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Policy
(10.15-01)

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 applicant's privacy and
constitutional rights.

Objectives
(10.15-02)

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

* To meet organizational mission needs and efficiently utilize the
skills, knowledges, and abilities of NRC empl6yees through
application of merit staffing principles. (022)

* To ensure agencywide uniformity in the application of merit
staffing practices as described in Handbook 10.15. (023)

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

. y &.. ; .
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Organizational Responsibilities and
Delegations of Authority
(10.15-03)

Chairman
(031)

* 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)

The Commission
(032)

* 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 K)
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)

Executive Director for Operations (EDO)
(033)

* 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)

2 Approved: February 21, 1996
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Director, Office of Personnel (OP)
(034)

* Grants exceptions to personnel practices and procedures as
' specified in Handbook 10.15. (a)

* Prescribes the standards, requirements, 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 interpretations or decisions regarding the intent and
applicability of this directive. (d)

* Ensures that operating practices and procedures 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 delegation agreement. (f)

* Ensures that all merit staffing actions conform to merit principles,
are consistent with sound managementpractices, and are in accord
with legal -an'd regulatory- requirements and applicable
instructions. (g)

* Reviews and signs, or delegates authority to review and sign,
"Notification of Personnel Action" (Standard Form' 50). (h)

Director, Office of Administration (ADM)
(035) - -

* Determines the initial and continuing eligibility 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)

Approved: February 21, 1996 3
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Director, Office of Administration (ADM)
(035) (continued)

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)

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.

Applicability
(10.15-04)

The policy and guidance in this directive and handbook apply to all
NRC employees except-

* Members of the Senior Executive Service (see MD 10.135, "Senior
Executive Service (SES) Employment and Staffing Programs") (a)

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

Handbook
(10.15-05)

Handbook 10.15 describes the operational practices and procedures
applicable to the competitive or merit staffing actions affecting NRC
employees with exceptions as noted'above.

'-I
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Part I :

General Provisions
Practices (A)

The NRC operates a competitive merit 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), as
evidenced by -our continuing interchange agreement with OPM
(Exhibit 1). The following practices apply:

All employees and applicants for employment with the NRC shall
be treated without regard to political 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 noncompetitive
appointment, by competitive. appointment, by noncompetitive
internal placement, or by competitive internal placement. Each
job will be filled on the basis of merit, fitness, and qualifications,
without discrimination basedon any nonmerit reasons and without
favoritism based on personal relationship or patronage.' This
provision shall not be interpreted as restricting the right of the
selecting official to fill a vacancy by using one of the authorized
'exceptions toi competitive prdcedures described in Part II of this
handbook ,a'nd' in ':Managenent''Directive (MD) 10.1,
'"ApintmentswGeneral Employmbefit Issues, Details, and Position
Changes," when appropriate. (2)

Approved: February 21, 1996 1
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K-

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 supervision 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)

Position Management (B)

Each action to fill a vacant position 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)

2 2 Approved: February 21, 1996
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Position Management (B) (continued)

* Is possible to reengineer the duties of the position to permit
performance at a lower grade or on a part-time basis (3)

* Meets current supervisor-to-employee-ratio targets, where
applicable (4)

The Selection Process (c)
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)

* 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: February'21, 1996 3
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The Selection Process (C) (continued)

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

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

oK
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Part II-*' ': -''!.:,

Coverage -and Exceptions
Coverage (A)

Unless' excepted as described below, 'the competitive procedures
contained in this handbook will be used in the -following
circumstances:

* Whenever NRC or other al or former Federal employees, or
non-Federal applicants compete for positions (1)

* For NRC Regular (Excepted) or NRC Regular (Excepted)
(Conditional) appointments (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 subject to the competitive
requirements 'of "this handbook, except in the following

-instances: (3).

- The original selection was a competitive one in full accord with
the principles and procedures of this handbook. (a)

- The factthatthe'selectee would be eligible fornoncompetitive
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'promotion potential than that -of the employee's current
position (4) -

Approved: February 21, 1996 5s
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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 thatitmightlead to apermanentpromotionwasmade
known to all potential candidates. (b)

* For selection for training required for competitive promotion
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)

Required Exceptions (B)
The following actions must be taken without 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 exceptions and advising management.

* An employee entitled to restoration following military service shall
be selected in accordance with law and NRC policy pertaining to
restoration rights when returning 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)

* An employee 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)

6 6Approved: February 21, 1996
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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 Directive (MD) 10.1.- (5)

'An employee who is employed under a program that accords him
or her noncompetitive conversion rights, such as a cooperative
'education student. (6)

Authorized Exceptions (c)
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 following the competitive
procedures and without regard to the priority consideration described
below.

. I

* Appointment of an individual 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 position the person currently holds or has held
permanently. (1) t p c h o h

* Appointment 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 promotion potential than that of the position
the person last held in the Federal service. (2)

- Appointment of ,a disabled veteran who has a compensable
'service-connected disability of 30 percent or more to any position
for which he or she is qualified. (3)'

* Appointment to a position' under an Excepted appointment
-(Presidential), an NRC Limited (Excep'ted) appointment, an NRC
Professional Term appointment, or an NRC Noncareer (Excepted)
appointment. (4)

* Appointment to' a temporary position under a temporary
appointment. (5) ' ' '

Approved. February 21, 1996 7
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Authorized Exceptions (C) (continued)

* 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 bargaining agreement with the employees' exclusive
representative for provisions governing bargaining unit employees
and bargaining unit positions.) (6)

