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Volume: 10 Personnel Management -
Part::~. . - 1 Employment and Staffing - - )

Merit Staffing Program
Dlrectlve 10.15

Pohcy
(10.15-01)

Objectives
(10.15-02)

It is the policy of the U.S. Nuclear Regulatory Commission to operate -
a merit staffing program without regard to political affiliation, race,
color, religion, national origin, sex, marital status, age, or disability -

~and without favoritism based on personal relationship or patronage
‘and with proper regard for.an employee s or apphcant’s privacy and
- constltutlonal rights. . - y

L

o To effect merit stafﬁng actions in a fair and equitable manner
following basic general employment guidelines in use within the
‘Federal sector. (021) L

e To meet organizational mission needs and efficiently utilize the
skills, knowledges and abilities of NRC employees through
apphcatlon of ment stafﬁng pnnmples (022)

» vTo ensure agencyw1de umfonmty in the application of merit

staffing practices as described in Handbook 10.15. (023)

- e To ‘maintain a drug-free Federal workplace. (024)

[peN
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Organizational Responsibilities and
Delegations of Authority

(10.15-03)

Chairman
(031)

The Commlssmn
(032)

Serves as the selecting official for executives reporting to the}

Chairman, for the Director and the Senior Executive Service (SES)

staff of the Office of Public Affairs, and for the Director of the

Office of Congressional Affairs. (a)

Selects the personnel employed in his or her immediate office. (b)

e ' Serves as the selecting official for the Directors of the Offices of

the General Counsel, International Programs, State Programs,
Secretary of the Commission, Commission Appellate
Adjudication, and the Chief Administrative Judge, Atomic Safety
and Licensing Board Panel, as well as the Executive Director for
Operations and the Directors of the Office of Nuclear Regulatory
Research, Nuclear Reactor Regulation, and Nuclear Material

. Safety and Safeguards. (a)

Each Commissioner selects the personnel employed in his or her
immediate office. (e)

Executlve Director for Operatlons (EDO)

(033)

e Acts as selecting official for SES positions in his or her immediate

office, other than those reserved for the Chairman or the
Commission. (a)

As appropriate, delegates to office directors and regional
administrators authority to make selections for EDO level office
positions. (b)

Grants exceptions or deviations from the administrative or
procedural requirements of this directive when such requirements
are not based on law or Executive order. (c)
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Director, Office of Personnel (OP) -

(034)

Grants exceptlons to personnel : practices and procedures as

.. specified in Handbook 10 15 (a)

Prescribes the standards, requlrements and guidance for merit
staffing actions in the NRC. (b) ’

Provides staff assistance to Commissioners, office directors, and
regional administrators in carrying out their merit staffing
responsibilities, including the development of vacancy
announcements and crediting plans. (c)

‘Provides final interp'retations or decisions regarding the intent and

applicability of this directive. (d)

Ensures that operating practices and ﬁiocedures meet the intent of
the interchange agreement with the Office of Personnel
Management, as described in Exhibit 1 of Handbook 10 15. (e)

Delegates to regional administrators personnel authorities, as

- appropriate, through a signed deleganon agreement. (f)

Ensures that all merit staffing actlons conform to merit prmmples,

© -are consistent with sound management practices, and are in accord

- with - legal -and " regulatory  requirements and applicable

‘ 1nstruct10ns (g)

Revxews and 51gns, or delegates authonty to review and sign,

- “Notification of Personnel Action” (Standard Form 50). (h) -

Director, Office of Administratlon (ADM)

(035)

Detenmnes the 1mt1al and contmumg eh g1b1hty of NRC applicants
for employment, clearance, and access authorization required for
NRC employment. (a)

Determines whether any security objection exists to the
employment of NRC applicants before the completion of the
preappointment  investigation and grant of access
authorization. (b)
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Director, Office of Administration (ADM)’

(035) (continued)

o.. Requests approval of the Commission to grant interim access
authorization and employment clearance to designated individuals
who require access to restricted data before completion of the
required investigation, based on Subsection 145b of the Atomic
Energy Act of 1954, as amended. (c)

Office Directors and _
Regional Administrators

- (036)

Applicability
(10.15-04)

Handbook
(10.15-05)

As provided for in any applicable delegation agreements and in
Handbook 10.15,” carry out their personnel management
responsibilities regarding the merit staffing of positions in their
offices.

The pblicy and guidance in this diréctive and handbook apply to all
NRC employees except—

° Members of the Senior Executive Semce (seeMD 10.135, “Senior
Executive Service (SES) Employment and Staffing Programs”) (a)

e Experts, consultants, and members of advisory committees (b)

Handbook 10.15 describes the operauonal practlces and procedures
applicable to the competitive or merit staffing actions affecting NRC

' 'employees with exceptions as noted above.
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Practlces A)

Part 1

General 'PrOVision‘s.

g The NRC operates a: competmve ment system that embodies the
principles of open competition and equitable consideration against
uniform standards. NRC’s independent merit system has been
recognized by the ‘Office of Personnel Management (OPM),
evidenced by our continuing mterchange agreement with OPM
(Exhibit 1). The followmg practlces apply'

o Al employees and applxcants for employment with the NRC shall

be treated without regard to pohtlcal affiliation, race, color,
religion, national origin, sex, marital status, age, or disability, and
with proper regard for their privacy and legal rights. (1)

- Vacant positions in' the NRC may be filled by noncompetxtlve

appointment, by competmve appomtment by noncompetitive

. internal placement, or by compeunve internal placement. Each

job will be filled on the ba515 of merit, fitness, and qualifications,
without discrimination based on any nonmerit reasons and without
favoritism based on personal relationship or patronage. : This
provision shall not be mterpreted as restnctmg the right of the

" selecting official to fill a vacancy by using one of the authorized
- ‘exceptions to’ competltlve procedures described in Part II of this
' ‘handbook “and" in “Management . Directive (MD) 10.1,

“Appomtments ‘General Employment Issués, Details, and Position
Changes, when appropnate (2)

.....
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Practices (A) (continued)

The NRC is subject to the restrictions on employment of relatives
described in 5 U.S.C. 3110. In addition, no employee shall be
retained in a position under the administrative direction or
supervision of any relative, and no person shall be selected for or
retained in a position in which he or she will exercise
administrative direction or supemsxon over a relative. A more
detailed discussion of nepotism restrictions may be found in

. MD 10.1. (3)

Positions in the NRC will be filled with citizens of the United
States, unless the Director, Office of Personnel (OP), determines
that a noncitizen’s potential contribution to the nuclear regulatory
program will materially benefit the program by contributing
unique or unusual skills or talent not possessed to any comparable

- degree by an available U.S. citizen. (4)

Positions in the NRC are filled in accordance with veterans’
preference requirements. (5)

When the provisions of the collective bargaining agreement with
the employees’ exclusive representative are in conflict with this
handbook with regard to bargaining unit employees and

- bargaining unit positions, the provisions of the agreement must

govern. (6)

For purposes of this handbook, when authorities and procedures
have been delegated by the 'Director, OP, to the regional
administrator, references to an OP representative will include the
regional personnel officer, or his or her designee. (7)

Posmon Management (B)

Each actxon to fill a vacant posmon must be consistent with sound
management practices and principles and with any current ceiling or

_ budget controls. The selecting official shall review each request to fill a
vacant position to decide whether it currently—

Is necessary to fill the position (1)”

Is possible to abolish the position entirely or assign the duties of
the position to other positions (2)

Approved: February 21, 1996
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Posmon Management (B) (continued)

e Is possible to reengineer the duties of the position to permit

performance ata lower grade orona part-tlme basis (3)

° Meets current superwsor-to-employee-ratlo targets, where

applicable (4)° o0 .

The Selectlon Process (¢

The selecting official has final responsibility for determining which
qualified candidate should be selected for both bargaining unit and
nonbargaining unit positions. (1)

The selecting official may select or not select from any appropriate
source of candidates at any point in the selection process. (2)

The Director, OP, has responsibility, either directly or through

redelegation to OP component chiefs or regional personnel officers,
for—(3)

v ®

Assisting in locating qualified candidates (a)

Assisting in determining the basic qualification requirements and
rating factors of the position (b)

Assisting in developing methods to evaluate applicants against the
rating factors of the position (c)

Providing guidance to rating panels on panel procedures and
operations (d)

Designating the OP representative to participate as a nonvoting
member on rating panels (e)

Determining basic qualifications of individuals applying under
competitive procedures (f)

Certifying to the appropriate management official candidates in
the highest available qualifications category from which a proper
selection may be made (g)

Ensuring that competitive actions comply with applicable
regulations and merit principles (h)

Approved: February21, 1996 ' 3
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The Selection Process (C) (continued)

e Training supervisors, managers, and panel members on all aspects
of competitive staffing requirements, including developing
evaluation methods and rating and ranking candidates (i)

o Taking the action to place the selected candidate in the position (j)

4 Approved: February 21, 1996
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" Coverage and Exceptions

Coverage ()

Unless excepted as described below, the competitive procedures
contained in this handbook will.be used in ‘the -following
c1rcumstances

Whenever NRC or other Federal or fonner Federal employees, or

: non-Federal apphcants compete for posrtlons Q)

For NRC Regular (Excepted) or NRC Regular (Excepted)
(Condltlonal) appomtments (2) .

For conversion to an NRC Regular (Excepted) or NRC Regular
(Excepted) (Conditional) appointment of an employee with an

" appointment with a’ specific time limit. These employees are

.- 'considered “outside candidates” and are sub_]ect to the competitive

~ . -Tequirements -of -this: handbook except in the following
-instances: (3) .- -

.. - = "The original selection was & competitive one in full accord with
-+ the prmcrples and procedures of thrs handbook. (a)

— ‘The fact that the selectee would be eligible for noncompetitive
conversion to a permanent appointment was made known at
. -the time of the original competition. (b)

- For selection of an'NRC employee for temporary promotion for
more than 90 calendar days or for detailing an NRC employee for

* more than 90 days to'a higher graded position or a position with

higher’ promotlon potentlal than that ‘of the employee’s current

:.position (4) -
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Coverage (A) (continued)

For making a temporary promotion permanent, unless—(5)

- The temporary promotion was made initially under
competitive procedures. (a)

- The fact thatit might lead to a permanent promotion was made
known to all potential candidates. (b)

For selection for training required for competitive promotlon
when the- training is not available to all employees who are
qualified and interested in the promotion (6)

For initial selection of an individual to a supervisory position (7)

Requlred Exceptlons (B)

The following actions must be taken W1thout following the competitive
“procedures of this- part- and without regard to the priority

considerations described below. The Office of Personnel (OP) will be

responsible for identifying exceptlons and adv15mg management.

An employee entitled torestoration followmg military service shall
be selected in accordance with law and NRC policy pertaining to
restoration rights when returmng from military leave. (1)

An employee entitled to reemployment following duty with an

- international organization shall be selected in accordance with the

same legal and policy requirements that pertain to restoration
rights when returning from military leave. (2)

An employee entitled to statutory reemployment following duty as
a reserve officer in the Foreign Service, or an employee in the
Foreign Assistance Program or in the Peace Corps, shall be
selected for the position he or she left, or a corresponding or higher -
position, in accordance with appropriate 5 U.S.C. or 5 CFR
guidance regarding reemployment rights. (3)

Anemployee entitled to reemployment rights following transfer to

- an emergency agency (movement: between executive agencies

during emergencies) shall be selected for the position he or she
left, or a corresponding or higher position, in accordance with
appropriate 5 U.S.C. or 5 CFR regulations. (4)
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Required Exceptions (B) (continued)

An employee entitled to return rights following duty on an NRC
. Limited (Excepted) appointment shall be selected for the position
he or ‘she-left or one of equal grade in accordance with

: Management Dlrectlve (MD) 10.1. (5)

“An employee who is employed under a program that accords him

or her noncompetitive’ conversron nghts such as a cooperative

o feducatlon student (6)

Authorrzed Exceptlons (©)

.. The following authorized exceptions to the competitive procedures

'may, at the discretion of the selecting official and with the concurrence

of the Director, OP, be taken without followmg the competitive

~ procedures and wrthout regard to the pnonty consideration described
below.

’ Apporntment of an. md1v1dua] ‘who is’ currently employed as a

Career or Career Conditional employee with another Federal
agency to a position that has no higher known promotion potential

© than that of ‘the posmon the person currently holds or has held

permanently. (1)

' Appomtment of a former employee of any Federal agency who is

eligible for reinstatement in the Federal service to a position that
has no higher known promotlon potentlal than that of the position
the person last held i in the Federal servrce (2)

'_ Appomtment of . a "disabled veteran who has a compensable
'servrce-connected drsabrhty of 30 percent or more to any position

for which he or she is qualified. (3)

A’Appomtment to a posmon “undér ‘an Excepted appointment
. (Presidential), an NRC Limited (Excepted) appointment, an NRC

- " Professional Term appomtrnent or an NRC Noncareer (Excepted)

appointment. (4)

Appomtment to’ a temporary posmon under a temporary

appomtment ®) -

Approve'd:_ February 21, 1996 7



Volume 10, Part 1 - Employment and Staffing
Merit Staffing Program’
Handbook 10.15 Part Il .

