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330-1-00 | NTRODUCTI ON

I n accordance with Ofice of Personnel Managenent regul ations
contained in 5 CFR Part 330, the following is the Departnent of
Heal t h and Human Services Career Transition Plan. The plan
covers services to be provided to surplus and di spl aced

enpl oyees, consideration of surplus and di spl aced Depart nment
enpl oyees, operation of the Departnent's reenpl oynent priority
list, and consideration of surplus and di spl aced enpl oyees from
out si de the Departnent.

The requirenents in this plan formthe foundation for providing
assi stance to surplus and displaced enpl oyees, and Operating

Di vi sions are encouraged to take steps which go beyond these
requirenents to neet the needs of their enployees.

330-1-10 REFERENCES

A 5 CFR Part 330, Subpart F (Agency Career Transition
Assi stance Pl ans for Local Surplus and D splaced Enpl oyees)
B. 5 CFR Part 330, Subpart G (Interagency Career Transition
Assi stance Pl an for D splaced Enpl oyees)
C. 5 CFR Part 351 (Reduction in Force)
D. HHS Personnel Instruction 351-1 (Reduction in Force)

330-1-20 POLICIES TO PROVI DE TRANSI TI ON SERVI CES TO ALL SURPLUS
AND DI SPLACED HHS EMPLOYEES

A Pur pose

OPM Regul ations 5 CFR Part 330 take a new approach to
hel pi ng surplus and di spl aced workers find other jobs,
namel y, individual enployee enpowernment. This approach
requires that agencies help workers who are affected by
downsi zi ng devel op the tools and resources to find other
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Departnent requirenents for career transition services for
t hese enpl oyees. Operating Divisions will develop their
specific plans based on their own needs, including nunber
and types of enpl oyees affected.

B. Cover age

Career transition services will be provided to all surplus
and di spl aced enpl oyees including those in the excepted
service and the Seni or Executive Service.

C. Career Transition Strategies

1

Operating Divisions will develop career transition
strategies for surplus and displ aced enpl oyees that
clearly identify:

» the types of career transition services, equipnent
and facilities to be provided by the OPDIV to
headquarters and field enpl oyees;

e comuni cation strategies that ensure that al

enpl oyees are kept informed of proposed or actual
changes that mght result in surplus or displaced
enpl oyees, of the availability of career transition
services and facilities, and when/where/ how services
w Il be avail abl e;

e the use of excused absences for enployees to use the
services and facilities;

 enployee use of facilities after separation;

e training to be provided to enpl oyees, nanagers,
supervi sors and uni on representatives (exanples of
topi cs whi ch shoul d be considered are job search
skills, resune witing, interview techniques, financial
managenent, stress managenent and transition
managenent ) ;

* howretraining will be used to help the organi zation
meet its future workforce needs, while hel pi ng surplus
or displaced enpl oyees obtain neani ngful enpl oynent,
and how retraining strategies and plans wll be

devel oped and i npl enent ed;

» access to services by enployees, including those in
headquarters, field offices, and renote sites, and
those with disabilities;
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» other fornms of Federal, state, and |ocal assistance
whi ch are avail able to support career transition for
enpl oyees including those with disabilities; and

* the role of the Enpl oyee Assistance Programin
provi di ng services.

2. Career transition strategies nust include options for
vari ous contingencies, e.g., when there are limted
nunbers of surplus or displaced enpl oyees, or when
there are | arge nunbers of surplus or displaced
enpl oyees.

3. Where there are bargai ning unit enpl oyees, the career
transition strategy will be devel oped in partnership
with the union(s) that represent enployees.

4. The OPDIV will provide a copy of its plan to the Ofice
of Human Resources, ASMB, within 60 days of issuance of
this policy. The Departnent encourages OPDI Vs to share
their plans with enpl oyees.

5. The OPDIV will report on career transition activities
and results as requested by the Ofice of Human
Resources, ASMB. The O fice of Human Resources may
al so conduct reviews of career transition activities at
any tine.

6. The O fice of Human Resources, ASMB, w || provide
techni cal assistance and broker cooperative
arrangenments for sharing services anong and between
OPDI Vs and ot her agenci es.

330-1-30 PLACEMENT CONSI DERATI ON FOR DEPARTMENT SURPLUS AND

A

DI SPLACED EMPLOYEES
Pur pose

The purpose of this portion of the career transition plan is
to inplenent the requirenents of 5 CFR Part 330. Unl ess

ot herwi se specified, the plan will have the sane

requi renents and exceptions as set forth in the Ofice of
Per sonnel Managenent regul ati ons.