* A promotion resulting from the upgrading of a position without a
significant change in the duties and responsibilities because of the
issuance of a new evaluation standard or the correction of an initial
evaluation error. (7)

- A promotion resulting from the gradual accretion of additional
duties and responsibilities. (8)

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

* A temporary 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)

* Conversion of a student to an NRC Regular (Excepted) or NRC
, Regular (Excepted) (Conditional) appointment upon successful

completion of all legal and regulatory requirements of the Student
Career Experience Program. (11)',,

* Conversion of a temporary promotion to permanent when the
temporary promotion was, made initially under competitive
procedures and the fact that it might lead to permanent promotion
was made known to all potential candidates. (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 Exceptions (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-Assignment Center under an NRC Noncareer (Excepted)
appointment when the initial appointment 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)

* Repromotion to a grade previously held under a nontemporary
appointment from which the employee requested a change to a
lower grade, except 'wlien the 'employee was demoted for
misconduct or unsatisfactory performance. Repromotion 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)

* Promotion as a result of one'of the priority conditions identified in
Section (D) of this part. (16)

Priority Consideration (D)
Unless the position is filled as required by reference to requisite
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 forwhich they meet the basic qualification
requirements. (1)

* An employee who fails to receive proper consideration (as defined
in this paragraph) in 'aplacement action shall be given priority
consideration for the next appropriate vacancy. An appropriate
vacancy is one at the same grade level, in the same commuting
area, and -with comparable 'promotion opportunities and
qualification requirements 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 onlyone subsequent priority consideration
under this provision. (a)

Approved: February 21, 1996 . 9
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Priority Consideration (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 commuting area from which he or she
is separated shall be given priority consideration for placement in 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 II (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 priority consideration as specified
in Section (D)(1)(b) of this part for a former employee separated
by a RIF who is on the Repromotion Priority List. (c)

* An employee who is on a Repromotion Priority List shall be given
priority consideration, for repromotion to a vacant position for
which he or she is qualified 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 RIP Retention Group I or II who has been given a
RIF notice that states that he or she will be downgraded shall be
given the same priority consideration as specified for employees on
a Repromotion Priority List noted in (d) above. (e)

Under these conditions, OP (or, as appropriate, the regional
personnel officer) will refer to the selecting official the application of
the priority 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 must 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

K>S
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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 -inr accordance with the procedures described in
Part VII of this handbook. (4)

An employee with priority consideration rights 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 Exception'to Competition (E)
When a position is filled without competition as provided in this part,
the circumstances identifying the exception to competition, are
recorded on the SF 50 (see Exhibit 3).

* , * . /.\.* - *..*-..I'. .

. I . .I ,. :. ,_
: ., . ! ... . . . -..

I 'I ' ,. I# ' ' .. ' ' ''
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Part III

Vacancy Announcements
Usage (A)

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

Preliminary Preparation (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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Preliminary Preparation (B) (continued)

(see Exhibit 5) to permit 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 published. (5)

- The OP representative: prepares a vacancy announcement that
specifies the basic qualifications and'rating factors that reflect the

- -contents of the PD (see Section (F) of this part for preparation of a
vacancy announcement). (6)

Approvals (c)
Generally, when the selecting official and OP representative agree on
-the vacancy announcement, it will be posted. (1)

Announcements at the GG-14 or GG-15 level must be concurred in by
the office director or the regional administrator. This authority maybe
delegated no lower than division director or equivalent. (2)

When fiscal or ceiling restraints require higher level concurrences to
post vacancies, supervisors and managers will be so advised. (3)

Area of Consideration (D)
; The areaof consideration' should be'broad 'enough to allow for a
significant number of qualified applicants, but narrow enough to

- ' ' " prevent an excessive number of applicants. In determining the area of
consideration, consideration should be given to equal employment
opportunity objectives, thelikelih66d of producing sufficient highly
qualified candidates without unreasonably restricting fair and open
competition,infuision of newideas and strengthsinto the organization,
and budgetary constraints and cost-effectiveness. (1)

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 region in which they occur. (2)

Vacancies to be filled by temporary promotions of more than 90 days
will normally be announced only within headquarters or the region in
which they occur, and normally only applicants 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, ceiling, or similar reasons it is not
practical 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 Period (E)
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 appropriate office. (1)

K-)

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

Some types of vacancies, such as clerk-typist 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 e(1
Announcements should provide comprehensive information on the
duties and requirements of the position. (1)

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

.- I
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Contents of Vacancy Announcements (F) (continued) :

standard announcement contents developed bythe OP representative,
the selecting official and the OP representative should discuss the
following items for inclusion as part of the announcement. (2)

* The announcement must list.the rating 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 applicants can address the rating factors in
terms of evaluation method criteria. (a)

* Any special conditions of employment, special tailored supervisory
performance appraisals, 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 applicable,' must 'also be included in the
announcement. (b)

* General guidance on the types of information that will be reviewed
-' in evaluating rating factors, such as work history, breadth of
experience in the field, training, awards, past and current
performance, community activities, and so forth, should be
listed. (c)

* While not mandatory, external applicants should be encouraged to
complete NRC Form 750 (Exhibit 6). The OP representative
should attach a copy of this form to the announcement when sent to
external applicants: (d)

In describing the basic qualifications in the vacancy announcement,
the first basic qualifications option should read as follows: (3)

To.meet the basic qualifications for the position, current or
former Federal Government employees (and/or NRC
employees for. NRC-wide vacancies) must have at least

-. 1 year's experience at the next lowerigrade level in the
occupational series (or one of the occupational series listed if
the position is' interdisciplinary) performing like or similar
kinds of duties.