Authorized Exceptions (C) (continued)

e A promotion without current competition when at an earlier
stage, the employee was selected under competitive procedures for
entry into a position that was publicized as being structured to
allow the incumbent to rise to the full performance level identified
for the position. This employee is assigned duties that result in
grade-building experience and is. promoted as he or she
demonstrates the ability to perform at the next higher level. (See
the collective bargammg agreement with the employees’ exclusive
representative for prov151ons governing bargaining unit employees
and bargaining unit positions.) (6)

¢« A promotion resultmg from the upgradmg of a position without a
51gmficant change in the duties and responsibilities because of the
issuance of a new evaluation standard or the correction of an initial
evaluation error. (7)

e A promotion resulting from the gradual accretion of additional
' dutles and responsibilities. (8) =

« A change from one position to another position with no higher
promotion potential. (9)

- ® Atemporary promotion or detail to a higher graded position or to
~ a position with higher promotion potential than the position of
record of 90 days or less. (10)

e Conversion of a student to an NRC Regular (Excepted) or NRC

. Regular (Excepted) (Conditional) appointment upon successful

completion of all Ie gal andre gulatory requirements of the Student
Career Experience Program. (11)",

e Conversion of a temporary promotion to permanent when the

temporary promotion was made initially under competitive

- procedures and the fact thati it might lead to permanent promotion
was made known to all potential candldates (12)

. Conversion of a physically handicapped or mentally retarded
employee to an NRC Regular (Excepted) or NRC Regular
(Excepted) (Conditional) appointment upon completion of
2 years of successful job performance as described in MD 10.13,
“Special Employment Programs.” (13)

8 Approved: February 21, 1996
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Authorized Exceptlons (C) (continued)

- Conversion to-an NRC ‘Regular (Excepted) or NRC Regular
(Excepted) (Conditional) appointment of a secretary in grades up
to and -including GG-6"originally -hired for a vacancy in the
‘ .%Pre-As&gnment Center under an NRC Noncareer (Excepted)
appomtment when the - initial appomtrnent was made under
. competitive procedures, the appointment was for no more than
.13 months, and the fact that it might lead to a permanent position
was made known to all potential candidates. (14)

. ,Repromotlon to a grade previously held under a nontemporary
" appointment from which the employee requested a change to a
lower grade, except .when the employee was demoted for
misconduct or unsatlsfactory performance. Repromotlon within
1 year of a change to a lower grade will not result in a salary
increase beyond that which the employee would have attained had

he or she remained at the higher grade. (15)

e Promotion asaresult of one of the ‘priority conditions identified in
Section (D) of th1s part (16) '

Prlorlty Cons1derat10n (D)

AUn]ess the ‘position is filled as required by reference to reqursrte

exceptions or permitted by reference to authorized exceptions, the

following individuals must be given priority consideration for all

vacancies filled in accordance with the competitive procedures of this

.handbook and for, whrch they meet the basic qualification
‘ 'requlrements @ . -

" An employee who falls toreceive proper consideration (as defined
in"this paragraph) i in a'placement action shall be given pnonty .
consideration for the next appropriate vacancy. An appropriate
* vacancy is one at thé same grade level, in the same commutmg
area, and. with .comparable promotron opportunities and
qualification réquirements as the position for which the employee
did not receive proper consideration. “Failure to receive proper
consideration” means that an error was made in not placing the
employee’s name in the highest available qualifications category
. - referred for consideration by the selecting official. For each failure
to receive proper consideration, an employee is entitled (even if
-referred .along with.-other.. candidates entitled to priority
consideration) to only .one subsequent priority consideration
under this provision. (a) . *
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Priority Con51derat10n (D) (continued)

A former employee separated by a reduction in force (RIF) who is
on the Repromotion Priority List (see MD 10.103, “Non-SES
Reduction in Force”) for the commutmg area from which he or she
is separated shall be given priority consideration for placementin a
vacant position for which he or she is qualified in this commuting

" area.’ A veteran’s preference-eligible candidate is entitled to be

selected -from the Reemployment Priority List before a
nonpreference-eligible candidate. (b)

An employee in RIF Retention Group I (Regular Excepted)
(Career) or IT (Regular Excepted Conditional) who has been given
a notice that states that he or she will be separated from the NRC
by a RIF shall be given the same pnonty consideration asspecified
in Section (D)(l)(b) of this part for a former employee separated
by a RIF who is on the Repromotxon Priority List. (c)

An employee whoisona Repromotlon Priority List shall be given
priority consideration for repromotion to a vacant position for
which he or she is quahﬁed at the grade level formerly held and at
any lower grade levels the employee agrees to accept in the

- commuting area of the position from which he or she was
- downgraded. An employee’s name will be removed from the

Repromotion Priority List if the employee declines a valid job
offer. (d) :

An employee in RIF Retention Group I or Il who has been givena
RIF notice that states that he or she will be downgraded shall be

. -».. giventhe same priority consideration as specified for employees on
- a Repromotion Priority List noted in (d) above. (e)

Under these condltlons; OP (or, ‘as. eppropnate the regional
personnel officer) will refer to the selecting official the application of
the: pnonty individual to be considered before any other effort,

“including issuance of a vacancy announcement, is made to identify

candidates for the position. (2)

The referred individual mﬁst be given bona fide consideration and

- - must be selected, unless the selecting official determines that the

selection would not be in the best interest of NRC and this

- determination is approved by the Director, OP. This determination

and the reasons for it must be recorded on Form NRC Form 178 (see

10
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Priority Consideration (D) (continued)

Exhibit 2). Only after this action is taken may another candidate be
selected. (3)

If two or more individuals have rights to priority consideration for the
same position, their Standard Form (SF) 171s and performance
appraisals will be evaluated, and they will compete against each other
for the vacancy in ‘accordance with the procedures described in
Part VII of this handbook. (4)

An employee with priority consideration nghts who is selected in

accordance with Section (D)(4) of this part is selected (in competition
with all other employees having priority consideration rights for the
vacancy) as an exception to the regular competitive procedures of this
handbook. (5)

Record of Exceptlon to. Competltlon E)

' 'When a position is filled w1thout competmon as provided in this part,
“the circumstances identifying the exception to competition are
\__ recorded on the SF 50 (see Exhibit 3).
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Part 111 '

| Vacancy Announcements
Usage (a)

Except as provided under Section (I) of thls part, arepresentative from
the Office of Personnel (OP), in consultation with the selectmg
official, prepares and issues a vacancy announcement for all vacancies
filled through the competitive procedures of this handbook.

Preliminary Preparatlon (B)

When a vacancy or other merit competition opportunity exists, the
selecting official contacts the appropriate OP representative to discuss
the position, review management’s need, and develop a preliminary
strategy and estimate of the availability of highly qualified
candidates. (1)

A request to post a vacancy includes a Standard Form (SF) 52 (see
Exhibit 4), a position description (PD), and a memorandum
designating panel members. The OP representative advises the
requestor whether rating factors and a crediting plan (as defined in
Part VI(B)(1)(a) of this handbook) are already on file or whether they
will have to be developed. (2)

The OP representative reviews the position with the selecting official
to determine what the job entails (i.e., conducts a job analysis). (3)

The OP representative prepares or modifies a PD, depending on
whether a PD already exists that reflects the results of the job analysis.
Modification of the PD may include lowering the entry grade level of
the position to be filled or designating the position as interdisciplinary
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Prellmmary Preparatlon (B) (continued)

" (see Exhibit 5) to perrmt a larger pool of available candidates to

apply. (4) : | .
The OP representative and the selecting ofﬁcial identify the rating

factors on the basis of the job analysis. This task must be completed
- before the announcement can be pubhshed 5)

: .The OP representatrve prepares a. vacancy announcement that

: specifies the basic qualifications and rating factors that reflect the

Approvals ©

contents of the PD (see Sectton (F) of thrs part for preparation of a

, vacancy announcement) (6)

_Generally, when the selectmg official and OP representative agree on
‘the vacancy announcement it w111 be posted. (1)

Announcements at the GG-14 or GG-15 levél must be concurred in by
the office director or the regional administrator. This authority may be

A delegated no lower than dwrsmn drrector or equlvalent 2)

- When fiscal or cerhng restramts requrre hrgher level concurrences to
- post vacancres supervxsors and managers wrll be so advised. (3)

Area of Consrderatlon (D)

The ‘area of consideration should be’ broad 'enough to allow for a
" significant number: of qualified- applrcants but narrow enough to

prevent an excessive number of apphcants In determining the area of

~ consideration, consideration should be given to equal employment

opportunity objectives, the’ likelihood of producrng sufficient highly
quahfied candidates without unreasonably restricting fair and open

~ competition, infusion of newideas and strengthsinto the organization,

and budgetary constramts and cost-effectlveness ¢))

Secretarial vacancies at any level and ‘administrative and clerical
vacancies at the GG-9.level and below will normally be announced
only within headquarters or the reglon in wluch they occur. (2) -

- :Vacancres to be ﬁlled by temporary promotlons of more than 90 days

will normally be announced only within headquarters or the region in

.- which they occur, and normally only apphcants from within these areas

will be considered. (3) -
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Area of Consideration (D) (continued) -

. All other vacancies with a full performance level at the GG-9 level or

above will generally be announced throughout the entire NRC as a
minimum. (4)

* These areas of consideration may be expanded at the request of the

selecting official. The areas may be reduced to the extent necessary to
ensure bona fide consideration of all qualified candidates within the
specified area when for budgetary, cellmg, or similar reasons it is not

,practlcal to announce the vacancy 'over a broader area. Any such
- . exceptions to the normal area of vacancy announcement must be

agreed to by the selecting official and approved by the Director, OP, on
the basis of the identification of the most probable recruitment
sources for highly qualified applicants (5)

Once the area of consideration has been determined, voluntary
applicants from outside the area of consideration will not be
considered. (6) :

Minimum Open Perlod B)

Vacancy announcements must be open for a minimum of 5 working
days. To ensure that applicants have adequate opportunity to compete,
the open period must be long enough for applicants to obtain the
necessary forms and submit them to the appropnate office. (1)

The total length of time a vacancy is posted also dependsona number
of factors. agreed to between the selecting official and the OP
representanve including the area of consideration, the nature of
recruitment efforts, urgency in filling the position, and the availability
of potentlal applicants. (2)

_Some types of vacancies, such as clerk-typlst and nuclear engineer,
. represent frequent staffing needs in many offices and justify “open”

announcements. Such announcements may be advertised as “open

. until filled.” (3)

Contents of Vacancy Announcements (F)

Announcements should provide comprehenswe information on the
duties and requirements of the position. (1)

Vacanéy announcements will be prepared by the cognizant personnel
specialist based on input from the selecting official. In addition to the

14
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Contents of Vacancy Announcements (F) (continued)

TR
b }

“:standard announcement contents developed by the OP representative,

the selecting official and the OP representative should discuss the

T followmg items for mclusmn as part of the announcement. )

The announcement must hst the ratlng factors identified through
~ the job analysis process, including any weighting that may be
. assigned to individual factors. In addition, sufficient guidance must
- be provided so that apphcants can address the rating factors in

terms of evaluation method criteria. (a)

Any special conditions of employment, special tailored supervisory
performance apprmsals payment of travel and transportation

. expenses, drug testing, consideration of payment of monetary
" incentives such as a relocation or recruitment bonus, or other such

~ " _factors, ‘when apphcable must also be included in the

announcement. (b) -

General guidance on the types of mformatlon that will be reviewed

~in evaluatmg rating factors, such as work history, breadth of

experience in the field, training,’ ‘awards, past and current
performanoe commumty actlvmes, and so forth, should be
listed. (c) »

e While not mandatoxy, extemal apphcants should be encouraged to
" complete NRC Form 750 (Exhibit 6). The OP representative

should attacha copy of thisform to the announcement whensentto

h external apphcants (d)

In descnbmg the basm quahﬁcatlons in the vacancy announcement,
the first basic quahﬁcatlons optxon should read as follows: (3)

To, meet the basm quallficatlons for the posmon current or

former Federal Government employees (and/or NRC

. employees for. NRC-w1de vacanmes) must have at least

.- lyear’s . expenence at-the next lower grade level in the

- occupational s series (or one of the occupational series listed if

the position is mterdlsmphnary) performmg llke or 51m11ar
kinds of duties. .

The basic qualifications statement should then contlnue with other
options for meetmg the basic or minimum quahﬁcatxons requirements
if the first option is not applicable. (4) -
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Contents of Vacancy Announcements (F) (continued)
Announcements should contain the following statement: (5)

“Executive Agencies are prohibited from accepting or
considering applicants for competitive appointments or
- positions on the basis of political recommendations from
members - of Congress, congressional employees, elected
State- or local government-'officials, and political party
‘officials. Such officials may only supply statements regarding
the character and residence of the applicant.”

Distribution of Announcements (G)

A list of all vacancies is pubhshed in the NRC “Weekly
Announcements distributed to all employees and is included in
several automated . systems. Speaﬁc information is provided
concerning the individual to be contacted for copies of the vacancy
announcement. (1)

‘Vacancy announcements are posted as appropnate in NRC office
buildings. (2) N

Announcements for NRC-wide and Iarget areas of competition are
distributed to regional offices. (3)

Announcements that are open to non-NRC applicants are provided to
.other Federal agencies and appropriate local and State employment
service offices, and are posted in various vacancy listing publications,
with professional groups, and other appropnate sources. (4)

Readvertlsmg Vacancies H) |

. Positions for which no action has been taken within 90 days after the

" "closing date of the announcement or within 90 days after applicants

are certified to the selecting official for selection will normally be

~ either cancelled or readvertised. In these cases, a notice will be

* provided in the NRC “Weekly Announcements” vacancy listing and in
~ automated systems advising of the cancellation or readvertisement.

Exceptlons to Announcement
Requirements ()

Reqmrements for a specific vacancy announcement are waived when it
is deemed to be in the interest of the NRC to recruit from outside the
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Exceptions to Announcement
Requirements (i) (continued)

agency rather than moving internal candidates (such as in situations
when the agency needs to increase its overall employment strength).
The Director, OP, may waive the requirements. In such instances,

applicants are referred through the NRC’s Applicant Review System
(ARS). ARS is an expedlted method to eliminate the need to post a
vacancy for certain positions. The ARS contains a pool of outside
applicants for current and future NRC employment. Applications for
employment under ARS are submitted in response to a vanety of
activities, including - advertisements, ‘ job fairs and campus visits,

general employment inquiries, and other endeavors (1)

If the current vacancy is, in all essentlal detalls, 1dent1ca1 to one for

which a vacancy announcement was issued within the previous 90 days,

.+ the Director, OP, may authorize the selecting official to use the results
of the earlier vacancy announcement. (2)

. The OP representative documents the exceptlon, in writing, mcludmg
\_/ " the reasons for and the approval of the excephon and makes it part of
: - the record (3) E
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Applféatibn Procedures

Responding to Vacancy
Announcements (A)

Any NRC exhployee who wishes to be considered for a vacancy
announcement must submit an NRC Form 115 (see Exhibit 7). (1)

All applicants, including employees, must submit an application form
as indicated in the announcement. Selecting officials, in consultation
with the Office of Personnel (OP), may choose to use a streamlined
application format such as that shown in Exhibit 8; a Standard Form
(SF) 171, “Application for Federal Employment;” or a streamlined
application form that has been developed and approved for use in the
NRC by the Office of Management and Budget. The announcement
should specify whether the SF 171, the alternate form, or the
streamlined format will be used and have a blank copy of the
streamlined format or the alternate formattached ifitis to be used. (2)

A record of performance assessment, either in the form of an annual
appraisal, an NRC Form 561 (see Exhibit9) for senior staff or
supervisory or managerial positions, or a tailored supervisory
assessment (see Exhibit 10) must be submitted in accordance with the
instructions specified in the vacancy announcement. The tailored
assessment forms are especially meaningful when the area of
consideration extends, for example, to other Federal employees when
little may be known about their annual appraisal system. When a
tailored assessment form is used, it is recommended that both the
current and the most recent former supervisor complete such an
appraisal. If the annual performance appraisal is used, it should be the
most current appraisal. If the applicant is unable to obtain a current
appraisal, he or she must sign a statement to that effect. (3)

18
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Responding to Vacancy
Announcements (A) (continued)

. A supplemental information statement addressing the rating factors
“should be used, when possible. This statement is mandatory for
-supervisory and managerial positions, and for all positions at the
GG-14 or =15 level. In addition, appllcants should be advised to

include any information about trammg, awards, or other experiences
in the supplemental statement that is dlrectly related to a speclfic

- 'ratmg factor (4) : .

r~When the area. of competmon extends beyond the NRC, applicants

should be encouraged to submit an NRC Form 750 (Exhibit 6).