Cover age

The plan applies to conpetitive and excepted service

enpl oyees in tenure groups | and |1, but it does not apply
to Schedul e C enpl oyees and enpl oyees appoi nted out si de of
Title V of the United States Code.
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In addition to the filling of conpetitive service positions,
it applies to the filling of excepted service positions
except for Schedule C positions, experts and consultants,
and positions not covered by Title V of the United States
Code.

The plan does not apply to the Senior Executive Service.
OPDI Vs may extend coverage to ot her enpl oyees and positions
provided that there is no conflict wwth the rights of

enpl oyees covered by this plan. Any expansion of coverage
is not applicable to other OPDIVs.

C. Desi gnati ng Enpl oyees as Sur pl us

OPDI Vs have the authority to conduct reductions-in-force
(RIFs) without Departnment approval although R Fs nust al ways
be the |l ast resort. Enployees who receive R F separation
notices are imedi ately covered by this plan, and any
reference in this plan to surplus enpl oyees includes them

t 0o.

OPDI Vs nmay desi gnate enpl oyees as surplus w thout issuing
RIF notices when it is expected wth a reasonabl e degree of
certainty that the designated enpl oyees will have to be
separated by RIF within 6 nonths and when the precipitating
event is outside the OPDIV' s control, such as legislative
action or a budget reduction inposed on the OPDI V.

If an OPDIV wants to designate surplus enployees for |onger
than a 6 nonth period or wants to extend a designation
beyond 6 nonths, prior approval is required fromthe Deputy
Assi stant Secretary for Human Resources. Prior approval is
also required if the precipitating event is wthin the

OPDI V's control, such as a reorganization recommended or
approved by the OPDIV head or subordinate officials.

However, this prior approval requirenent does not apply in a
situation where an OPDIV's designation of enpl oyees as
surplus will permt the OPDIV to effect inmmedi ate pl acenents
of those enpl oyees within the OPDI V.

Enpl oyees desi gnated as surplus nust be given witten notice
to that effect. The notice nust advise themto include it
when they apply for positions. Enployees who do not include
the notice will not be entitled to the consideration
provided for in this plan.

D. Publ i ci zi ng Vacanci es

The personnel office servicing an OPDIV with surplus
enpl oyees is responsible for advising in witing every
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Depart ment personnel office servicing positions in the
commuting area that it has surplus enployees. At a m ni num
this notification should include the nanes, titles, series,
grades, and pronotion potential for the surplus enpl oyees.
Personnel offices with surplus enpl oyees nust keep these
lists up to date, for exanple, by advising other personnel
of fices as soon as enpl oyees are no longer entitled to

consi deration under this plan.

Personnel offices with vacancies to fill mnust provide the
personnel office servicing the surplus enployees witten

i nformati on about the vacancies being filled. This can be a
vacancy announcenent or a position description if no vacancy
announcenent i s being used. Vacancy announcenents, when
used, nmust contain all information required by regul ation,
including the definition of well qualified.

The office servicing the surplus enployees is responsible
for providing the information to the enpl oyees. Enpl oyees
must have at | east seven work days from when the servicing
personnel office receives the information or until the

cl osing date of the vacancy announcenent, whichever is

| onger, to apply. Personnel offices normally should not
take nore than two work days to provide the vacancy
information to enpl oyees. Enpl oyees who are absent nust
provi de their servicing personnel office wwth information on
how to contact them quickly or alternatively may | eave
copies of their application with their personnel office and
i ndi cate what type of vacancies they are interested in
applying for. Nothing in this plan prevents personnel

of fices from devel opi ng ot her arrangenents such as using

el ectronic mail provided that surplus enpl oyees have at

| east seven work days to apply for the vacanci es.

E. Filling Positions

When filling conpetitive service positions, surplus excepted
servi ce enpl oyees nust be considered if they have
conpetitive status or are serving under an appoi ntment which
can be used to fill the position. For exanple, an

i ndi vi dual serving under Schedul e A appointnment for severely
di sabled individuals, if otherwi se qualified, could be

pl aced into a conpetitive service position while continuing
to serve under the Schedule A appointnent. Nothing in this
pl an confers conpetitive status upon excepted service

enpl oyees or requires an OPDIV to attenpt to hire an
except ed enpl oyee through the conpetitive exam ni ng process.