The basic qualifications statement should then continue with other
options for meeting the basic or minimum qualifications 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 published in the NRC "Weekly
Announcements" distributed to all, employees and is included in
several automated, systems. Specific information is provided
concerning the individual to be contacted for copies of the vacancy
announcement. (1)

Vacancy announcements are posted, as appropriate, in NRC office
buildings. (2)

Announcements for NRC-wide and larger 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 appropriate sources. (4)

Readvertising Vacancies (

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. Eh these cases, a notice will be
provided in the NRC "Weekly Announcements" vacancy listing and in
automated systems advising of the cancellation or readvertisement.

Exceptions to Announcement
Requirements i

Requirements 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 expedited 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 variety of
activities, including advertisements, job fairs and campus visits,
general employment inquiries, and other endeavors. (1)

If the current vacancy is, in all essential details, identical 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 exception, in writing, including
the reasons for and the approval of the exception, and makes it part of
the record. (3)'

.~. .. .

. . ..

Approved: February 21, 1996 17



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

Part IV

Application Procedures
Responding to Vacancy
Announcements (A)

Any NRC employee 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) t71, "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 form attached if it is to be used. (2)

A record of performance assessment, either in the form of an annual
appraisal, an NRC Form 561 (see Exhibit 9) 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)

<,2
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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, applicants should be advised to
include any information about training, awards, or other experiences
in the supplemental statement that is directly related to a specific

.'rating factor. (4)-

When the area of competition extends beyond the NRC, applicants
should be encouraged to submit an NRC Form.750 (Exhibit 6).
Although the applicant does notzhave 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 form is used for
monitoring purposes only and will not be considered in connection
with the rating or selection process. (5)

OP is not responsible for supplying official personnel files or
information from these files to complete or supplement an
application. (6)

Only complete applications, with all required and recommended
attachments, received in the OP on or before the closing date of the
announcement will be considered unless a later date authorized by OP
is specifically designated. (7)

List of Absent Employees .() , ,

OP (and, as appropriate, the regional personnel officer) will maintain
lists of employees temporarily absentffor 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 iepresentative 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)
Application 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
specifies different areas of geographic coverage, the Director, OP, may
restrict the area of consideration for each vacancy. (2)

OP will determine the "closing date" for receipt 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
OUF 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 to recommended. Applicants also
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 working 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
applications, but before the expiration date of the announcement. (5)

Rejection of Applications (D).
Applications will be rejected for the following reasons:

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

<2
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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 not'received in' OP by the closing date and no
waiver of standard procedures was granted. (5)

* The application was delivered through the U.S. mail in' official
- Government 'franked" envelopes, in which case, the application

will be returned. (6)

* The application was received after the expiration date of an OUF
announcement. (7)'

* The application was received after all selections had been made for
an OUF vacancy. (8)

Acknowledging Applications (E
After receipt and before the rating of the application, the OP
representative will send "the .applicant an. acknowledgment that
indicates receipt of the application and whether the applicant meets
the basic qualification requirements for the vacancy.

Keeping'Applicants Informed -
The OP'representative will notify all applicants if the position is

- rk cancelled. (1) -

The OP representative will notify all qualified candidates of the final
outcome of the competition. (2)
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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 qualification requirements
will be recorded, and information concerning them will be furnished
upon request.

Identification of Basic
Qualification Requirements (B)

In general, NRC follows the guidance 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)

* The immediate supervisor's knowledge of the position (a)

* Requirements of related positions (b)

* Opinions of experts in the occupational field (c)
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Selective Placement Factors (c)
Basic qualifications must include any jobL-related selective placement
factors that have been identified through the job analysis, for example,
proficiency in a foreign language.

Prohibitions, Limitations, and
Special Provisions (D)

Minimum Age(1) -

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

* High school -graduates, 'including. candidates who have been
i- awarded a -High School General Equivalency Diploma or a High

School Proficiency Certificate by a State or territorial-level Board
'or Department of Education. (i)

* 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 program sponsored by a public or
private organization concerned with providing work training
for youths that has prepared them for gainful employment (a)

- Been out of school at least 3 months, not including the summer
vacation,, and have. received a .certificate from school
authorities agreeing to their employment (b)

* Youth employed during the summer employment program period
; (May 12 to September 30)-(iii)

* Students employed during vacation'periods other than the summer
employment program period..(iv)

*Studetsemployed on a part-time basis during the school year on
temporary appointments, provided all of the following conditions
are met:.(v)

- The work schedule for the student has been established
through agreement with school authorities. (a)

-- - The school authorities have certified 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 specifically required by applicable law or
Federal regulation.

Requirements Based on Gender or Physical Factors (3)

Requirements on the basis of candidates' gender or on any special
physical factors maybe established only when essential to the officially
described duties and must be approved by the Director, OP. (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 applicant 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)
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Prohibitions, Limitations, and
Special Provisions (D) (continued) - - 1i -

I 'Educational Requirements (4)-(continued)
.

NRC generally uses the list of occupations 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
requirement must be made part of the record. (b)

Personality Tests (5)

- Personality tests that are used to appraise personal characteristics are
prohibited.

'Nepotism (6)

Nepotism prohibitions. described 'in Management Directive
(MD) 10.13, "Special -Employment Programs," are applicable to
special employment programs' such as the summer employment and
:.student educational: employment programs. Nepotism restrictions
described in MD 10.1, 'Appointments, General Employment, Details,
and Position Changes," are incorporated in this-directive by reference.