- Although the applicant does not have to complete this background

. - .-, survey related to equal employment opportunity (EEO), he or she

. should be encouraged to do so to assist the agencyin the monitoring of

. EEO and affirmative action goals. Information on the formis used for .

MONitoring purposes only and will not be considered in connection
with the ratmg or selection process (5)

\_/ s :.-OP is not responsxble for supplymg ofﬁc1a1 personnel files or
information from these files to complete or supplement an
apphcatlon (6)

Only complete apphcatlons w1th all reqmred and recommended
_ attachments, received in.the OP on or before the closing date of the
-announcement will be con51dered unless a later date authorized by OP
is spec1ﬁcally de51gnated (7)- -

Llst of Absent Employees ®

OP (and, as appropnate the reg10na1 personnel officer) will maintain
lists of employees temporarily absent for military service, for service
with public international organizations, or because of a compensable
~“injury and not exceeding 1 year. These employees will be given
- automatic ‘consideration 'for -appropriate-vacancies. It is the
responsibility ¢ of the employee who will be temporarily absent to notify
- 'his or her personnel representative of an interest in being considered
for vacancies during the absence and of the length of the absence. The
employee must include an updated SF 171 or other approved alternate

. .. .application form with the written notification.

«
[
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Open-Until-Filled (OUF)
Appllcatlon Procedures (c)

. OUF announcements are used to recruit for individual hard-to-fill
- vacancies and to fill positions on a continuing basis over a specified
timeframe indicated by.the expiration date of the announcement.
The timeframe (60-90-180 days or 1 year) is specified in the

- announcement. (1)

When the announcement is generic to a particular type of position and
spemﬁes different areas of geographic covera ge, the Director, OF, may
restnct the area of con51deratlon for each vacancy 2)

- OP will deterrmne the “closing date” for recelpt and consideration of
- applications for any individual position covered by the announcement.
Normally, when multiple positions are being filled throughout the
- open timeframe, the cutoff date for any individual action will depend
on factors such as the number of qualified applications received at any
one point or the impact of the complexity of the position on the
amount of advance preparation required by a rating panel.
Best-qualified preference-eligible candidates will be certified on all
OUFF certificates. (3)

To ensure consideration, the applicant should submit all specified

"'documents at one time as a complete application package. Once an
internal closing date is identified by OP, incomplete applications will
be disqualified. The vacancy announcement will indicate which
documents are required, as opposed torecommended. Applicantsalso
should be advised that it is to their advantage to submit any
recommended documentation. (4)

Applications for OUF announcements are submitted to the rating
- panel no earlier than-16 worklng days after the opening date of the
announcement. If no selection is made from this group, the OP
-representative will submit to the rating panel those applications
received- later than the 16th day, or later than the last group of
apphcatlons, but before the expiration date of the announcement. (5)

,,,,,

Apphcatlons will be rejected for the following reasons:

e A candidate was not within the area of consideration. (1)

20 | Approved: February 21, 1996



\_/

—/

Volume 10 Part 1- Employment and Staffing
" Merit Staffing Program
Handbook 10.15 Part IV

Rejection of Applications (D) (continued)

The applicant does not provide enough information on which to
make an eligibility and/or qualifications determination, or the
application was not legible. (2)

The application contained false information, in which case,
appropriate authorities will be notified. (4)

* The application was notreceived in OP by the closing date and no )

waiver of standard procedures was granted. (5)

The application was delivered through the U.S. maxl in ofﬁc1a1

- Government.“franked”™ envelopes in which case, the application

will be retumed (6)

The application was recexved after the explratlon date of an OUF
announcement (7) -

The apphcatlon was recelved after all selections had been made for
an OUF vacancy. (8)

Acknowledgmg Applications ().

. After receipt and before the rating of the apphcatlon the 10) 3
. Tepresentative. will send 'the applicant -an  acknowledgment that
indicates receipt of the apphcanon and whether the applicant meets

the basic qualification reqmrements for the vacancy.

Keepmg Appllcants Informed (F)

- The:OP representatlve wxll notlfy all apphcants if the position is
. ~cance11ed (1) S . | '

The OP representatxve wﬂl notlfy all quahﬁed candxdates of the final
outcome of the competition. (2): :

RN
A
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Part V

Basic Qualification Requirements

General (A)

The basic qualifications required of candidates for‘any position are
developed through consultation between the selecting official and the
cognizant representative from the Office of Personnel (OP). The basic
qualifications are determined on the basis of a comprehensive job
analysis and must be job related. The basic quahﬁcatlon requirements
will be recorded, and information concermng them will be furnished
upon request.

Identification of Basic
Qualification Requirements (B)

In general, NRC follows the guldance contained in the basic

" "qualification standards for related occupations of the Office of
- Personnel Management (OPM). (1)

The primary source of basic qualification requirements is the current
position description. In using position descriptions, the description of
skill required in “Basic Skills” is for full performance after orientation
in the position rather than upon entry into the position. Also
considered are anticipated expanded functions of the position, if any,
such as duties and responsibilities of the future full performance level
of a trainee position. (2)

Additional sources of information include the following: (3)
e The immediate supervisor’s knowledge of the position (a)
e Requirements of related positions (b)

e Opinions of experts in the occupational field (c)

22
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Selective Placement Factors (C) -

Basic quallﬁcatlons must include any ]ob—related selective placement
factors that have been identified through the job analysis, for example,
proﬁmency ina forelgn language

Prohlbltlons, antatlons, and -
Spec1al Prov1$1ons (D)
‘ : Mrmmum Age (1)

Candtdates must be at least 18 years except the following candidates,
~who must be at least 16 (a)

Doy

¥ ngh school graduates, 1nclud1ng candidates who have been
. awarded a High School General Equivalency Diploma or a High

:.~School Proficiency Certificate by a State or territorial-level Board

‘or Department of Educatlon @)

Persons who have not graduated (who have “dropped out”) from
high school, but who meet either of the following conditions: (ii)

- Completed a formal training pro gram sponsored by a pubhc or
private organization concerned with providing work training
for youths that has prepared them for gainful employment (a)

- Been out of school atleast 3 months, not including the summer
-vacation, and have received  a  certificate from school

Youth employed dunng the summer employment program period

(May 12 to September 30)—(iii) -

Students employed dunng vacation penods other than the summer
employment program penod (v)

Students employed ona part—txme basxs during the school year on
temporary appomtments provrded all of the following conditions
are met: (V) . c el e s

— The work schedule for the student has been established
through agreement wrth school authontles (@)

- The school authontles have certlﬁed that the student is capable

~ of maintaining good standing in school while employed. (b)
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Prohibitions, Limitations, and
Special Provisions (D) (continued)

Minimum Age (1) (continued)

- It is clearly understood that as a condition for continuing the

part-time employment the student must remain enrolled in
school. (c)

The provisions of the Fair Labor Standards Act relating to the
appointment of minors under 18 to positions in occupations classified
as hazardous should be followed. (b) -

State laws concerning minors are 'applicable to all types of

- .. appointments. The OP representative is responsible for ensuring that

all requirements of State law are met and for informing the minor’s

‘immediate supervisor of any State restrictions on the employment of

minors. These restrictions include the number of hours to be worked
or the time of day the minor may work. (c)
Maximum Age (2)

A maximum age requirement may not be established in any
qualification standard unless spemﬁcally required by applicable law or
Federal regulation.

Requirements Based on Gender or Physical Factors (3)

Requxrements on the basis of candidates’ gender or on any special
physical factors may be established only when essential to the officially
described duties and must be approved by the Director, OF. (a)

Any physical requirements thus established must be waived for any
applicant with veterans’ preference if, after consideration of the

~ recommendation of an accredited physician, the apphcant appears to

be physically able to perform the duties of the position efficiently
without hazard to self or others. (b)

Special provisions relating to preference-eligible applicants with a
30-percent disability are described in Section (E)(5) of this part. (c)

_Educational Requirements (4)

" Minimum educational requirements may be established only for a

scientific, technical, or professional position when the duties of the
position cannot be performed by a person without that education. (a)

24

Approved: February 21, 1996



Volume 10, Part 1 - Employment and Staffing
Merit Staffing Program-
Handbook 10.15 Part V

\_/ |
Prohibitions, Limitations, and
Special Prov1s1ons (D) (continued)

:Educatmnal Requlrements (4) (contmued)

- NRC generally uses the Tist of occupatlons specifying positive
educational requirements published by OPM. However, this list shall
not be construed as being all-inclusive. If educational requirements

.- are established beyond those described by OPM, this requirement
. must be approved: by the Director, OP, and the reasons for the
: requlrement must be made part of the record (b)

'Personahty Tests (5)

Personahty tests that are used to appralse personal characteristics are
- prohibited. |

- 'Nepotxsm (6)

S rNepotlsm prolubltlons descnbed ‘in: Management Directive

\__/ ' o - - (MD) 10.13, “Special ‘Employment Programs,” are applicable to
- . special employment programs such as the summer employment and

. .student educational employment programs. Nepotism restrictions

.. describedin MD 10.1, “Appointments, General Employment, Details,

and Position Changes,” are incorporated in this directive by reference.

Basic Qualification
Determmatmns (E)

- "The demgnated OP representatlve, after consultatlon with the
selecting official and other subject matter experts, as appropriate,
makes the final determination as to whether a candidate meets the
basic qualification requlrements for a posmon (1) e

In cases in which the OP representatlve ‘and‘the’ selectmg ofﬁmal

cannot agree, the matter will be decided by the Director, OP. (2)-

e Applxcants to ‘be con51dered baswally ‘eligible, must meet all
" qualification requlrements mcludmg ‘any time-in-grade (rate of
promotion) requlrements ‘on’ or- before the closing date of the
vacancy announcement.’ In ‘the’ case “of open-untll—ﬁlled (OUF)
announcements, eligibility requirements must be met upon
submission of the application to OP. (3)
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Basic Qualification
Determinations (E) (continued)

Applicants will. be allowed to update their applications for an OUF
vacancy announcement in accordance with guidelines specified in the
announcement. If no guidelines are spemﬁed qualification requirements
must be met at the time the apphmnon is subrmtted to OP. (4)

If the OP representatxve in conjunctlon w1th the selecting official,

determines that on the basis' of evidence before him: or her a
preference-eligible applicant” who has' a compensable service-
connected disability of 30 percent or more is-not able to fulfill the
physical requirements of a position for which he.or she has applied, the
OP representative shall so notify the Director, OP. At the same time,
the OP -representative, via' the- Director, . OP, shall notify the
preference-eligible applicant of the reasons for the determination and
of the applicant’s right to respond to OP within 15 days of the date of
the notification. OP will ensure that the notification was promptly sent
to the last known address of the preference-eligible applicant and

-will, before the selection of any other person for the position, make a

~ final determination on the physical ability of the preference~eligible
.. applicant to perform the duties of the position, taking into account any
- additional information provided. When the Director, OP, has

completed a review of the case, the preference-eligible applicant will
be notified. (5)

For vacancies advertised at multiple grade levels, the - OP
representative will determine whether the applicant meets the basic
qualifications for the lowest of the advertised grade levels for which

the applicant has indicated availability, as well as for any of the higher

advertlsed grade levels. (6)

Quallﬁcatlon Requlrements for
Operation of a Federal Motor

Vehicle F)

For the special qualifications and examination requirements that must
be met before an appomtment to an NRC position requiring the
regular operation of a Federal motor vehicle, see MD 13.5, “Motor

~ Vehicle Operator Standards.”
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Rating Factors

 Partvr
eveloping Rating Factors

@

“The selecting official, with the advice and assistance of the Office of

" Personnel (OP) representative,: will establish, on the basis of a

comprehensive job analysis, the job-related rating factors for the
position to be filled. The factors should include only those considered
to be valid predictors of successful performance in the position. €))

Rating factors are established in addition to the basic or minimum

qualifications for a position described in Part V of this handbook. (2)

Rating factors based on careful job analysis should include not only the
occupational knowledges needed to perform the duties of the position,

~ but also the skills and abilities required. These abilities include
interpersonal skills and teamwork when they are directly related to the
 position, such as in project or team leader positions or supervisory or

managerial positions. (3)

‘Rating factors must identify- ‘and ‘be"-described in terms of the

o o ¢ !

- " measurable skills;knowledges, and abilities for which a method can be

. levels). (4)

developed that distinguishes the best qualified “A” candidates from the
qualified “C” candidates (see (B)(2)(b) of this part for evaluation

RO AU

}Ratih'g‘factors‘h'rg listed in the vacancy announcement, along with
~*sufficient - guidance ‘for ‘the applicant to use in describing skills,
- knowledges, and abilities for the position. (5)
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Rating Factors (A) (continued)

Rating factors may receive equal weight, or, if one or more factors
is/are more important to successful performance in the job, it/they
may be weighted. Any weighting must be clearly stated in the vacancy
announcement. (6)

Generally, from three to seven rating factors are identified for
evaluation purposes, with five being the most common number. The
OP representative and selecting official should keep the number of

rating factors to the minimum required for evaluating candidates and -

making meaningful distinctions among them. (7)

Generally, rating factors should be identified when the posmon is
described and evaluated. The factors should remain constant as long
as the described duties and responsibilities are unchanged. When a
position is modified, the rating factors should be reviewed to
determine whether they also should be modified. (8)

When positions fo be filled are intercliislcipvlinary in nature, that is, they
can be filled by individuals from several occupational backgrounds,
this fact must be reflected in the rating factors. (9)

Once the vacancy announcement is published, no change can be made
in the rating factors, including any weighting, unless an amended
vacancy announcement is published to describe the changes. (10)

All sﬁpetwéory and managenai positions, in addition to identifying

- appropriate job-related technical rating factors, must include the two

mandatory supervisory/managerial factors: the interpersonal skills
factor and the leadership skills factor, as described below. Additional
supervisory/managerial factors may be added if relevant to the type
and level of supervisory or managerial position being filled. (11)

e Interpersonal Skills (a)

This factor should address the skills involved in oral and written
communication, networking, problem-solving and conflict
resolution, coaching and counseling, flexibility and decisiveness,
negotiating and representation abilities, and working with
subordinates, supervisors, peers, and others. (i)

The following is a sample rating factor: (ii)
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Ratmg Factors (A) (continued)
S Interpersonal Skllls (a) (contmued)

Sample Ratmg Factor for Interpersonal Skills. Demonstrated
ability’ to communicate well,’ both- orally and in writing;
demonstrated ability to use informal and formal networks to
build support for programs; demonstrated ability to establish
effective working relationships with subordinates, supervisors,
‘ peers, and Government and industry officials of diverse
" backgrounds-to foster a motivated team atmosphere; and
- demonstrated ability to develop and implement successful
approaches to problem-solving and conflict resolution.