When filling excepted service positions, surplus conpetitive
servi ce enpl oyees nust be considered if they would qualify
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under the excepted service appointing authority being used
or if the position could be filled in the conpetitive
service. A surplus conpetitive service enpl oyee nay be

pl aced in an excepted position without regard to the

requi renents of Departnent Instruction 302-1.

|f a position is being filled under the Departnent's Career
Qpportunities Traini ng Agreenent, surplus enpl oyees who
apply nust be considered for both the trainee and target
positions except that a surplus enpl oyee does not have to be
consi dered under this plan for a position which would

i nvol ve a pronotion or which has greater pronotion potenti al
than the enpl oyee's current position. An OPDV may not
bypass a surplus enpl oyee who neets the requirenments in this
plan for selection for either the trainee or target position
by filling the other position. It is up to the OPDIV to
deci de which position (trainee or target) to offer the
sur pl us enpl oyee.

Because I ndian preference is based in law, it takes
precedence over the requirenents of this plan. Surplus
enpl oyees not entitled to preference may not be sel ected
ahead of persons entitled to it. This refers only to the
| ndi an preference applicable to the Indian Health Servi ce.
It does not apply to the preference applicable to parts of
the Adm nistration for Children and Fam |ies because that
preference is not absol ute.

OPDI Vs nust select their own surplus enpl oyees ahead of
t hose from other OPDI Vs

F. Determ ning Qualifications

1. Nonconpetitive Actions

|f a position is being filled by an action not requiring
conpetitive pronotion procedures, surplus enpl oyees nust be
selected if they neet the basic qualifications for the
position including any docunented sel ective factors and can
performthe duties of the position w thout undue
interruption as defined in 5 CFR Part 351. Surpl us

enpl oyees are not required to neet quality ranking factors
for nonconpetitive actions. If a surplus enployee is found
not qualified, there nmust be witten docunentati on which
denonstrates why he or she is not qualified and shows why
the selectee is qualified. The fact that the selectee is
better qualified than the surplus enployee is not sufficient
if the surplus enployee neets the requirenents descri bed
her e.
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2. Conpetitive Pronotion Actions

If a position is being filled by a selection froma nerit
pronotion certificate, the surplus enployee nust be rated
and ranked under the sane procedures as nerit pronotion
applicants. |If, after the rating and ranking process, the
surplus enployee is determned to be well qualified as

defi ned and published on the vacancy announcenent, he or she
must be selected. Each OPDIV nust define the termwell
qualified in accordance wth regul atory guidelines and the
terms of the nerit pronotion plan(s) it admnisters. For
exanpl e, depending on the pronotion plan, well qualified
could be defined as "neets all selective factors and is
rated at the above average | evel or higher for each KSA"
For pronotion plans that are part of negotiated | abor
agreenents, such definitions nmust be devel oped in
partnership with enpl oyee unions. |If the surplus enpl oyee
is not determned to be well qualified, any applicant for
conpetitive pronotion who nmakes the best qualified |ist may
be sel ected.

Exanpl es:

a. An OPDIV is filling a GS-12 position through an action
not requiring nerit pronotion procedures. A GS-12
surpl us enpl oyee who is determ ned to neet basic
qualifications nust be selected if he or she can do the
j ob wi t hout undue interruption.

b. An OPDIV is considering filling a GS-12 position by an
action not requiring nerit pronotion procedures but at
the sane tinme is announcing the position under nerit
pronoti on procedures.

(1) If the surplus enployee is determned to neet basic
qualification requirenents and can performthe duties
of the position w thout undue interruption, he or she
must be selected if the positionis filled
nonconpetitively.

(2) If the OPDIV proceeds to prepare a nerit pronotion
certificate, the surplus enployee nust be rated and
ranked with other nerit pronotion applicants. [If the
surplus enployee is determined to be well qualified
according to the OPDIV definition, he or she nust be
sel ect ed.

(3) If in (2) above, the surplus enployee is not
determined to be well qualified, the OPDIV could sel ect
an applicant fromthe best qualified |list ahead of the
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surpl us enpl oyee. However, this provision does not
permt an OPDIV to circunmvent (1) above by using nerit
pronotion procedures to select an enpl oyee who is
otherwise eligible for selection wthout conpetition.

C. If an OPDIV is announcing a GS-12 position with
potential to grade 13 and a GS-12 surplus enployee in a
position with no pronotion potential applies, he or she
woul d be consi dered under nerit pronotion procedures
and woul d have no special rights under this plan.

G Revi ew of Qualifications

OPDI Vs nmust have witten procedures for review ng

determ nations that surplus enpl oyees who apply for
vacancies do not qualify for selection. Reviews nust be
conducted by an individual other than the person responsible
for the initial determnation. The reviewer my not be
subordinate to the person who nmade the initial

determ nation. Applicants nust be notified in witing of
the results of the review

H. Excepti ons

OPDI Vs may nmeke internal reassignnments as exceptions to this
plan in instances where the reassignnent does not result in
a vacancy (for exanple, reassignnents of enployees to
acconplish an official reorganization) or where the OPDV s
budget or FTE situation will not accommodate hiring from

out side the OPD V.