Basic Qualification
Determinations (E) ;

-The designated OP representative,- after consultation with the
selecting official and other subject matter experts, as appropriate,
makes the final determination'as to whether a candidate meets the
basic qualification requirements for a position. (1)

In cases in which the OP representative and the selecting official
cannot agree, the matter will be decided by the Director, OP. (2)' -

I .� : I

t . , I

Applicants,' to be considered basically eligible, must meet all
qualification requiremenits,! including any time-in-grade (rate of
promotion)' requirements, .n or 'before the closing date of the
vacancy announcement. In the case -of open-until-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 specified, qualification requirements
must be met at the time the application is submitted to OP. (4)

If the OP representative, in conjunction with 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
advertised grade levels. (6)

Qualification Requirements for
Operation of a Federal Motor
Vehicle (F)

For the special qualifications and examination requirements that must
be met before an appointment to an NRC position requiring the
regular operation of a Federal motor vehicle, see MD 13.5, "Motor
Vehicle Operator Standards."

<-I
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Part VI

Developing Rating Factors
neonn wetars {A
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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. (1)

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
measurable skills, knowledges, and abilities for which a method can be
developed that distinguishes the best qualified "A' candidates from the
qualified "C" candidates'(see (B)(2)(b) of this part for evaluation
levels). (4)

'-'- Rating factorsmare listed in the vacancy announcement, along with
sufficient -guidance 'for'the applicant to use in describing skills,
knowledges, and abilities for the position. (5)* * X J Of - _ * , -
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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 position 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 to be filled are interdisciplinary 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 supervisory and managerial 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)

* 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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Rating Factors (A) (continued)

* Interpersonal Skills (a) (continued)

Sample Rating 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.

* Leadership Skills (b)

This factor should address the abilities involved in managing a
diverse workforce; team building; identifying personnel needs;
selecting, motivating, and developing personnel; applying equal
employment opportunity (EEO) principles and practices;
balancing work to establish a range of career opportunities;
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 ofiresources;recognizing potential; and the ability to
delegate authority. (i)

The following is a sample rating factor: (ii)

Sample Rating Factor for Ladership 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

roceduresd and schedules -oftwork products or programs,
. coordinating and managing technical personnel, establishing

methods for evaluating the effectiveness of work programs or
- .; procedures; and reviewing and evaluating technical findings

- .and conclusions.
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Rating Factors (A) (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 Exhibit 10). (12)

All other nonsupervisorypositions at the GG-14 or GG-15 level must
include as a mandatory rating factor interpersonal skills unless the
Director, OP, waives this requirement on the basis of a job analysis that
determines interpersonal skills are not part of the requirements of the
position. (13)

Evaluation Against Rating Factors (B)

General Information (1)

The selecting official with the advice and assistance of OP determines
the method by which the skills, knowledge, 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)

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 exceptionaljy effective in the position. (i)

* Category "B" describes the requirements for those candidates
whose qualifications are highly qualified for the position, that is, 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)

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) '

Content (3)

The qualifications that distinguish among the three categories 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:

Experience in terms of quality. Breadth and depth of experience by
category should be included. Appropriate. examples are helpful.
Recency of experience maybe a factor in the evaluation process
and should be indicated when applicable. (i)

* Education, including recency and application to the position being
filled, when directly related. If credited, an education beyond any
basic minimum occupational educational 're'quirements must be
identified as predictive of competency and quality at the level to
which it is''assigned. (ii)

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

* Development and training, including self-development
: l ~~~~~-activities.,(iv? -'_i* ),..........'

-' Outside' activities'nrihancin-g'the candidate's ability'to effectively
perform the 'duties- of the p'sitiou'in'relation to the rating
factors. (v)

* Appraisals of performance, especiallywhenperformance islinked
directly to the rating factors being evaluated. (vi)
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Part VII
The Evaluation Process

General Information (A)

'Although a rating panel is preferred; the evaluation and rating of
candidates maybe performed by the selecting official, a rating official,
or a rating panel. (1)

All evaluation and rating of candidates must be accomplished 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 representative
also may require the use of rating panels for certain bargaining unit
positions. (3)

If a rating official 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 provide guidance to selecting officials,
rating officials, and/or panel members on their specific responsibilities
in evaluating candidates before the evaluation process. (6)

When a rating official or panel is used, their 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)

Whenever tests are used for qualification evaluation purposes, steps
will be taken to ensure'the'following:' (2)

* Administration, scoring, and interpretation of results are in
-accordance with accepted professional standards. (a)

* Results are released to employees and management officials only
in such form as will be meaningful to the recipients. (b)

Basic Qualifications Review (c)
The OP representative evaluates the applicants to determine which

-applicants meet the basic or minimum qualifications and eligibility
requirements. (1)

After the OP representative' determines' eligibility, the application
materials from all qualified applicants are referred to the rater for
evaluation against each of the rating factors. Applicants who are
eligible for reassignment and do not have to be rated may be referred
to the selecting official. All applicants* eligible for reassignment to
supervisory positions and to nonsupervisory positions at the GG-15
level will be rated. (2)

When the rater is either the selecting official or a designated rating
official, the rater will evaluate qualified applicants against the rating
factors following the guidelines described in this part for rating
panels. (3)' '

Before the evaluation process by a rating official or a rating panel
begins, the selecting official has the'opportunity to address the rater(s)
to clarify his or her perspective 6on the rating factors, the crediting plan,
and the position requirements. Any discussion will be limited to'
job 1-related information and will rot include applicants or projected
"outctmes2 iAll comments must be inmde in the presence of the OP
representative to ensure adherence to merit principles. (4)