° Leaderslﬁp Skllls (b) |

- This factor should address the abilities involved in managing a
diverse workforce; team ‘building; identifying personnel needs;
selecting, motlvatmg, and developing personnel; applying equal
employment opportunity (EEO) - principles and practices;

. balancing work to establish a range of career opportunities;
N planning for the short range and the long range; establishing
standards and evaluating performance; ensuring adequacy of
- internal controls; identifying labor market conditions affecting
. . availability of resources;- recognizing potentlal and the ability to

delegate authority. (i)

The followmg isa sample ratlng factor (ii)

Sample Ratmg Factor for Leaderslup Skills. Ability or

.. potential ‘to provide. technical and programmatic leadership

and to effectively utilize human resources. Ability or potential

to supervise a technical staff as demonstrated by success in

.. - formulating program goals and objectives, planning long-term

and short-term program activities, establishing and controlling

procedures and schedules of work products or programs,

~*coordinating and managing technical personnel, establishing

‘ :: ... ~methods for evaluatmg the effectiveness of work programs or

S ~procedures, and rewewmg and evaluatmg technical findings
oo o ot and conclusxons :
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Rating Factors () (continued)

Each of these two mandatory rating factors should be tailored to fit the
specific requirements of the supervisory or managerial position being
filled. The -tailored supervisory appraisal format for appraising
supervisory and managerial positions should be used to assess
potential and performance (see Exhlblt 10). (12)

; All other nonsupervisory posmons at the GG-14 or GG-15 level must

include as a mandatory ratmg factor interpersonal skills unless the

Director, OP, waives thisrequirement on the basis of a job analysis that

determines interpersonal skills are not part of the requirements of the

. position. (13)

Evaluation Agamst Rating Factors ()

General Information (1)

', The selecting official with the advice and assistance of OP determines

the method by which the skills, knowledgé, and abilities of applicants
are evaluated in relation to the rating factors that are identified for the
position.

Structure (2)

For each of the rating factors identified for the position, candidates
will' be evaluated and placed in the following three qualification
categories: (a)

e Category “A’ describes the requirements for those candidates whose
overall qualifications for the position are best qualified in relation to
‘the requirements of the position. The qualifications of the
candidates, as determined through evaluation of the application and,
when used, interview and reference materials, substantially exceed
the basic requirements to the.extent that it appears that the
candidates will be exceptionally eﬁ'ective in the position. (i)

° Category “B” describes the requirements for those candidates
whose qualifications are highly qualified for the position, thatis, the
candidates exceed the requirements but are not among the best
qualified. The qualifications of the candidates, as determined
through evaluation of the application and, when used, interview
and reference materials, exceed the basic requirements to the
extent that it appears that the candidates will be very effective in the
position. (ii)
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Evaluation Against Rating Factors (B) (continued)
Structure (2) (continued)

e Category “C” describes the requirements for those candidates
whose qualifications meet but do not exceed, the requirements of the
position. The qualifications of the candidates meet basic
requirements to the extent that it appears that the candidates will
be reasonably effective in the position. (iii)

Intermediate ratings such as “B+ " or “A-" may not be used as overall

qualiﬁcations category ratings. (b) T

Content (3)

The qualifications that distinguish among the three categones should

- include multiple measures that:assess the candidate’s qualifications.

‘The category descriptions must be specific enough to distinguish

differences in the qualifications but-not so narrow as to eliminate

high-quality candidates from nontraditional recruiting sources.

- Descriptors must contain empirical evidence that supports them as

» representative ‘of the specified .level - of -quality. The category
description for each factor should discuss the following:

e Experience in terms of quality. Breadth and depth of experience by
— .. category should be included. Appropnate examples are helpful.
. -1 . . Recency of experience may.be a factor in the evaluation process
' and should be indicated when applicable. (i)

o Education, including recency and apphcatxon to the position being
filled, when directly related. If credited, an education beyond any
basic minimum occupational educational requirements must be

. identified ‘as predictive of competency and quality at the level to
which it is assigned. (i) - -

" .. e -Awards applicable to both the rating factor being evaluated and
.. representative of the category level. (iii) -

e 'D‘e{relopment " and training, :A::iﬁd'l'ldying self-development
L. cactivities. (i) o L
K e f.'Out51de act1v1t1es enhancmg the candldate s ability to effectively

‘ factors (v)

° Appralsa]s of performance especnally when performance islinked
directly to the rating factors being evaluated. (vi)
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Part VII
The Evaluation Procéss

General Informatlon (A)

"Although a rating panel is preferred the evaluation and rating of

candidates may be performed by the selectmg official, a rating official,
or a rating panel (1) .

- AlI evaluatlon andrating of candldates must be accomphshed with the

‘assistance and advice of the designated representative of the Office of
Personnel (OP). (2)

" All vacancies at the GG-12 level and above and all supervisory or

managerial positions must use a- rating panel. The collective
bargaining agreement with the employees’ exclusive representatlve
also may require the use of ratmg panels for certain bargaining unit
posmons (3)

‘Ifa ranng ofﬁcxal is used, that official must be an NRC employee

chosen by the selecting official. The rating official’s grade level must
be equal to or exceed the highest grade of the vacancy. (4)

-In any case in which there are three or fewer qualified applicants for a
position’ otherwise subject to rating panel review, the Director, OP,

~ may grant an exception to the required use of a rating panel. (5)

The OP representative will provxdé‘:g'uldance to selecting officials,
ratmg officials, and/or panel members on their specific responsibilities

.. in evaluating candidates before the evaluatlon process. (6)

When a rating official or panel is used, thelr ratings of candidates will
become the final ratings of the candidates. The selecting official may
not change the ratings. (7) ‘
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Tests (B)

No test shall be used in the NRC unless it has been approved by OP,
thus ensuring proper validation (1) ,

‘ AWhenever tests are used for quahﬁcanon evaluation purposes, steps
will be taken to ensure the following: (2) " .

e Administration, .scoring, and interpretation of results are in
_ accordance with accepted professmnal standards. (a)
. Results are released to employees and management officials only
in such form as wﬂl be meamngful to the rec1p1ents (b)

Basm Quallﬁcatlons Review (C)

" The OP representatlve evaluates the apphcants to determine which
'apphcants meet the basxc or minimum quahﬁcatlons and eligibility
. requirements. (1)

After the OP representatrve determines e11g1b1hty, the application
.~ materials from all qualified applicants are referred to the rater for
evaluation agalnst each -of the rating factors. Applicants who are
eligible for reassignment and do not have to be rated may be referred
to the selectmg official. All: apphcants eligible for reassignment to
supervisory positions and to nonsupervisory positions at the GG-15
level will be rated (2) )
When the rater is e1ther the selectmg ofﬁcral or a designated ratmg
official, the rater will evaluate qualified applicants against the rating
factors followmg the guldehnes descnbed m this part for rating
panels. (3)
Before the evaluatlon process by a ratmg official or a rating panel
 begins, the selecting official has the opportunity to address the rater(s)
to clarify his or her perspective on the rating factors, the crediting plan,
~.and the position requirements. Any discussion will be limited to
L j‘]ob—related information and w111 not include applicants or projected
© ““"outcomes. All comments must be made in‘the presence of the OP
representative to ensure adherence to merit principles. (4)

] . P

Approved: February 21, 1996 33



Volume 10, Part 1 —Employiment and Staffing
Merit Staffing Program
Handbook 10.15 Part VII

Selection of Rating Panel

Members (D)

All rating panel members must be approved by the office director or
the regional administrator (or designee), who also will designate a
chairperson’ from among the members to preside over the panel
proceedings. (1)

The designated OP representative will be a nonvoting member of the

- panel. The grade level of the OP representatlve is not restricted

because the OP representative is a nonvotmg member. (2)

- Ratmg panels also will consist of at least three voting members. The

grade levels of these voting members will: be equal;to or exceed the
highest grade of the vacancy. An odd number. of panel members is
helpful in order to avoid tie votes during evaluation deliberations. (3)

To allow for as wide a point of view as possible, at least one panel .

member should be an employee of an office other than the office in

whlch the vacancy e)usts 4)

Each ofﬁce may designate a roster of potentlal rating panel members
if sufficient staff are available. (5)

. Diversity should be considered when:appointing individuals to
rosters. (a)

e The roster should consist of a sufficient number of panel members
at the grade levels appropriate to the grade levels of the
anticipated vacancies. (b)

e OP will coordinate the selection of panel members for specific
panels from these rosters, if they have been drawn up. (c)

e The roster should be changed penodlmlly, for example, every
6 months to 1 year. (d)

All panel ‘members, once designated to serve, will receive an

orientation on the panel’s responsibilities and the panel rating
process. (6)

The selecting official and the supervisor of the vacant position are
prohibited from serving on the rating panel. Additionally, a direct
subordinate in the chain of command to the supervisor normally
should not serve on the panel. (7)
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Selection of Rating Panel .
Members (D) (contmued)

Individuals servmg as mentors are prohlblted from serving as panel

"~ members if thelr current mentees are appllcants for the position. (8)

If the subject matter expertlse of persons subordinate to the supervisor
isrequired for the effective evaluation of the candidates, no more than
one such person may serve on the panel. (9)

' The selecting official and the supervisor are prohibited from taking ™
. "any action that might influence the vote of any panel member. (10)

The Director of OP, the Inspector General, the Director of Small

.. Business and Civil Rights, the Civil Rights Program Manager, and the
. Affirmative Action and, Federal Women s Program Manager are

prohibited from serving on any rating panel This prohibition is
invoked to preserve their objectmty in 'the possible future
investigation, counseling, and/or processing of any formal complaint

~ of impropriety or discrimination filed in connection with the actions of
. -apanel or the selection process in general. This prohibition does not
- extend to other OP employees. (1 1)

Functlons of Panel Members (E)

The functions of the OP representatlve are to ensure that merit
principles-are observed and ‘to provide professional advice to the
voting panel members concerning personnel policies, practices, and
procedures, as well as to provide assistance to the panel members. The
OP representative has the authority to stop the panel proceedings ifhe
or she determines that aprohlblted personnel practlce oraviolation of

© merit pnnmples is occurrmg (1)
,,': _"Ratmg panel members are respon51ble for—(2)

B . Observmg ment pnnmples in thelr dehberauons (@)

L '-_ : Evaluatmg the quahﬁcatlons of all quahﬁed applicantsso that they

can assign a rating to each ‘specific factor for each qualified
applicant (b)

Ples e
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Functions of Panel Memb_ers (E) (continued) -

e Assigning a final overall qualifications category rating to each
qualified applicant (Within each .category, applicants are
considered to be equivalently qualified thereby providing the
selecting official the broadest possible choice of candidates. Refer
to .the collective bargaining agreement with the employees’
exclusive representative for provisions concerning candidates for
bargaining unit positions.) (c)

e Providingalist of all eligible applicants rated in each qualifications
category for certification to the selecting official (d)

Convening the Panel 2]

After the OP representatlve has deterrmned which applicants meet the
basic or minimum qualifications and eligibility requirements, the
panel chair or the OP representative will convene the panel and

- forward materials to the panel as quickly as possible. (1)

The OP representative will attend all panel meetings as a nonvoting
member and technical advisor. In special cases, for example, when the
panel is located in a different commutmg area, the OP representative
may participate in the meeting through a telephone conference
call. (2)

: Deéignated panel members who héve not been provided with a basic
-orientation on panel responsibilities and the rating process will be

briefed before the first full meeting of the panel. (3)

Prellmmary Panel Review (G)

Panel members will ensure they are familiar with the requirements of
the position to be filled through review of appropriate documents,
including the position description and the vacancy announcement as a
minimum. At this time, the supervisor of the position or a designated
sub]ect matter expert may wish to discuss the requirements of the
position and to answer any question the panel may have regarding

“position requirements, the rating factors or the method of

evaluation. (1)

Panel members should work with the OP representative in
determining how to resolve any questions that arise from the panel’s
review of factual material presented by applicants in support of their
qualifications. (2)
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Preliminary Panel Review (G) (continued) -

.- If there are a large number of qualified applicants, the panel may
.choose to tentatively rate each qualified applicant independently and
then reconvene to compare ratings and agree on a mutual rating for
.each qualified applicant (3) :

" The panel may prefer to tentatlvely rate-each qualified applicant
together, arriving at a mutual ratmg w1thout having independently
made an md1v1dua1 ratmg (4)

Tentatlve Ratmgs )

Panel members must evaluate all apphcants the OP representatlve

-finds basically or minimally qualified. - Panel members must review

and evaluate each qualified apphcant s materials (application,

supplemental statement, appraisals, traxmng, awards information, and

so on) against the factor level descnptlons in the crediting plan, with
, due regard for any required capacity for growth and development.
. Panel members should give significant consideration to performance
“in relatlon to the quahﬁcatlons categones for each factor. (1)

v o ' The panel must assign a tentative qualifications category rating of “A,”
' - E “B,”.or “C” to each rating factor and to an overall rating for each
applicant. The overall qualifications cate gory rating must be agreed to

by a majority of the panel members. (2). "

The panel may use any-logical and consistent system for rating

individual factors and for arriving at a tentative overall qualifications

category rating of “A,” “B,” or “C” for each qualified applicant. The
* .+ panel must apply the systern con51stent1y to each applicant. (3)

The tentative overall ratmg must be loglcally tied to the tentative

- -individual factor ratings. In cases in which an apphcant s overall rating
falls -evenly between two qua;hﬁcatlons categories, the higher of the
two quahﬁcatlons category ratmgs shall be assigned. (4)

»»»»»»

When the vacancy announcernent has been publicized at multiple

grades, candidates shall be rated at the lowest grade for which they

;- vhave indicated availability and also for any hlgher grades for which

" they meet the basic quallﬁcatlons “This practice may result in the

e [appllcant ’sreceiving the same ratings at all three grade levels or lower

.~ .- -ratings at ithe- hxgher grade levels because-the requirements of the

:- . higher graded position-are more strmgent ‘This result will vary from

case to case, depending on the type of position, the span of grade levels
involved, and the qualifications of individual applicants. (5)

Approved: February 21, 1996 ' 37



Volume 10, Part 1 - Employment and Staffing
Merit Staffing Program
Handbook 10.15 Part VII

Tentative Ratings (H) (continued)

On the basis of the tentative ratings, the panel may wish to obtain

- further information from reference checks with supervisors or others

knowledgeable about the applicants skills, knowledges and abilities,
or interviews with applicants within a qualifications category. This
procedure is most frequently followed when a large number of
individuals are tentatlvely assigned to the “A” group. Panels may prefer
to interview tentative “A” category applicants for positions at GG-14
and GG-15. The reason(s) for any interviews, including a general
statement explaining what information about the candidate the
interview was intended to elicit, should be prepared for the record. (6)

When interviews are not used, the tentative ratings become the final

o ratings. @)

Evaluation Intemews @

. The panel may hold evaluation. interviews to assess Job-related

qualities in the applicant that can be detérmined through the interview
process, such as oral communications skills or to refine evaluations
tentatively-made through the review of the application documents.
These assessments may include determining the depth or breadth of
experience of the applicant, obtaining additional information about
the applicant not readily obtainable otherwise, or similar reasons. (1)

Information obtained during the interview may influence one or more
of the ratmgs tentatwely assxgned to the applicant. (2)