There must be witten docunentation any tinme a vacancy is
filled as an exception to this plan. The docunentation nust
be signed by the official who has the authority to take the
action causing the exception. For exanple, there is an
exception if the placenent of the surplus enpl oyee would
cause anot her enployee to be separated by RIF. [|If that
exception is used, the docunentation nust be signed by an

of ficial who would have the authority to authorize the R F.

No separate docunentation is required when the action speaks
for itself. For exanple, if an enployee receives a career
pronotion, that is an exception to this plan, and no
addi ti onal docunentation is required.

Pl acenent of Enpl oyees on Retai ned Grade and Pay

Department Instruction 335-2 concerning placenent
consideration for enpl oyees on retained grade and pay has
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been abolished. Each OPDIV nust develop its own programto
provi de placenment consideration for these enployees. The
requi renments of this plan take precedence over these

progr amns.

330-1-40 OPERATI ON OF THE REEMPLOYMENT PRI ORI TY LI ST

The follow ng informati on concerning the operation of the
Departnent's reenploynent priority list is based on Ofice of -
Per sonnel Managenent Regul ations in Subpart B of 5 CFR Part 330
and is incorporated from Department Instruction 351-1 which is
still in effect.

The RPL applies to the conpetitive service, including
tenporary positions, and to Indian preference appointnents.

The exceptions to the RPL that OPM permts for appoi ntnent

of disabled veterans from OPM registers and OPM options for
the reinstatenment of preference eligibles are permtted in
HHS.

Thirty-day special needs appoi nt nents and 700- hour
appoi ntnments of individuals with disabilities are permtted
as exceptions to the RPL.

Conversions, including the reinstatenent of an excepted
service enployee to the conpetitive service wthout a break
in service, are subject to clearance of the RPL. However,
conversions that are inherent in the appointing authority,
such as for enployees with disabilities on Schedule A

appoi ntnents, are permtted.

OPM regul ations require separate RPL registers for full-tine
and part-tine enployees. However, it is the Departnent's
policy that if there are no part-tinme enployees on the RPL
for a part-tinme position, full-tinme enpl oyees who have
indicated availability for part-tinme positions nust be

sel ected ahead of applicants from outside the Departnent,
and vice versa. |In these cases, selections are nmade in
subgr oup order

The reenpl oynment priority coordinator is the personnel

of ficer or his/her designee who maintains the RPL for a
commuting area. |f enployees are being separated fromonly
one conpetitive area in a commuting area, the personnel
officer with appointing authority over those positions is
the coordinator. |f nore than one personnel office has
appoi nting authority over enployees who are bei ng separat ed,
t he personnel officer with the |argest nunber is the

coordi nator, unless the affected personnel officers agree
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ot herw se.

If an installation is closed and there is no |onger a
personnel officer, the Deputy Assistant Secretary for Human
Resources wi || designate a coordi nator

The reenpl oynent priority coordinator will notify

OPDI VS/ STAFFDI VS whenever the RPL is activated and w ||
distribute RPL clearance requirenents to all servicing
personnel offices in the comuting area. C earance
requirenents will, at a mninum include a |ist of the
series and grade levels that require RPL cl earance.

Reenpl oynent priority coordi nators have discretion to
establish different operating procedures when dictated by

| ocal conditions. Servicing personnel offices nmust docunent
any sel ections fromoutside the Departnent to show that the
reenpl oynment priority list was cleared. |f the reenpl oynent
priority coordinator and anot her servicing personnel officer
cannot resolve a disagreenent concerning the qualifications
of an RPL candidate for a particul ar vacancy, the case w ||
be sent to next organizational |evel (the OPD V Personnel

O ficer or the Deputy Assistant Secretary for Human

Resour ces) .

Enmpl oyees who do not conply with procedures established by
the reenpl oynment priority coordi nator nay be renpved from
the reenpl oynent priority list, provided that the procedures
are in witing and the enpl oyee has been infornmed in witing
t hat hi s/ her nonconpliance will result in renmoval fromthe
list.

330-1-50 FILLING PCSI TI ONS FROM OQUTSI DE THE DEPARTMENT
OPDI Vs nmust develop witten procedures for considering surplus

and di spl aced enpl oyees from ot her Federal agencies. These
procedures nust conformto Subpart G of the regul ations.