. . t :
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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 representative is not restricted
because the OP representative is a nonvoting member. (2)

Rating 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
which the vacancy exists. (4)

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

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

* 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)

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

* The roster should be changed periodically, 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) (continued)

Individuals serving as mentors are prohibited from serving as panel
members if their current mentees are'apjplicants for the position. (8)

If the subject matter expertise of persons subordinate to the supervisor
is required 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 servingpon any rating panel. This prohibition is
invoked to preserve their objectivity in the possible future
investigation, counseling,' and/or processing of any formal complaint
of impropriety or discrimination filed in connection with the actions of
a panel or the selection process in general. This prohibition does not
extend to other OP employees. (11)

Functions of Panel Members (E)

The functions of the OP representative 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 assistanice'to the panel members. The
OP representative has the authority to stop the panel proceedings if he
or she determines that a prohibited personnel practice or a violation of
merit principles is occurring. (1)

Rating panel members are responsible for-(2)

* Observing merit principles in their deliberations (a)

* Evaluating the qualifications of all qualified applicants so that they
can assign a rating to each 'specific factor for each qualified
applicant (b)

-~. .. . ; t.

. . ' , ., , . :. -, .
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Functions of Panel Members (E) (continued)

* 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)

* Providing a list of all eligible applicants rated in each qualifications
category for certification to the selecting official (d)

Convening the Panel (')
After the OP representative has determined 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 commuting area, the OP representative
may participate in the meeting through a telephone conference
call. (2)

Designated panel members who have 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)

Preliminary 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
subject 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 tentatively rate each qualified applicant
together, arriving at a' mutuial rating without having independently
made an individual rating. (4)

Tentative Ratings @
Panel members must evaluate all 'applicants the OP representative
finds basically or minimally qualified. Panel members must review
and evaluate each 'qualified applicant's. materials (application,
supplemental statement, appraisals, training, awards information, and
so on) against the factor level descriptions in the-crediting plan, with
due regard for any required capacity for growth and development.
Panel members should give significant consideration to performance
in relation to the qualifications categories for each factor. (1)

The panel must assign a tentative qualifications category rating of 'A,"
: '"B," or "C" to each rating factor and to an' overall rating for each
: : 'applicant. The overall qualifications category 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 system consistently to each applicant. (3)

The tentative overall rating must be logically tied to the tentative
* individual factor ratings. In cases in which an applicant's overall rating
falls evenly between.two qualifications categories, the higher of the
two qualifications category ratings shall be assigned. (4)

Wheni the vacancyannouncemen 'has.been publicized at multiple
grades, candidates shall be rated at the lowest grade for which they
have indicated availability and also for any higher grades for which
they meet the basic qualifications. This practice may result in the
,applicant's receiving the same ratings at all three grade levels or lower
-ratings at the higher grade levels because the requirements of the
higher graded Position -are more stringent. 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)

- . 1. .
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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 tentativelyassigned 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
ratings. (7)

Evaluation Inte views (I)
The panel may hold evaluation interviews to assess job-related
qualities in the applicant that can be determined 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 ratings tentatively assigned. to the'applicant. (2)

Before conducting any interviews, 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)

Interviews should be well planned' in terms of observations, the
evaluation standards to be applied,;questions to be asked, and the
procedures for conducting the interview session. (6)

A written record of the interview should be developed. (7)
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Evaluation Interviews (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. In no 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 give only a brief, general impression of the
applicant and are conducted in a setting that may not be representative
of the work situation. (10)

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

Final Ratings (J)

Once the'panel factors any-additional information obtained by
reference checks or interviews into the'ratings, the panel will assign a
final rating of 'A," "B," or "C" to each qualified applicant. (1)

Within each category, applicants are considered to be equivalently
qualified, therebyproviding the selecting official the broadest possible
choice of candidates.'The panel cannot "rank" applicants within the
category. See the collective bargaining agreement with the employees'
exclusive representative for provisions concerning candidates for
bargaining unit positions.'(2) -

The panel must use the same system to assign final ratings as that used
to assign individual factor and overall tentative ratings, and the panel
should ensure that overall ratings are logically tied to the individual
factor ratings. (3) - - -

Final evaluation ratings will be based solely on application documents
submitted by' the applicants,, reference inquiries, performance

~' '' -''appraisals (annual and/or' tai~lored),:tand--applicant interviews, if
any' (4)

A majority 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 ratings

'will be recorded on the selection certificate by the OP representative.
Panel members shall sign the form to indicate that the recorded ratings
accurately reflect the panel's action. 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 disclosure. (4)

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)

Exceptions to-the Rating
Panel Procedures (L)

Any exception or deviation from the described 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 Selection Process
Order of Consideration (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 certified for selection or considered if candidates are
,available in the higher category of "A." (a)

At no time can candidates in a lower qualifications category appear on
-the same certificate as candidates in a higher qualifications
category. (b)

All qualified applicants- who' are eligible for noncompetitive
movement (including lateral reassignments, transfers, and individuals
eligible for repromotion) into the position are certified to the selecting
official in alphabetical order, without individual factor ratings and
without being plaiced in' an overall qualifications category, with the
exception noted below.'They are certified on the basis of eligibility
only and are considered along with the competing candidates certified
in the highest available qualifications category. An exception to this
,practice covers applicants who are eligible for noncompetitive
movement into GG-15 'po'sitions-o'orinto supervisory positions at any
grade level. These applicants are rated.' (c)

Veterans' Preference (2)

' Except as noted 'below, outside non-Federal candidates are
considered in accordance with veterans' preference requirements as
follows:
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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 preference-eligible 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 anyotheroutside candidatesregardlessofthe
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). (c)

* Generally, when considering outside non-Federal 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)

'V
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Order of Consideration (A) (continued)

Veterans' Preference'(2)'(continued)

7

i

I

. f . .