Before conductmg any mtervxews, the panel must have completed the
tentative rating process. (3)

When the panel determines it is necessary to interview candidates

- before assigning a final rating, the panel must ensure the consistency
- of the interview policy to ensure merit principles are observed. All

candidates in a group (e.g., tentative A candidates) should be

interviewed if one is interviewed. (4)

Interviews may be in person or by telephone. (5)

Interv1ews should be well planned in terms of observations, the
evaluation standards to be apphed questlons to be asked, and the

‘ procedures for conductmg the 1nterv1ew sessmn (6)

. A written record of the interview should be developed )]
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Evaluation Intemews (I) (continued)

Each interviewed applicant must be treated uniformly. Thus, each
.- interviewed applicant must be interviewed by the panel as a group
.- rather-than by individual panel members. If it is not possible for all
. members of the panel to be present, the results of the interview must
... be communicated to the,absent member by the members who were
- present. Inno instance may only one member of a panel conduct the

- interview. (8) : -

The same general subject matter must be covered with each
interviewee. (9)

" Because interviews glvemenly a. bnef general impression of the
applicant and are conducted in a setting that may not be representative
of the work sxtuatron (10)

At its option, NRC may authonze travel expenses for interviews in
accordance with applicable travel regulations. (11)

Fmal Ratmgs )

K,/ _ . Once the panel factors any - addntlonal mformatlon obtained by
" ' reference checks or interviews mto the ratings, the panel will assign a
ﬁnal rating of ‘Ar “B ” or “C” to each’ quahﬁed applicant. (1)

" Within each category, apphcants are considered to be equivalently
 qualified, thereby providing the selecting official the broadest possible
" choice of candidates. The panel cannot “rank” applicants within the
category. See the collective bargarmng agreement with the employees’
exclusive representatrve for provrsrons concermng candidates for

- 'bargalmng umt posmons (2) T

~The panel must use the same system to assrgn ﬁnal ratlngs as that used
to assign individual factor and overall tentative ratings, and the panel
should ensure that overall ratmgs are loglcally tled to the mdmdual
factor ratings. (3)

Final evaluation ratings will be based selei); en aﬁph'canoﬁ documents
submitted by -the  applicants,” reference “inquiries, performance
* -appraisals * (annual and/or tallored) 'and -applicant interviews, if

JEy ) e o

A ma]onty of the panel members must agree to the overall
qualifications category rating. (5) - :
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Documentation (k)

All individual rating factor ratings and the agreed-upon final ratmgs

‘will be recorded on the selection certificate by the OP representatlve
Panel members shall sign the form to indicate that the recorded ratings

accurately reflect the panel’saction. This form, all application
materials, and ‘all official records of the panel, including formal
interview summaries and reference checks, will be given to the OP
representative for review of compliance with applicable
regulations. (1)

The panel must develop a record of their proceedings sufficient to
ensure that any resulting selection action can be reconstructed when
necessary. (2)

The OP representative is responsible for ensuring that the merit
competition record file contains the documents necessary to
reconstruct the action. (3)

Uncirculated personal notes, preliminary candidate evaluations, and -

other.documents and working papers of a panel member are not
agency records and should not be included as part of the official
records of panel proceedings. These uncirculated personal notes are
the individual panel member’s personal property and may be retained
as a memory aid or discarded. However, if personal notes are shown to
another panel member, or to anyone else, they become an agency
record, and if retained by the panel member or included in the panel
record, the notes are subject to dlsclosure ©)]

'Records of panel proceedings are subject to the requirements of the

Freedom of Information and Privacy Acts and are maintained by OP
or the regional personnel officer, as appropriate, for 2 years after the
date of selection. (5)

Exceptlons to the Rating
Panel Procedures @®

Any exceptlon or deviation from the descnbed administrative or
procedural requirements, in addition to the exception for three or
fewer qualiﬁed applicants, may be granted by the Director, OP. Each
exception or deviation and the reasons for it will be documented in
writing and will become part of the selection action record for the
position to which it pertains. ;
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Part VIII

The Selectlon Process

Order of Con51deratlon (A)
General (1)

In the event that no candidates possess priority consideration rights or

© merit an exception:to’ competition that’is required or authorized,

candidates for a vacant position will be certified for selection by

qualifications category. Candidates in the highest qualifications

© category will be considered first. Candidates in a lower category such

as “B” cannot be cértified for selection or considered if candidates are
~available in the higher category of “A.” (a)

Atno time can candrdatesrmr a Iower quahﬁcatlons category appear on
- ... . -the same certificate as.candidates in. a higher qualifications
- - category. (b)

Al quahﬁed apphcants who ‘are ehglble for noncompetitive
movement (including lateral reassrgmnents transfers, and individuals
eligible for repromotion) into the position are certified to the selecting

.. official in a]phabetlcal order without individual factor ratings and
" " without belng placed in an overall quahficatlons category, with the
exceptlon noted below. They are ‘certified on the basis of eligibility
only and are considered along with the competmg candidates certified
in the highest available qualifications category. An exception to this

. practice covers apphcants who are eligible for noncompetmve

* 'movement into GG-15] posmons or into supervisory positions at any
' grade level These apphcants are rated (c)

) Veterans’ Preference (2)

:‘_~Except as noted below outsrde non—Federal candidates are
* considered in accordance with veterans preference requirements as
. follows: - . S
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Order of Consideration (A) (continued)

Veterans’ Preference (2) (continued)

Outside candidates for professional and scientific positions at the
GG-9 level or higher, or at comparable pay levels, are considered
within each qualifications category in the following order: (a)

- Ten-point veteran preference-eligible candidates (i)

-~ Five-point veteran preferenceféligible candidates (ii)

-~ Nonveterans (iii)

Outside candidates for positions other than those described above

are considered in the above order with the following
exceptions: (b) :

- Qualified disabled .veterans . who. have compensable,

service-connected disabilities of 10 percent or more are
considered before any other outside candidatesregardless of the
qualifications categories of the other candidates. (i)

- Regardless of qualifications category, outside candidates not
entitled to veterans’ preference may not be selected for
positions of guard, elevator operator, messenger, or custodian
if there are any qualified outside candidates with veterans’
status. (ii) .

The above procedures . pertaining to veterans’ preference
considerations also will be applied to any group of applicants being

referred for consideration as part of the Applicant Referral System
(ARS). ()

‘Generally, when conmdenng outside. non—FederaI candidates, a

nonveteran may be hired only when veterans are not available
within the highest rating category. (d)

Veterans’ preference procedures are not applicable to NRC

“applicants with- NRC Regular (Excepted) or NRC Regular

(Excepted) (Conditional) status or to other Federal Government
applicants with Career or Career Conditional status. (e)
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Order of Consideration (A) (continued) -

Veterans’ Preference (2) (continued)

e Wheén the selecting ‘“official wishes to pass over a

veterans-preferred outside candidate (except for guards, elevator

‘operators, messengers,-or custodians) to select another outside

candidate without veterans’ preference other than an outside

candidate covered by an exception listed below, the reasons must

~ be described in writing and approved by the Director, Office of

Personnel (OP).' A ‘copy of the reasons must be given to the

' veterans’ - preference-eligible candidate upon his or her
request. ) 7 R

e Outside candidatesin thé following groups may be considered and
selected without regard to the veterans’ preference requirements
described above. (g) =

| — Fonher_émpl‘o'yéeé,;»cl).f-'_ﬂle NRC ‘or the Atomic Energy
Commission (AEC) eligible for reinstatement to a position in
the NRC. (i) t

—  Former employees of any Federal agency who are eligible for
reinstatement to a Federal position. (ii) '

~ Positions at Multiple Grades (3)

When the vacancy has b"eeﬁ"publiéizedfat‘multiple grade levels,
applicants are certified and considered separately in the order
indicated above for each gradelevel. ©= = - e

e Applicants in the highest available qualifications category and
noncompeting candidates are certified "and considered for the
“lowest grade for which they have indicated availability, and also for
any higher grades for which they. are in the highest available
qualifications category. (a) '

kg

" o' .The selecting official ‘may select a candidate from among the
. . competing candidates in the - highest -available qualifications
category in any given grade level, regardless of the possible
availability of candidates in a higher qualifications category at
-another grade level. Similarly, the selecting official may select a
noncompeting candidate at any grade level. (b)
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Order of Consideration (A) (continued)

Reinstatement Eligibility (4)

- Former NRC and/or former AEC employees and former Federal
. employees from other Federal agencies who have served under any

appomtment without time limitation.that was subject to the NRC
merit selection system- are ellglble for reinstatement when

.. reinstatement is made within the time limits, as follows:

e Former empléyee:s‘”who have cdmi)leted the service requirement
for an NRC Regular (Excepted) appointment may be reinstated
without time limitation. (a)

e Former employees entitled to veterans’ preference may be
-reinstated without time hmltatlon (b)

e Former nonveteran employees who have not completed service
requirements for an NRC Regular (Excepted) appointment may be
reinstated within 3 years following the date of their separation
from NRC employment. (c)

Exception to the Order of
Consideration )

When authorized by the Dlrector, OP, con51derat10n may be limited to
NRC employees or NRC employees within a specific office if, for
budgetary, ceiling, or similar reasons, it is not practical to appoint any
- additional personnel.

Respons1b111t1es of the
Selecting Ofﬁcml (©)

Optlons Concerning Panel Ratings (1) -

~ The selectmg official may not change the panel’s final overall

qualifications category rating. (a) *

If the selecting official dlsagrees w1th the ratings, he or she may
remand the merit seléction package or the selection certificate to the

‘rating entity, along with reasons for the disagreement, for the rating
-entity’s reconmderatnon (b)

The selec’ang ofﬁmal is not requ1red to select any of the applicants
rated and certified by the panel. (c)
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. Responsibilities of the
Selecting Official (C) (continued)

Options Conceming Panel Ratings (1) (continued)

"o The selecting official ' mdy reject .the panel’s findings after

consultation with the OP representative and seek additional
candidates through reposting the vacancy and initiating a new
recruitment process. (i) >~ -~

‘e "The selecting official may select a noncompeting, and thus not

rated, candidate for the vacancy (see Section (A)(1)(c) of this
part). (ii) S .

e The selecting official may cancel the vacancy and not fill the
position. (i) =

If the selecting official exercises any of these options, he or she must

have a sound managerial reason for doing so and should document the

' reason in the selection file. (d) -

The selecting official may make aselection from those certified as best
qualified. (e)

Reference Checks @ .

Selecting officials should conduct reference checks with current and

-, previous supervisors, and, as appropriate, others who can provide
. job-related information on the candidates. (a)

" Selecting officials may consider any job-related information in

evaluating candidates. (b)

candidates. (a)

Interviews (3) - .

Interview information collected- by the sellecting official is not
intended to refine or change the ratings, but rather to serve asan aid in
making a selection from among essentially -equivalently qualified

[ SN

-
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Responsibilities of the
Selecting Official (C) (continued)

Interviews (3) (continued)

As with panel.interviews, if the selecting official interviews, the
interviews should be well planned, structured, and applied uniformly
to all best qualified candidates on the selection certificate. Interviews
may be in person or by telephone. (b)

Travel. expenses for interviews by the selecting official may be
authorized at the NRC’s option in accordance with applicable travel
regulations. (c)

Suspension of Selecting Authority (4)

The Director, Office of Small Business and Civil Rights (SBCR), has
the authority to recommend to the Executive Director for Operations
(EDO) that the authority of any office to make personnel selections be
suspended if the office demonstrates a lack of good faith in complying
with NRC equal employment opportunity (EEO) policies and
procedures. (a)

The Director, SBCR, will recommend to the EDO the establishment
of rating panels in these instances. The Chairman will be informed of
any panel recommendations and subsequent actions. (b)

An apparent lack of good faith may stem from many sources.
Suspension of selection authority will depend on the particular factsin
a given situation, the seriousness of the allegation, if any, and will
occur only after consultation with the selecting official, the office
director, and any other appropriate agency officials. (c)

If efforts to resolve the problem are unsuccessful, the EDO will inform
the office director by memorandum of the details of the suspension of
selecting authority. A copy of this memorandum will be forwarded to
the Director, OP, who will institute appropriate procedures. (d)

Selection (5)

The selecting official will then make a selection from the certificate
and notify OP or return the selection certificate to OP without making
a selection.
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Certlficatmn and Records (D)

- © - The OP. representative will supply NRC Form 178 (Exhlblt 2) to
-+ - record applicant evaluation, certification, and selection. This form
documents the selection and verifies that it has been made in
accordance with merit selection principles and appropriate veterans’
preference requirements. It'is: ‘completed as part of the process of
filling positions under :the competitive procedures discussed in this
handbook. The component parts of the form are used as follows: (1)

--e The “Candidate - Evaluation ' .Record” shows all qualified
ST car;didates who have been - considered, the qualifications
t - . - categories. assigned,. and- the .veterans’ preference status, if

applicable. It also shows the .rating factors used. The final

qualifications category rating is also shown. This part is generally

.- completed by the rating panel with techmcal assistance from the
- OP representative. (a) : :

o The “Certification Record” hsts only those candldates certified for

. - selection from whom a selection may be made in accordance with

- o merit pnncxples and requirements. This part is completed by the

‘ OP representative, who then forwards it to the selecting official

—/ along with the application materials of the candidates hsted and
the “Candidate Evaluation Record.” (b). - -

e The “Selection Record” shows the candidate(s), if any, selected by
the selecting official from among those listed in the “Certification
Record.” If no candidate is selected, this fact is documented. This

o sectlon is 51gned by the selectmg official. (c)

‘OP (or the reglonal personnel officer -as appropnate) will maintain
records of each vacancy filled under -the .competitive procedures
described in this handbook for 24 months from the date of selection;
" OP will then destroy these records unless legal considerations require
that the records be-maintained for a longer period. The OP
representative will ensure that each merit competition file contains all
records, including panel records, - necessary for the possible
. reconstructxon of the actxon )

" - Any matenals forrmng a part of the selectlon files will be disclosed, as
required, in accordance w1th provxsmns of the anacy and Freedom of
'Informatlon Acts. (3) Lot

| Conﬁdentlahty of any credntmg plan wﬂl be mamtamed as required by
law. (4)
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Grievances ()

'Employees have the right to file a complamt relating to an action

processed in accordance with the competmve procedures described in
this handbook (1)

Complamts will be resolved under EEO procedures, the agency
grlevance procedure, or the negotlated grievance procedure, as
appropriate.-(2)

~ Although the application of the procedures used by NRC to Iidentify

and rate qualified applicants is a proper subject for a grievance,
nonselection from among a group. of properly rated and certified
candldates is not. (3)

Ifitis deterrmned that an employee s name, through error, was not
placed in the highest available quahﬁcauons category referred for
consideration by the selection official when it should, absent the error,
have been on the list, the employee is entitled to priority consideration
asdescribed in Part IT of this handbook. This determination may be the
result of a formal process or through a subsequent finding by the OP
representative. (4) -

