (described below) be done concurrently when advertising through DEU or OPM.

· There are some positions that may be announced differently than using the procedures listed above, such as faculty and student hire positions.  Those positions may be filled through an announcement developed locally and application packages are generally forwarded directly to the individual department.

Grade level at which management wants the position filled:

Options available:  

· Fill job at GS-xx level 

· Fill job at GS-xx/xx/xx levels 

· Fill job at GS-xx level with potential to the GS-xx level.

Management can request to fill a job at one grade level, multiple grade levels, or one grade level with promotion potential to another grade level.  Note:  If you want to fill a job at multiple grade levels, you will get a list for each grade level requested.

Recruitment sources:
Options available:  

· Open announcement xx days

· Initial cutoff xx days with final closing date xx,

· Request paid advertising through xx sources

· Coordinate internal and external announcement closing dates.

Your position is generally advertised through a Resumix, Delegated Examining Unit or OPM announcement.  Announcements are generally open for 14 days.  However, given the difficulty in filling a specific job, you may wish to consider having paid advertising or opening your announcements for more than 14 days.  Some alternatives may include establishing an initial cutoff date or opening the announcement until filled. Note – there are some positions that require the announcement to remain open for a minimum 30 days (ex. Career program or COE high graded positions).

Check with your servicing CPAC to see if they have funds available to assist with the paid advertising. Some CPACs receive special funds to cover such recruitment expenses.

If you want both your internal announcement and your external announcement (DEU/OPM) opened at the same time, you should tell us that.  If you want the announcements coordinated with paid advertising then you need to tell us that too.

Use of previously issued referral lists:  Referral lists issued by the DEU or OPM are valid for 90 days from the date of issuance.  Internal referral lists are valid for six months after the closing date of the announcement unless otherwise stated in the local Merit Promotion Plan. Managers may use a list generated for another position for their own position in lieu of beginning the recruitment process from the beginning.  To use another list, the position must be identical in nature, same pay plan, series and grade, same status (permanent or temporary), and same tour of duty (full-time or part time).  If you would like to exercise this option, contact your personnel advisor to determine if an existing list is available.
Emergency Hiring:  The CPAC has the option to be involved with the submission of an emergency hire action.  The CPAC can assist you with special requirements of the emergency hiring program such as name requests, waiver of VSIP payment, hiring of reemployed annuitants, etc.  You should contact your personnel advisor regarding any questions about the emergency hire program.   

Student Educational Employment Program:  There are two components to this program:  Student Career Experience Program (SCEP) and Student Temporary Employment Program (STEP).  Students may be appointed to either program if pursuing any of the following educational programs (part time or full time):


1. High school diploma or general equivalency diploma


2.  Vocational/Technical Certificate


3.  Associate Degree


4.  Baccalaureate Degree


5.  Graduate Degree


6.  Professional Degree

The SCEP program is formally structured program which requires a written agreement by all parties involved (student, school, and employer) as to nature of the work (related to the student’s schooling), continuation in school and successful completion of the program.  There is no economic or income criteria.  Students in the SCEP program may be converted to a permanent position upon completion of their education and their experience.

The STEP program consists of temporary jobs not to exceed one year that may or may not be related to the schooling.  Again there is no economic or income criteria.  Students may not be retained beyond graduation.
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( Definitions for each of these special programs are at Appendix C-2.





57
1