I I I ,

* When the selecting "official wishes ' to pass over a
veterans-preferred outside candidate (except for guards, elevator
operators, messengers, -or custodiais)' 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 (OF). A'copy"of the- reasons must be given to the
veterans' preference-eligible candidate upon his or her
request. (0 -

* Outside candidates in the following groups may be considered and
selected without regard to the veterans' preference requirements
described above. (g);

- Former employees' of the NRC or the Atomic Energy
Commission (AEC) eligible for reinstatement to a position in
the NRC. (i)''

- 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 been' publicized at 'multiple grade levels,
applicants are certified and considered separately in the order
indicated above for each grade level.

* 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)

,- . . .

* 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
appointment without time limitation, that was subject to the NRC
merit selection system are eligible for reinstatement when
reinstatement is made within the time limits, as follows:

* Former employees who have completed the service requirement
for an NRC Regular (Excepted) appointment may be reinstated
without time limitation. (a)

* Former employees entitled to veterans' preference may be
reinstated without time limitation. (b)

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

Exception to the Order of
Consideration (B)

When authorized by the Director, OP, consideration 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.

Responsibilities of the
Selecting Official (c)

Options Concerning Panel Ratings (1)

The selecting official may not change the panel's final overall
qualifications category rating. (a)

If the selecting official disagrees with the ratings, he or she may
remand the merit selection package'or the selection certificate to the
rating entity, along with reasons for the disagreement, for the rating

-entity's reconsideration. (b)

The selecting'official is not required 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 Concerning Panel Ratings (1) (continued)

* The selecting official: may' 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)

* 'The selecting official may select a noncompeting, and thus not
rated, candidate for the vacancy (see Section (A)(1)(c) of this
part). (ii)

* The selecting official may cancel the vacancy and not fill the
position. (iii)

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 maymake a selectionfrom those certified as best
qualified. (e)

Reference Checks (2)

Selecting officials should conduct reference checks with current and
previous supervisors, arid, as appropriate, others who can provide
job-related infomation' on the candidates. (a)

Selecting officials may consider any job-related information in
evaluating candidates. (b)

Interviews (3)

Interview information collected by .the selecting official is not
intended to refine or change the ratings, but rather to serve as an aid in
making a selection from among essentially equivalently qualified
candidates. (a)

; -- .*: : ~...... ..-
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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 facts in
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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Certification and Records (D)
- The OP representative will supply NRC Form 178 (Exhibit 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)

. The "Candidate--Evaluation Record" shows all qualified
candidates who have been - considered, the qualifications
categories. assigned,-. aid- 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 technical assistance from the
OP representative. (a)

- --* The "Certification Record" lists only those candidates certified for
* , selection from whom a selection may be made in accordance with
- merit principles 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 listed and
the "Candidate Evaluation Record." (b).

* 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
section is signed by the selecting official. (c)

OP (or the regional personnel officer,- as appropriate) 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
reconstruction of the action. (2)

Any materials forming apart of the selection files will be disclosed, as
required, in accordance with provisions of the Privacy and Freedom of
Information Acts. (3)

Confidentiality of any crediting plan will be maintained as required by
law. (4)
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Grievances (E)

Employees have the right to file a complaint relating to an action
processed in'accordance with the competitive procedures described in
this handbook. (1)

Complaints will be resolved under EEO procedures, the agency
grievance procedure, or the negotiated grievance procedure, as
appropriate. (2)

Although the application of the procedures used by NRC to identify
and rate qualified applicants is a proper subject for a grievance,
nonselection from among a group of properly rated and certified
candidates is not. (3)

If it is determined that an employee's name, through error, was not
placed in the highest available qualifications 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
as described in Part II 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 (F)

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 promotion, 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 payperiod following the request for release on a case-by-case

<t,2
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Release of Employees (F) (continued)'

Promotion (2) (continued)

basis. A release may 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.

Reassignment Issues (3)

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) -

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
asp ations; 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)
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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 authority provided in section 6.7 of the Civil Service Rules, employees
serving in positions in the Nuclear Regulatory Commission"(NRC) may be appointed to
positions in the competitive 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 appointment held before movement

Employees of the NRC must be serving in continuing positions 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. Qualification requirements

Employees of the NRC must meet the qualification standards and requirements for the
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
requirements established by the NRC for appointment to the position.

3. Length of service requirement

Employees of the NRC must have served continuously for at least 1 year in the NRC
before they may be appointed to positions 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)-

.K
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Exhibit 1 (continued)
4. Selection (continued)

categories provided for in the special plan approved by the 'CSC for the NRC under
Section 302.104 of the Civil Service Regulations.

5.' Type of appointment granted after movement

Employees of the NRC who are appointed to competitive positions 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 appointment (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 NRCregular
(excepted) (conditional) appointments, depending upon whether they meet the 3-year
service requirement for career appointment. -

6. Probationaryand trial periods

Ernfloyees who are appointed under this agreement will hot be required to serve new
probationary or trial periods.