Release of Employees )

General (1)

Every employee within the area of consideration specified in the
vacancy announcement has a right to apply for any vacancy for which
he or she is qualified, irrespective of whether the position would

. represent a promotlon a voluntary change to a lower grade, or a

lateral reassignment. (a)

Every selecting official is obliged to genuinely consider each certified
applicant for the vacancy. (b) :

Promotion (2)

The applicant who is selected for promotion or for a position that
offers known promotion potential has a right to the position because

- his-or her value to the organization will be enhanced when the

employee assumes more significant duties. This employee will
normally be released by the employing organization by the end of the

" first full pay period following the request for release on a case-by-case
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Release of Employees () (aninued)

' Promotion (2) (continued) <

- basis. A releas'eih:a); be delayed based on workload considerations if

agreed to between the employing and acquiring organizations;
however, in this case, the individual will normally be promoted to the

' position and then detailed to the former position during the period of
. extension. " S S

“Reas'si.gr:miex'it 155&&1(3)" B

An applicant for a lateral reassignment or a voluntary change to a
lower grade, without known promotion potential or with promotion

“potential that does not exceed that of the individual’s current
~ assignment, has a right to be considered for-a position but does not
. have a right to that position. This individual’s value to the agency may

be as great or greater in his or her current position.' Every such
candidate must be considered. If selected, and if the applicant’s
current employing organization objects to releasing the employee, the

. : losing organization may document its reasons, and the issue will be
.+ decided by the NRC official exercising managerial direction over both
.organizations. (a) . . L '

'The individual’s contributions to the agency in the current position

versus potential contributions in the new position and the priorities of
the respective programs; the individual’s personal desires and career

. aspirations; and the negative effect on the employee’s motivation and
" morale resulting from ‘a denial of the reassignment will be carefully
* weighed in making the final decision. (b)) C

- -
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Exhibit 1

Agreement for the Movement of Personnel
Between the Civil Service System and
the Nuclear Regulatory Commission (NRC)

In accordance with the authonty providedin sectlon 6.7 of the Civil Service Rules, employees
serving in posmons in the Nuclear Regulatory Commission (NRC) may be appointed to
posmons in the competltxve civil service, and employees serving in positions in the
competitive civil service may be appointed to positions in the NRC subject to the following
conditions:

1. Type of appomtment held before movement -

Employees of the NRC must be serving in contmumg posmons under NRC regular
appointments (excepted). or NRC regular appointments (excepted) (conditional).
Employees in the competitive civil service must be serving in continuing positions under
career-conditional or career appointments.

2. Quahﬁcatlon requlrements '

Employees of the NRC must meet the quahﬁcanon standards and requirements for the u
~ position to which they are to be appointed in accordance with Civil Service Commission
(CSC)* established regulations for transfer of employees within the competitive civil
service. Employees in the competitive service must meet the regular standards and
j reqmrements established by the NRC for appointment to the position.

3. Length of service requlrement

Employees of the NRC must have served contmuously for at least 1 year in the NRC
before they may be appointed to posmons in the competitive civil service under the
authority of this agreement. Employees in the competitive civil service must have
completed the 1-year probational period required in connection with their
career-conditional or career appointments in the competitive service before they may be
appointed to positions in the NRC under the authority of this agreement.

4. Selection

Employees of the NRC may be considered for appointment to positions in the competitive
civil service in the same manner that employees of the competitive service may be
considered for transfer to such positions. Employees in the competitive service may be
considered for appointment to a position in the NRC on the basis of their qualifications
for the positions to be filled without regard to the order of selection within qualification

*Now the Office of Personnel Management (OPM).
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Exhlblt ,1 (continued)
4, Selectxon (contlnued) '

categones prov1ded for in the spec1a1 plan approved by the CSC for the NRC under
Section 302.104 of the C1v11 Service Regulatlons .

5. ,Type of appomtment granted after movement

‘Employees of the NRC who are appomted to competmve posmons under the terms of this
agreement will have career or career-conditional appointments, depending upon whether
they meet the 3-year service requirement for career tenure. The service which commences
with an NRC regular appointment (excepted) or an NRC regular appomtment (excepted)
"(conditional) will be acceptable toward meeting the service requirement. Employees of
. the competitive civil service who are appointed to positions in the NRC under the terms of
this agreement will receive NRC regular (excepted) appointments or NRC regular
(excepted) (conditional) appomtments depending upon whether they meet the 3-year
’semce requlrement for career appomtment T AN

6 Probatronary and tnal penods

- "Employees who are appointed under t}us agreement wrll not be requlred to serve new
' probatxonary or tnal penods ~ R S A

7. Status
) NRC employees who are appomted in the competmve civil 'serv1ce under the tetms of this
- agreement will receive competitive civil Seérvice status. Thereafter, such employees will be
" ‘entitled to the benefits and privileges provrded by the CSC’s rulés, regulations, and
- instructions for persons having a competitive civil service status., Employees of the
. competitive civil service who are appomted by the NRC under the terms of this agreement
~ will have whatever privileges are normally provided by the NRC to pérsons who initially
. receive NRC regular (excepted) to NRC re gular (excepted) (condltronal) appomtments in
thatagency S e . S D

8. 'Effectlve date S

Tlus agreement becomes effectlve on October 1 1975 and shall’ explre unless
renegotiated, on December 31, 1978. *Further, tlns agreement may be termlnated tlurty
- (30) days followmg notxce from elther agency g

I s
L

gt

s T LT i o

”,,_WilhamS ‘Anders, Chairman " * ™***" " " Robert E Hampton Charrman

* ~Nuclear Regulatory Comrmssron e “’*Umted States Crv11 Serv1ce Comnussron
B N S P .

10128175 R T T S USRS 10/6/75 ‘

C@ate) e (ate)

Efendcd thhout t1me hmltatrons by Fedcral Pcrsonncl Manual (FPM) Letter 315-12, dated Dcocmbcr 29 1978
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Exhibit 1 (continued)
Office of Personnel Management (OPM) Clarification of

Requirements for Noncompetitive Movement

Inresponse to a March 23, 1984, query to OPM regarding the Interchange Agreementand
the issue of noncompetitive movement of career employees between the Nuclear

- Regulatory Commission (NRC) and the competitive civil service, OPM sent the following
response.

“Dear Mr. Bird:

~ This refers to your letter of March 23, 1984, and subsequent dlscussmns concerning the
‘requirements for noncompetitive movement of career employees between the Nuclear
Regulatory Commxssron and the competmve c1v11 servrce

In your letter, you voice concern that the prov151ons of the Federal Personnel Manual
(FPM), regarding noncornpetmve appointment in the competitive service based on
service under other merit systems (FPM chapter 315, subchapter 6, paragraph 2(c)), are
-more restrictive than, and significantly different from, the language of the Interchange
Agreement for the Movement of Personnel Between the Civil Service Commission-now
OPM-and NRC in 1975). Specifically, you point out two areas of contention: the type of
appointment an NRC employee must serve under to be eligible for noncompetitive
‘appointment into the competitive service; and the period of service required for eligibility
- to move under the. -agreement. In. both instances, the language of the 1nterchange
-agreement, in comparison to the FPM, is seemingly open to more than one interpretation.

Implicit in OPM’s decision to enter into an interchan ge agreement under civil service rule

6.7 is an affirmative finding that the agreement meets the requirements of law concerning

o appomtments to the compeétitive service and that the movement permitted by’ the
agreement will promote good civil service administration. Any 1nterpretanon of an
agreement that is adverse to OPM’s responsrblhty to administer the civil service system,
pursuant to established requirements, is void and lacking of any legal effect. OPM cannot
be made to accept an interpretation that was beyond its understanding of the terms of the
agreement at the nme the agreement was entered mto

Thus, it is our opinion that the mterchange agreement, though not as precisely stated, was
intended to mirror the meaning of the FPM language regarding the length of service
required for movement. We cannot agree, that the language of the agreement clearly
affords eligibility for noncompetitive appointment to persons who do not have 1 year of
continuous service immediately before the move. Paragraph 3 of the agreement states
that, “Employees of the NRC must have served continuously for at least 1yearin the NRC
before they may be appointed to positions in the competitive civil service”. This
requirement, in conjunction with the requirement in Paragraph 1 that the employees be
serving in qualifying NRC appointments at the time of noncompetitive movement, should
be read as requiring that employees have 1 year of continuous service before the move.
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Exhibit 1.(continued)

Further the use of the word “continuous” clearly indicates that breaks in service affect

* eligibility for movement. Although the agreement does not contain a direct reference to -
breaks in service, the use of the word “continuous” demonstrates an intent that breaksin
service will affect that eligibility. In contravention of the fact that the language of the
agreement is somewhat imprecise, we can find no basis to conclude that it was intended to
provide noncompetitive appointment eligibility to persons who do not have 1 year of '
current, continuous service, even though these persons may have satisfied the service °
requirement during an earlier period of employment.

As to your other point of contention, we believe that the language of the interchange
agreement would, indeed, permit service in a temporary appointment to be credited -
toward the 1-year service requirement as long as the employee held a permanent
appointment at the time of the noncompetitive appointment. Therefore, any NRC -
employee who meets the service requirement set ‘out in the agreement is eligible for
noncompetitive appointment into the competitive civil service. However, since temporary :
service is not credited toward career tenure in the civil service, only service under the '
permanent appointment, would be considered in determining whether the individual .
received a career-conditionial or a caréer appointment in the competitive service.

In conclusion, we believe that the requirement for current, continuous service contained :

in FPM chapter 315 is correct and its intent is mirrored in the interchange agreement

between OPM and NRC. Further, FPM chapter 315 implicitly recognizes and permits

service in a temporary appointment to be credited toward the one year service:
. requirement as long as the employee held a permanent appointment at the time of
. noncompetitive appointment.  © . . . .

: Sinceréfy,
_-Isl

** " .Donald L. Holum, Chief
- Staffing Policy Analysis Division”
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Exhibit 1 (continued)

UNITED STATES .
OFFICE OF PERSONNEL MANAGEMENT

son Cs =6
R S WASHINGTON, D.C. 20418

* OFFICE OF THE DIRECTOR

JN 2 4 1904

Mr. Paul E. Bird

Director, Office of Personnel
Nuclear Regulatory Commission
Washington, DC 20555-0001

Dear Mr. Bird:

I have approved your. request to amend the personnel interchange
agreement between the Nuclear Regulatory Commission (NRC) and
the competitive service. Effective immediately,’ employees who
are involuntarily separated without personal cause will be
eligible for noncompetitive appointment for 1 year from the
date of separation. .o

This amendment brings the provisions of NRC's interchange
agreement into line with the provisions of agreements
established with other agencies. 1In accordance with the intent
of 5 CFR 6.7 that agreements be reciprocal,; the new provisions
will apply to employees of both NRC and the competitive
serxrvice. We will notify other agencies of this amendment and
of NRC employees' expanded eligibility for noncompetitive
appointments.

Sincerely,

Vcivs &

Lorraine A. Green
Deputy Director
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Exhibit 2’

NRC Form 178 “Candldate Evaluation, Certlﬁcatmn and
| Selectlon Record” e

. : FIINN . - P e
H . . . . N P

u'ﬁc rOres in US, NUCLEAR REGULATORY COMMISSION |
201

woauaow - CANDIDATE EVALUATION CERTIFICATION AND SELEC’TION RECORD

PART B - CERTIFICATION RECORD

TO: (Amhoriads‘lmomdall . VACANCY ANNOUNCEMINT NO. cumncuino ; SAAGAINMNG UNIT STATUS
; i I : ' !
! TR ; B GRADE
1 : N -
TAVISION OR GFFICE
: ' [
BRANCH AND SECTION
THIS CERTIFIES THAT: . . .
1. MAemdm-mI-ﬁng _ ization of dich hmwmmnncm* and other spplicable provisions of
. NRC Manuel Chepeer 4108, : : . < - S

2. mmr-mawe-vmwhmwmmphmmmnncmwmmwawmoi
' NRCWMA!NMM-ﬂmmmw

BEST OUAUFIED CANDIDATES : . REASSIGNMENT ELIGIBLES
P
1]
X
! t H i . ¢ .
SIGNATURERATING OFF ICIAL OR PANLL CHAMA : T [SIONATUREPANEL MEMEER . : SOMATURE/FPANEL MENSER

: : . i t I ! i :
HIGHATURE/CERTIFYING OF FICIAL ] . e ' . Imn

] . , ' ’ : . . ! i

: PART C —SELECTION RECORD

THE FOLLOWING CANDIDATE(S) HAS (HAVE) BEEN SELECTED FOR THE POSITION(S) DESIGNATED. - e 10 !
. . Mg Phtur it et e . R .

N . _ P
b -
- S e .

SOMATURL/SELECTING OF FIGIAL | i GATE

MRC FORM 178 (3-00)
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Exhibit 2 (continued)

ey e 18 ‘ UX. NUCLEAR REGULATORY COMMISSION
moas  CANDIDATE EVALUATION, CER‘"FICAT'ON AND SELECTION RECORD

PART A = CANDIDATE EVALUATION RECORD
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES (SPECIFY)

CANDIDATES z
=
<
w =
| 2
. g3
w St
g Elxzta | .
< N2 -3 R
s gl 3|2 |

‘ .
‘SwmﬁAm‘ofmmwmomemMuw e e I,
moloyee

€ ~ NRCE

F = F NR of 0pd -~ 1orolmmmawom1oxmn_bnm
ormer cwmuquME’nﬂm b Sty b g i ' on -

NV — Other Candidate Whhout Vetersa‘s Preference Sp = 6 Point Preference Eligible

[APPROVED ~ BICHATURE - ll"lh.l - ) . OATE,

NAC FORM 178 808 - - . -
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Exhibit 3

Standard Form 50, “Notification of Personnel Action”

NOTIFICATION OF PERSONNEL ACTION

zwmw

3. Date ot Bitn 4. Eftoctive Oate

FIRST ACTION - SECOND ACTION
5A. Coda | 5-B. Nature of Action 6-A. Cooe| 6-B. Nature of Action
5C.Coae | 65-0. Legal Aunhomty 6C. Cove| 6-0. Legal Auxhonty
&E. Cooe | SF. Legal Authonty ©6-E. Cooe| 6-F. Legal Authority
. ' - Ll . - R - .-
7. FROM: Position Title and Number - 15. TO: Position Title and Number
Pan X 0o Coos jI0. Galav {11, SenFiane 12 Vol Saay Inrqhu 7. 0. EX T R Y 20. okl SsbrgAsard T
: ctt . N o e ST N : - - - -
T hasc Py R Locaky A3 Iﬂuomn. Iﬂrﬁmm - rln:h. 238, Locaky Ai znc.unum T Ocer Py
4. Neme and Location of Pomtion’s Organization 22. Namne anc Locabon of Posaon’'s Organzabon
‘EMPLOYEE DATA . Lo T ) - - S . o
23 Velerans Preference . 24. Tonure . 25. Apency Use 26 Veterans Preterence ks RIF
] 3 2 P ortComomsable § = 10-PorwCompensetionsOw ] O e 3= Snince I . - - [1ves [wno
7. FEGU 28, Annutant Incscator 29. Pey Raie Detscranant
1 1
30, Reroment Plan |31-ﬁ'\'°m-0-"-lﬂ‘) 32 Work Screcule 33. Part-Tume Hours Per
! l | nyp?m
POSITION DATA :
34. Position 35. FLSA Category laawnmmcoa lnwmgums:m
1« Compuitive Sarvice 3 = SES Gonrnt 1 E = Enemrpt
N 2 = Exavied Servoe 4 = BES Career Reserved I N = Nonexemol
0. Outy Siasion Code 56. Oy Suation (Giy - Counvy — Stafe or Overseas Locaoon)
49, AGENCY DATA 4. |4z Iu |u.
g.n-nm
. ; ) )
46. Empioying Depasiment or AGency 60, ana TH0 OF Approving ORCH - -
. i
47, Ageccy Coow 48. Personnel Ottice 1D 48. Approvel Dats - b - — R, —
&Pt 50918 mmnvmmwmwm
A - NSN 7540-01

2 = OPF Copy ~ Long-Term Record — DONOTDBTROY

-333-0238
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Exhibit 4
Standard Form 52, “Request for Personnel Action”

' Stanciand Forr 62

Rev. /91

P S, 206 Bmon s T L REQUEST FOR PERSONNEL ACTION

* PARTA=~ Requestmg Office (Also complete Part B, items 1, 7-22, 32, 33, 38 and 39)

1.Actions Requested . 2. Raqurest Number

3 For Aachional INKrmalon Cal (Vame and Teephone Mumoen) o 4, Propossd EXective Dete

5 ACion Aequasied By (Typed Nama, Tida, Signawre. and Requast Dase) 8 Action Authorized By {Typed Name, Tiie, Sioreture, et Concumrence Dave)

PART B - For Preparation of SF 50 (Use only codes In FPM Supplement 292-1. Show all dates In month-day-year ordet.)