7. Status

NRC employees who are appointed inthe 'competitive civil service under'the terms of this
*greementwill receive competitive'civil service status. Thereafter, such employees will be

entitled to the benefits and privileges provided by'the CSC's rules, 'regulations,' and
instructions for persons having a competitive civil service status. Employees of the
competitive civil service who are appointed by the NRC under the terms of this agreement
will have whatever privileges are normally provided by the NRC to persons who initially
receive NRC regular'(excepted) to NRC regular (excepted) (conditional) appointments in
that agency. -

8. Effective date - '.

This agreement becomes effective on, October 1,71975, anid shall' expire, unless
renegotiated, on December 31, 1978.*Further, this agreemrent may be terminated thirty
(30) days following notice from either agency..

William S. bAnders, Chairman Robert E:Hampton, Chairman
,Nuclear Regulatory Commission 'United States Civil Service Commission

10/28/75 . 10/6n75 .,
(Date) - (Date) -

*Extended without time limitations by Federal Personnel Manual (FTPM) Letter 315-I2, dated December 29, 1978.
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Exhibit 1 (continued)
Office of Personnel Management (OPM) Clarification of

Requirements for Noncompetitive Movement
In response to a March 23, 1984, query to OPM regarding the Interchange Agreement and
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 discussions concerning the
requirements for noncompetitive movement of career employees between the Nuclear
Regulatory Comrmission and the competitive civil service.

In your letter, you voice concern that the provisions of the Federal Personnel Manual
(FPM), regarding noncompetitive 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 interchange
agreement, in comparison to the FPM, is seemingly open to more than one interpretation.

Implicit in OPM's decision to enter into an interchange agireeni'nt under civil service rule
6.7 is an affirmative finding that the agreement meets the requirements of law concerning
appointrnents to the, competitive service''and that the movement permitted by"the
agreement will promote good' civil service administration. Any interpretation of an
agreement that is adverse to OPM's responsibility 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 time the agreement was entered into.,-

Thus, it is our opinion that the interchange 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 1 year in 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 breaks in
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 tho6ugh 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-conditional or a career.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 appointmeit' to be credited toward the one year service
requirement as long as the employee held a permanent appointment at the time of'
noncompetitive appointment. ' -

Sincerely,

* - *151
-Donald L Holum, Chief

'- ' Staffing Policy Analysis Division"
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Exhibit 1 (continued)

UNTED STATES

OFFICE OF PERSONNEL MUANAOEMENT

- WASUD_,ITOf. D.C. 2041S

Omc= or TH DIr.MTOR
JIN 24 1994

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.

This amendment brings-the provisions of NRC's interchange
agreement into line with the provisions of agreements
established with other agencies. In 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
service. We will notify other agencies of this amendment and
of NRC employees' expanded eligibility for noncompetitive
appointments.

Sincerely,

Lorraine A. Green
Deputy Director

. >o
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Exhibit. 2
NRC Form 178, "Candidate Evaluation, Certification and

- --- -.. - -. Selection Record" .--
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Exhibit 2 (continued)

NUC so_ In t u. NUCLEAR REOU LTY MON

i"o'"1 CANDIDATE EVALUATION, CERTIFICATION AND SELECTION RECORD
PART A _ At.DtAT1 EVAt UATiMN F COrrD

REQUIRED KNOWLEDGE. SKILLS AND ABILITIES (SPECIFY)

CANDIDATES
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Exhibit 3

Standard Form 50, "Notification of Personnel Action"

Pa~wdFM 504
U". 7.91
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Exhibit 4

Standard Form 52, "Request for Personnel Action"

Suends Fam 82
Flw. 719
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Exhibit 4 (continued)

PART D - Remarks by Requesting Office
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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, positions may involve knowledge
characteristic of either two or more occupational series,'involving work performed in
either of the occupations named. The concept of "interfunctional" positions is used to i
describe positions in which a combination of administrative versus technical
occupational series is applied.

In determining whether a position may be interdisciplinary or interfunctional, a review
of the work and the skills required must be completed.

2. Identifying Programmatic Area

Management should identify specific technical programmatic areas in which it is
appropriate to establish interdisciplinary jobs or recruit personswithout 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).

3. 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 (F.E) resources should be completed as
a first step in developing a new position.
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Exhibit :5 -(continued)

4. Identifying 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.

To create a general "project management" position not requiring an engineering 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.

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."

5. Assessing Qualifications of Individuals Without a Technical Degree for Engineering
Positions -

Consult with an OP staffing specialist to assess satisfaction of "equivalent experience"
factor versus completion of academic' degree.

I -.
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Exhibit 6
NRC Form 750 "Applicant Background Survey"

RC FORM 750 Us NUCLEAR REGULATORY COMMISSION 1 A MJMA

. ,.T XEMWWA) 1
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1FNUFMAL ISrnurNC
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1 11 1 1 I 1.11 . I
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1. AUTHORITY- S US C 7201, Sections 44A, 4B, 1SA(1) and (2). 158(11). and 15011): Uniform Guldeizns on Employee Selection Procedures(1972) 43 FR 3sr et seq. VAuguat 2S. 198): 22 CFR 720.301; and 2t CFR 1613.301.

2. PURPOSES AND ROUTINE USES - 'he Information from this euvy Is used few research ind for a Federal Equal Opportunity Racu(htmentProgram to help ensure that agency personnel practices meet tie requirements of Federal law.

3 EFFECTS OF NONDISCLOSURE - Providing thIs Information s voluntary. No indtvidual personnel selections we made based on tulsIn'tormation

4. INFORMATION REGARDING DISCLOSURE OF YOUR SOCIAL SECURITY NUMBER -UNDER PUBLIC LAW 935Th, SECTION7(b) - Soicittion of the Sodal Sewy N r (S by th Of o P onnel Management I autod under provions ot EoeutiFeOder 2397, dud November 22, 1943. It I used to relat IN* form with other reo that you ge with Federal agenciesa

S. SYSTEM MANAGER AND ADDRES& Assistan Dector, Office of Personnel Rtesearch and Development. Career Entry Group. Office ofPersortnel Management. 1900 E Street. NW. Washington, DO 2041S.