;1. Mame (Last, First, Middie) IZWMW 3.Date of Bith I‘.EM.D-‘.
FARST ACTION SECONDNRCTION AL -~
SA, Code | 5-8. Natre of Acson i A Code| 6-8. Nawre of Action
5C, Code | 5-0. Lepa Ahortty 6-C. Cooe| 60, Lagal Authoray
) S& Code { 6F. Lagal Autharky 66 Code| 6F. Legal Authority
. 1]
.7.FROOA=' Title and 1S. TO: Position Title and Numb
Ty fa] W Lol |11 Shp or Fe | 12 Yool Saiary . ri’riau‘ F‘E—n - Ooc. Come (W Gae o Lovd |10 Swoor Fom |20 Yo Saanyamard 7. Fay B
: ‘
TA, toc Pay T2 tocally A% rzr. . Baxc Pay I‘ﬁmm 20A Bask Pry 1208 Locaey A 6 AL BE Fay lﬁu-m
|
14, Name and Locabon of Postion’s Organczanon 22, Name and Locaton of Position’s Organizabon
N
BMPLOYEE-DATA :
23, Vewrwrs Preterance 24, Torure 23, Agency Use 255, Vatsrars Predarence by RIF
q 3.8 A i P R ermtiariom | Ko R §:°‘?....;".'.";.“'I ] [Jves i Ino
27, FEGU . . | . Anmusent inccaxr 29. Pay Rate Detantrenart
I - —— l -
30, Retwement Plan Iav.s.viacamh-m 32, Wark Schedule 33, Pars-Teme Hours Per
] — 1 B
POSITION DATA
34, Positon Ocoupled 34 FLSA Catagory |a&waaumcm- |:n.a-gmu-m
1 « Compeites Servon 3 = 5F3 Genersd € = Enerrut
I 2- Sernce 4 = SES Corest Resarvad N = Honewarrot ]
34, Dury Staon Code 38. Duty Station (City ~ County = State or Overseas Locasan)
40, Agercy Data 4%, ld?. 43 -,
4S5, Educatonal Level 46, Yesr Oogron 147, On 48, F Clase 49. Chizenahip }io.]vms-nn 51, Supersory Sistus
—|1-usu\ 8- Other
PART C - Reviews and Approvals (Noﬂobomedbymgom:a) .
1. Offica/Function Inltiale/Signature Otfica/Function " initiaie/Signeture Deta
Al D.
8. E
c. |8
2, Apcrovat: | certify thet 1he Informetion entered on this form is scourate and that the Signanre Approval Dase
d achon e n with and regu! 4
CONTINUED ON REVERSE SIOE . L. Ediions Prios %0 7/01 Are Not Usable AMer 6/30/53
52118 e OVER . NSN 7840-01-333-6239
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Exhibit 4 (continued)

PART D - Remarks by Requesting Office

MbSW&deWuMﬂMrmmhmsmmmﬂ O ves Ono
“YES'.pbmmmucumlupmmwmchbSF&)

PARTE. Employee Reslgnahoaneurement - .

" PR Prlncymsunmom T sk

} oumwuw-wodﬂcmbrm gnation or and mmbwammm Federsl service

¢ @ forwanding sddress. Yummhmh future decich . whie 8506 mw:.c\omdﬁcm.;gn&:
n.mwymem mmmmmmummmm» mummumwuw«-mmmhm

-dwny our Jorwarding adaress wil be | ot ploy eomponuﬁonmm

: M:uﬂmmdwmmmmawp‘yw : 'um-hhod is informetion ls . taikere ¥ pe 1t ray result

which © i your not receiving: U)ymru»&ummwummmm

“This information ks requested under Mdmﬂo‘l 3301, 8nd 8506 A tle - compensation

5.u.s.¢:oa mmwmtmw and agencies 1o lssue ummmu.;‘;’:.?"“‘”"’ - M

1. R mmvwmmwhmmmmwmmuwnmmm

Yummkmummuhday manlght nrlmyw:po&yuwso)

2 Efiecuve Date | 3. Your Signature o R 4. F e [% Sweet, Cry, State, 21P Coos)
L o i ) ) . . ST
A A . .
- : ool . ‘ . T A TN R
PART F - Remarks for SF 50 : .- et ) s
5 Pt g -
. H o~
o .. i
1 B
i
-
. . PR -~ . ) 5 -
ot ' . 1 . 7 * M <
gF oo s . : 1
1 Lo \'A;- _ i —’,r -y + ' .. N . PR .
- i P . - S
B \ : ‘ - \,’»;; : ool e e »":,’_:;l' par 4 FEE
ou&uo:llmmﬂ
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Exhibit 5

Guidance to Offices Regarding the Establishment of
Interdisciplinary Jobs

1. Developing Interdisciplinary Positions

Interdisciplinary positions are positions involving duties and responsibilities closely
related to more than one occupation or position, the duties of which can be performed:
by individuals with a variety of educational and/or work backgrounds. As a result,

these positions can be classifiable to two or more occupation series.

These positions may involve duties characteristic of one profession and other duties:
characteristic of another profession. By comparison, posmons may involve knowledge :
characteristic of either two or more occupational series, involving work performed in:
either of the occupatlons named. The concept of “interfunctional” positions is used to'
- describe’ positions in which a combination of administrative versus technical

occupational series is apphed

In determining whether a position may be interdisciplinary orinterfunctional, areview
of the work and the skills required must be completed.

. Identifying Programmatic Area

Management should identify specific technical programmatic areas in which it 1s
appropnate to establish interdisciplinary jobs or recruit persons without a degree in an'
-engineering or scientific field. Management should determine programs in which this
type of recruitment and classification of position will be consistent with the NRC
Five-Year Plan (and with major fields and specialties identified in the NRC Five-Year
Staffing Plan).

. Defining Work and Basic Skills -

For each position, a statement of duties and corresponding skills, knowledge, and
credentials should be written to outline specific responsibilities and functions that
need to be accomplished to support the organizational and technical program goals.
Viable skills, knowledge, experience, abilities, and credentials should be listed as
“Basic Skills.”

These functions and skills should be “realistic” in terms of work to be done, that is;
they should not be functions necessarily designed to fit the background of a particular
person being recruited. A review of the present and projected workload, current

.incumbents, and known full-time equivalent (FTE) resources should be completed as

a first step in developing a new position.

60
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Exhibit 5 (continued)
4. Idenfifying Other Than Engineering/Scientific and/or Interdisciplinary Work

" Assess whether current work can be restructured to accommodate nontechnical
individuals with a degree. Determine specific functions (necessary to the technical

" mission) that can be'performed by other than engineering or scientific personnel.
Determine the occupational series or mix of series that will define the work to be
“accomplished. © e S

- To ;g.r-é,ate a gér;efz;i f‘pfdje_ct management” ﬁositioh notrequlrmg aﬁ.énéi‘néering or
. " scientific background, identify the predominant duties and responsibilities associated
- -with that function and the paramount skills, knowledge, and experience required to fill
the position. Standardized Project Manager position descriptions may be established
_to incorporate a variety of functions. "0 . . ... .. ’
Consult with a classification specialist in writing the position descriptions. As an
example, basic skills' may be worded in such a way as to state “familiarity with
' ‘engineering designs, components, systems” versus “knowledge of general engineering
~as evidenced by completion of a bachelor’s degree in nuclear or mechanical
engineering” - = ol T e
5. Assessing Qualifications of Individu'als Without a Technical Degree for Engineering
-+, Positions - St S S
Consult with an OP éiéfﬁhg Speciaiiﬁt to assess satisfaction of “equivalent experience”

* factor versus completion of academic degree. - C

J S —— . e e =
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Exhibit 6
NRC Form 750 “Applicant Background Survey”

.

NRC FORM 730 U-S. NUCLEAR REGULATORY COMMISSION | 1. VAGANGY NUMBER '
(1o | oo
3 . ) 2 DATE (AdA/DO/77)
APPLICANT BACKGROUND SURVEY T PoSTIoN
o GENERAL INSTRUCTIONS e .
The information from this survey Is used to ho'lpl that agency per 1p ‘ mest the qui of Fedaral law. Your responses
are voluntary. Plaase answer each of the Questions t0 the best of your abllity, Please print entries in pencil of pen. USE ONLY CAPITAL
LETTERS. Read each itsm thoroughly before pleting the appropriate code number In each box. -
4. NAME (Last, Firss, M) . S. YEAR OF 8IRTH 6. SOCIAL SECURITY NUMBER
bt ] ] ) CI1TTJ C11 CI L1

7. How did your hear about the particular position for which you are applying? (You may check up to three baxes.)
A PRIVATE INFORMATION SERVICE | .

J. AGENCY OR OTHER FEDERAL GOVERNMENT

.

B. MAGAZINE . - RECRUITMENT AT SCHOOL OR E . -
C. NEWSPAPER K. FEDERAL, STATE, OR LOCAL JOB INFORMATION CENTER
D. RADIO L. RELIGIOUS ORGANIZATION e o

E TV : . M. SCHOOL OR COLLEGE COUNSELOR OR OTHER OFFICIAL
F. POSTER o~ : N. FRUEND CR RELATIVE WORKING FOR AGENCY '

G. PRIVATE EMPLOYMENT OFFICE
H. STATE EMPLOYMENT OFFICE (UNEMPLOYMENT OFFICE)
L - AGENCY PERSONNEL DEPARTMENT (BULLETIN BOARD OR

O. FRIEND OR RELATIVE NOT WORKING FOR AGENCY
P. OTHER(Specty)

LT

OTHER ANNOUNCEMENT)
8 DO YOU HAVEANY [ 9. CHECK THE APPROPRIATE BOX TO 10, PLEASECATEGORIZEYOURSELFINTERMSOFRACE/EDNG
DISABLITIES? SHOW YOUR SEX. BACKGROUND. CHECK THE APPROPRIATE BOX.
|| A AMERICAN INDAN OR ALASKAN NATVE
A ves q. CJa mae | B. ASWNORPACIFICISLANDER .
\ : C. BLACK, NOT OF HISPANIC ORIGIN
Js no e e ' [ Jo mwseanc s .
| E. WHITE, NOT OF HISPANIC ORIGIN

e e e P T BT
DATE RECEIVED (MONTH/DAY/YEAR) CODE DE W

1 ] C77] ' 1T 71717 13

PRIVACY ACT INFORMATION

Punumnosus.c.ssa.onmodhtohwwsmnsonhomvamof1974(h:ulcmm-m).mommmbmomummlsbodm
lndividu-hwhosupplyhfofm-ﬁonnvnU.s.mduraoommycommbslononNRCFonnm This Information Is maintained In a system of
records designated as OPM/GOVT-7, APPUCANT RACE, SEX, NATIONAL ORIGIN, AND DISABILITY STATUS RECORDS, and described at 57
Federal Reglster 35710 (August 10, 1992). . : .

1. AUTHORITY - 5 U.S. C. 7201, Sections 4A, 4B, 15A(1) and (2), 158(11), and 150(11); Uniform Guizulnn on Employee Selection Procedures
(1978): 43 FR 38297 ot seq. (August 25, 1978); 29 CFR 720.301; and 29 CFR 1613.301.

2 PunPosssmnRommgusas-mokﬂomﬁmfmmthhwhmodbfnwdtmdwaﬁdonlEmeppormnnyHoemmnom
Program 0 help ensure that ag Y personne) practh meet the requirements of Federal law.

3. EFFECTS OF NONDISCLOSURE ~ Providing this Information s voluntary, No indMdual parsonnel selections are made based on this
information, . .

4. INFORMATION REGARDING DISCLOSURE OF YOUR SOCIAL SECURITY NUMBER ‘UNDER PUBLIC LAW 93-579, SECTION
7(5)-SdldtﬁononboSoelllSoeuﬂyNunbor($SN)by0nOlﬂeoof:‘ i Manag 1t Is auth d under provisions of Executive
Order 9397, dated Novernber 22, 1943, lhuudwmmﬁ.iwmwmlm"eommdywﬂowmm-am

S. SYSTEM MANAGER AND ADDRESS: Assistant Director, Office of Personnel R and Devek nt, Career Entry Group, Otfice of
Personnel Management, 1900 £ Strest, NW, Washington, DC 20415, .

m

NAC FORM 760 (1-60) PRINTED ON RECYCLED PAPER

.
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Exhlblt 7
NRC Form 115 “Vacancy Appllcatlon Status Notice”

a- -

. INRC Form 115
* §{1188)
NRCM 4108 - - -

U.§. NUCLEAR REGULATORY COMMISSION | 1. VACANCY ANNOUNCEMENT
VACANCY APPLICATION STATUS NOTICE - -

REQUIRED BY THE VACANCY ANNOUNCEMENT.

INSTRUCTIONS. APPLICANTS MUST COMPLETE ITEMS 1 THROUGH 4 FAILURE TO DO $0 WAL RESULT IN YOUR NOT
BEING NOTFIED OF THE usrosmouosvommuunm NADU“ON.APPUCANTSMUSTATTACHALLMATEMALS

2 DATE OF APPUCATION

. [T POSTION TIE (for wach moptrmg)

ls_zuf.smm

] TO BE COMPLETED BY THE PERSONNEL OFFICE
Thes

and Sypaconon Moty
Powtnrnd yat, GOGIBAS WANTRILON Tl Do rowded © You Laer.

INITIAL SCREENING

-

L

} & NAME AND COMPLETE MAILING ADDRESS (NAC amployees tas MWaX Siop)

ll
'i

Your enci wmsa —w*mum“mn*
e wcancy,

Ll
f

H-muo—-—-——n—qm

Tns--Drats

0 qualifd for $he YRCRRCE: your dpplastion tum boen erwarded

TO BE COMPLETED BY THE PERSONNEL OFFICE

FINAL REPORT

| Ootarrspo0my)

‘Vocency Canevlied

-ns--n--n-.-

e best quaiibed earvhidurs
You wase svory
MG DVt PO WOre Aex Butecied ter Gup passean

You ware besicely guelitnd i Phe postan, fut you wars ast Sveng llhmhnumm

ODISPOSITION OF APPLICATION MATERIALS:

METURMNE O
14 ached )

A rsang ool for Wrbuer Svabution
The seivciing ol
A ranrg panet for hunther ovalusnon

L1F

] Othar (Specilyy

SIGNATURE-PERSONNEL. STAFFING SPECIALIST

TELEPHONE NUMBER

IDATE NONCE SENT
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Exhlblt 8

Streamlined Apphcatlon Format

For initial applications to fill competitive vacancies, a Standard Form (SF) 171, “Application

for Employment,” need not be used. The OPM streamlined format or résume may be used
instead. :

Forma Approved
OMB No, 3206-0219

OPTIONAL APPLICATION FOR FEDERAL EMPLOYMENT - OF 612

Youmayapptybrmost]obswfhamme,ﬂusformoroherwrﬂmbmm llym:resumorapplahondoesmtprowdeallhelntocmnon
mwestedonﬂisfomandhmojobvnanqannomcemem.youmay consideration for a job.

J TJobte i anrolncemer®  © 19 Ghdel) applypgfof T " 3 Annduncement number

I e ~ -.‘- First and midde names ~ " =" - :—S-EOEQ-SSGWW R
g it aooi " Cedee o e e 2 2 Pmone mambens fidiods e code)
e e e g B Gode ::: )

WORK EXPERIENCE
8 mmemewwbmquywmm Donotannd\]obdserlpuom.

1) b title (¢ Federal, inciude series and grace)

From paarv " To pwarm S;hfy T T T per Hours pef week

Empbyoﬁmam!abﬁmu &wvfsofsrifﬁs;\dphmem:nba

¥

“Describe your dubes and i

n"m(i'mm include series and grade)
From aasyn) To aaurry) Salary per Hours per weok

Employer's name and address Supervisor's name and phone number

—— your T T A

50612:101 "NSN 7540-01-351-9178 Opsonet Fom 612 (Septamber 1994)
U.S, Office of Personnel Management
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Exhibit 8 (continued)

" 12 Calleges and universities atiended. mmm.mummmm
Name : : -

Yes ( ] NO[ > e need to concact your current supervisor before making an offer, we wil contact you first
EDUCATION T Lo S s . .
410 Mark highest level completed. somens[ ] #SGED[ ] Associste[ . .] Bachelor[ "] Mester[ ] Doctoral [+ ]
11 Last high school {HS) or GED school Give the schoofs name, city, State. ZIP Code (i known), and year dipioma or GED received. LT T

Total Credis Eamed - Majors) - """ Degree - Year

n- - : ~ Semester Quartet @any)  Roceved
' P SN SN
2) _ .
3) .
OTHER QUALIFICATIONS oS T T T T
13.bbmlabdhmgmea(g~oiﬂemdyu¢ Jobcdcbdslu’!s(oﬂuhngmges. er sotware/hardware, fools, machinery, typing speed, eic).
Job-related certificates and Scenses (cument ordy). Mmmwwm kshments (publications, memberships in

professional/honor societies, leadership activities, public speaking, and performance awards). Gtveuats.wdonotsenddocmmsurﬂessmsted

14m,ouau.s.cﬁm7' YES[ ] No[' '].mmmamm;p.. N
15 Do you ciaim vetwerans’ preference? No | )| YES[ > Maﬂtyouvdsz‘SOfiomm .
§ points { ]>Anadumnozuorocefpm( wpoirls[ lbamdnmAppﬁznmh-wPauVaausPrefam(Smemmm’
1GWereywm1Federaluvianme -, Seres - Cnde From pasrn * Tooarn
No[ ] yes|“ ]»F«wm.mmgm : :
17Amyouaigblebrmrstzmumbasedonweeru career-condisonal Federal
" no[ - ] -ves| ]»umq.md..msssom

APPUICANT CERTIFICATION

18!eerﬁtymat.mmbwo'myhowledgeandbeﬁeialolmekﬂonnabononandanmabhsappﬁcanonsm , cotrect, complete and made
in good fahh. lmdersundmwseuﬁmddem:\fmnmnmoramchedbﬂsapphamwmybegtoundsfornotmmgmcriorﬁnng

) meaﬁeflbegnnwork.andmaybepmshablewmeotinprmm undet:tandmatanyiﬂomahonlgmmaybe

SIGNATURE DATE SIGNED
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Exhibit 8 (continued)

GENERAL INFORMATION

Youm%hmﬂ&d&db&wﬁammmmwwwwnhmw“mmmm {f your resume or appBcation
yoesmlpmdaaﬂmﬁgmaﬁmmw&dedmﬁsfammdhmjobmwmmmywmybsewsﬁemﬁonbram Tiype or print clearly in dark
ink. ikbspwdﬂnse%a;mmeepngmappﬁwmbwmmemmmmmdiﬂomﬁm if essential o attach additional pages, inciude

your name and Social Security Number on each page,
s For information on Federal

lists, akemative formats for persons with

dhsabiftes, and veterans’ preforence, call e U.S, Office of

ent, including j
Personnel Management af $12.7: MTDDS? 744-2299,b1mutermodem912-757-3100.0fviaﬁ)eﬂemet(feltle!0tﬂy)aﬁnmomeov.

' :tge’ ’madive' after Oclober
rence senice 15,1 must Campai
gﬁmhﬁafaﬂurfamammm
oderal employees).

of when competiion is Emited o status

inthe Urited States Mitary and were under honorable condi be efighle for y
97 semgd - wxﬂms.ywmay efghle for veterans’ preference. Ta receive

Badge, odal, or 2 sesvice-connected disabfly, Veterans'

(current or former career or career-condrional

s ModFedea!iobsreqﬁel!nde!a!wdﬁzemﬁpmﬂdsoMmberage18banaﬂer0warte'31.1959.haveregisteredwiﬂ\ﬂle3e!ecﬁve8ewbe

System or have an exemption.

. Dnlawwohbismli‘coﬁddsfmnappoiﬁg,pmnﬁngummmmgmm
. mmtmﬂmwdﬁmmaymmmumﬁesm waloymmsipaywvaﬁddeﬁ:memdebtsameagetqmay

. Sendmappﬁwﬁmbmeoﬂ'neamwﬁngmemw. ﬂywhmmﬁom.comaamm‘ . )
THE FEDERAL GOVERNMENT IS AN EQUAL OPPORTUNITY EMPLOYER

- PRIVACY ACT AND PUBLIC BURDEN STATEMENTS

" @ The Oice o Personned Management and cther Fedecal agencis re appicants fr Federal jobe under

~ teauthonly of sections 1104, 1362, 3301, 3304, X320, 3361, 3091, and XXM of ke 5 of the Unlled Sates

" Code. We need the informa’ion requested in 1 fom 2 in the associzied vacancy smouncenesss o

" evakats your quaiicatons. Ofiar krws rquire s fo xsk sbout cizership, miidwry sarvice, et

T8 Worequest your Social Sacusly Nurber (SSH} undar the autorty of Executive Order 3397 in ordes
10 keep your racords straight, other peopis may have he sarme rama. As allowed by lew or Presidertial
diractive, we use your SSN o ssek information aboud you o ampioyers, schoois, barks, and obers who

" fnow you. Yoor SSN may 2iso be trsed in studes and compndor maiching wi other Goverymert fles,
for examplz, fles on ungaid shxdent feans,

+ = Nyoudo notgive us your SSN or any ofher mbonneton requestad. we cannol process your applcation,

© whichs 0 frst steg in geting 2 job. Ak, incompiete addresses and ZP Codes wil sow processing.

. We may give information from your records K. tining faciies; orgencations decidng claims for

" retrement, insurance, unesployment or heath banatts; oficials in Esgason of admicisiratve procoedings
where the Govemment i a party; law enkorcement agencies concaming viokations df taw of requiztiory
Federal agencies kor statisteal reponts and shudies; oficials of fabor organizalions recogrized by lew
connection wih represating employees; Faderal agendies of other Sources sequestng indomnaion o
Federal agencies in corvection weh hirng of retaning, sacrly ciearances, ssarly or sutibily
ivestigations, classiying jobs, contracting, o issuing icenses, grants, or cthes benefs; public and priva
organizations inchuding nevs medka that grant or publicizs ampioyee recogndion and awasds; and e Merd
Systems Prolection Board, the Ofice of Spacd Counsel, the Equeal Empioyment Opgortunily Commission,

the Fedani Labor Relations Authorly, the NaSorad Archives, the Fedend Acquisiion Insttse, and
congressioral offices in conmnection with their official kencions,

* Wemay x50 give indormesion from your secords kx prospective nonfedaral ampioyers conceming tenure
ol erployraent, end sarvice stats, lengh of sevce, nd cate and natrs of action B saparaion 28
shown on parsonnal action fors of speciicaty identfied indvidsals: requesting oanizations orindividuals
concerming e home address and cher redevant infonnation on those who might have contracied an Bness
or been exposed 1o 2 haath hazard, muthorzed Federal and nonfaceeral agencies for use in computer
MaEhing: spouses or dependent chikien asking whether the ermpioyee has changad from seffand famly
10 seffonly heath banefits snroliment: individuzls working on & contract, sarvice, e, cooperative
agreoment of job for he Federal Government, non-agency members of an agency's performance of other
panel: and agency-appoinisd regreseniztives of employees conce ming informaion issuad lo the enployes
about finess-or-duty or egency-fled disabity retirement procedures. - .

. w&mnmmmu&mnmmmnmmmm
average of &) minutes per response, inchuding fime for reviewing insuctions, sesrching exising data
sources, Gatherdng cata, and complating and reviewng the riomadon. You may send comments
fegarding t burden esSate or any other aspect of the collecSon of information. inchuding sugpestions
for reducing Bis burdea, fo U.S, Office of Persomel Marapamant, Reports and Forms Maragement
Offcer, Washingon, OC 204150001, - .

» Send your appication 1o the agency amauncing e vacancy.
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Exhibit 9

NRC Form 561, “Supervisory Appraisal of Demonstrated
Performance or Potential”

NRC FORM §61 . . S U, S. NUCLEAR REGULATORY COMMISSION
[\0 o]
NRCMOD 10.18

SUPERVISORY APPRAISAL OF DEMONSTRATED
PERFORMANCE OR POTENTIAL

ANMNOUNCEMENT NUMBER POSINON
| ] NAME OF APPUCANT © - [ INSTRUCTIONS: Please have this appraisal completed by your supervisor and submR & with your
lpplclﬂm(SFﬂi) i the sppraisal s submitted Mwmw lho-ppﬂe-rlwilbo
permitted 10 review and/or obtain a copy of the sppraisal upon request.
SECTION | = DEMONSTRATED PERFORMANCE OR POTENTIAL
BASIS FOR LEVEL OF
peas RANKING FACTORS PERFORMANCE
P Ploase check as appropriate:
E (] 4 — Outstanding
) 3 = Excellent
N . g _ KNOWLEDGE, SKILLS, ABILITIES, AND _ -
= g§ §_ o . . PERSONAL CHARACTERISTICS ' Fp an”mw&”?mwu
SHEEE 0= Unscocptable -
_E.%glEE i oo fafal2]1]o

+ SECTION Il — NARRATIVE STATEMENT

BRIEFLY EVALUATE THE CANDIDATE'S OVERALL ABILITY TO PERFORM THE DUTIES AND RESPONSIBIUTIES OF THE POSITION
(Namatve comments are required for all factors. I additional space ks nesded, use reverse side.)

EMPLOYEE'S MOST RECENT OFFICIAL PERFORMANCE APPRAISAL OF RECORDIS: |
D OUTSTANDING D EXCELLENT D FULLY success'sun. E:] wnm.w SUCCESSFUL D UNACCEPTABLE

CAPACHY OF AP‘PRAISER FOR MMONG APPRAISAL (Check one)

PRESENT IMMEDIATE SUPERVISOR PRESENT mb-lEVEL SUPERVISOR D OTHER (Spocﬂy)
FORMER IMMEDIATE SUPERVISOR FORMER mo-uéven. SUPERVISOR |
t H !
i !
FROM t o
PERIOD DURING WHICH APPRAISER SUPERVISED THE APPLICANT: ] . i
BIGNATURE = APPRAISER DATE N TELEPHONE NUMOER
. . i
BIGNATURE = EMPLOYEE. DATE

NRC FORM 581 (1404) K ) . . . . . PRINTED ON RECYCLED PAFER.
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Format for Supervisory Appraisal of Demonstrated

Announcement No:

Name of Applicant:

Exhibit 10

Performance or Potential
To Be Used for All Senior Staff, Supervisory or Managerial Positions

- Position:

Instructions: Information should be obtained either by phone or in writing from the current and, when possible,
the former immediate supervisor. If information is submitted directly by the supervisor, the applicant will be
permitted to review and/or obtain a copy of the appraisal upon request.

Basis for Appraisals Factor and Narrative Assessment
External |Onthe |Formal Potential
Activities [Job ~° |Training ‘ .
Supervisory/Managerial Mandatory Rating Factors \J
Interpersonal Skills: (Define) '
Leadership Skills: (Define) (Applicable only to
supervisory or managerial positions)
Other (Optional - Define)
Technical Rating Factors (3 to 7 -~ Define) -
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Exhibit 10 (contined)

Basis for Appraisals o -| Factor and Narrative Assessment
External On the Formal Potential
Activities ' | Job "1 Training - o -

Employee’s Most Recent Official Summary Performance Rating of Record
(QOutstanding [(JExcellent [)Fully Successful [JMinimally Successful [JUnacceptable

Appraiser

Dlsresent Immediate Supervisor OPresent Second Level Supervisor
[QFormer Immediate Supervisor QOFormer Second Level Supervisor [JOther
Period During Which Appraiser Supervised Applicant—From: To:
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Exhibit 10 (continued)

Appraiser’s Signature or Telephone Concurrence Date Phone

Employee’s Signature Date Phone
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