N.IC FCA 750 (1-0I 
PRW ON Fr.CVCEO PAP&I

K)j

K>~
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-Exhibit 7

NRC Form -115 "Vacancy'Application Status Notice"

NRC Form 115 US. NUCLEAR IIEGUIATORY COMUISSJON L.VACANCYAWAmdNC 6a~

4114381 MUMA~
NRCM 4108.. VACANCY APPUCATION STATUS NOTICE

2. DATE CF AFCAT"G

Ns1U,1N&. APPLANTS MUST COMI'LETE tIlES I THROUGH 4A FAILURE tO 00 SO WILL RESULT IN OUR NOT

K sING NOllIED OF THE DtSPO=ON OF YOUR APMIATXOK IN AOD=TOX APPLICANTS MUST ATTACH AUL MATERIALS

REOUIRED BY THE VACANCYANNONCEMENT.

a FMDONlI Tn ObEEs wDh Afl9) 1SERS AND GADE TO BE COMAPLETED BY THE PERSONNEL OFFICE

.ib .s. -. -.. . m -- ,,

W9MlL SCfiEDtUN
.e oen o . .0. -aA ¢#E

& h &E AND COUP~flE MAIJO ADOMSS (MAC ._ojs me Ml Stp ' = Y

.~~~. ." _wl . os _ __

.b . _s A -"_____

.o- -_fl
in, . _S _ SA _ S.O_

V- - -. ft -W "V.- OP-6 - i

fte =haftd
TO BE COMPLETED BY THE PERSONNEL OFFICE

A pnwq p.ed S. hnt-
FW KEPORT OwtJ _ _

cow (SA*Y

Da"OS=WON OF A lWAI A ATEAIUS I IP I * 1l
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Exhibit 8
Streamlined Application 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 resume may be used
instead.

,,P, APMed
0Mm No. 3206O219

OPTIONAL APPLICATION FOR FEDERAL EMPLOYMENT - OF 612
or most jobs wti a resmne. th form or obtr wsen lomat. It yoir resume or aplicaton does not provide all ft Infonrmaion

rsqasta ont f orrm and in the job vacancy announcement you may lose cormodem~o for a Job.
I¢ Jo *em 2 s '~~~'~ ncneeTrrr

name A ad neams5 $G ecsr- Nrab-

6 7 Pw - .. ..... acocie

_____ ___ __ . __ __EvwS '

WORK EXPERIENCE
Desakt Ad pald and rpald woIk expIee ed t tX job b& wtich you are appW1g. Do not aldc job desktptl

I) Jitft (if Fedfl. dude seres and wade) '*

FRom n i ok Samay per Hous per wede

Emndohu'es nune and addressa$ Sseamsw id owe nmrr

Xes;6n y- -.. -d- and

2) ob ft 11 edeatkrwue series ard Wade)

Fran Oa" To am SW" pr Homm per Week

Emnoef name and ae Servsoes name and pher

sob NSN 7540-01.7514170 OcrAr Fan 612 (SeOwmbew 1994)
U.S. Oftie of FPUWWodUI anamefle.
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Exhibit 8 (continued)

9 May SweccOnact ywr suwipes
YES No ]I f we need to cor your current supervisr beore inaiwg an oiler, we %"'I cor you firs.

EDUCAWON

1O0 Mark everl Some HS ] G[ ] Asodat.( .. Bachelor ase Doctoral ]

11 a d oHS) or GED atoo Gife De sd=M mm, sty. State. ZIP Code if loown). an year dr or GCE receivd.

12 £iLr4e tede.o not aad~a cp i, CmIreditss Eare
N -rne .binedNuns ~SernesterCat
)Ciy Ste ZIPCode

2)

Ibajors) IDgree Year
(14 any) Recaved

3)

OTHER QUAUFICA77ONS
13 Jotbbreltd tfaming ues(gie s er Jobeatedsun(her guges. com puter sofraefrdware. s. mdrkln iae.typingspeeadcetb.).

Jobeed certfictes and Smee (ac r a . Jobted tor awars. mand apecl acrnoprihmerlls rf(pracaborm. enembershp6 f I

prolassbuftw societies. Ieadersrtp a*te uxic spea*g. and perfomnce awards). Give datesW do not send docanerit unless requested.

GENERAL

4kpUS.ci z en? YES [ ] No[ ]. Give re coudvj ofyourcizenshlp. -
1 4 Am.. ... us. ddm

15 Do you d nverard preference? NO! ] YES[ ]>' U*kyurnimd5cr10pifltsbl:*w-
5 poinft A|a> h your 214 orofW pr oct. 10 pofts | - AttacrniAppb hn ir lO-PoVet Prefeenc(SF15)adproodrequi

16 Were ou eer a Federal *an env"? '.e'Series Grade From p ' TO an'
NO[ YES . 1*[ ]- grae:

17 Are ou elgkie for reiserne based o career or careecco Federal ss?
NO [ -YES! | ]> req eld h Sf l propr.

APPLMCANT CERTIFICATON
181 certify that, to fe best of y nmoledge and belef, al of the normatio on and aftachd to fts applicabon is btue. correct. compete and Made

h good faith. I erstand that fals or e ;o n en or attached to is appficabon may be grounds for rnt ting rne or for fiing
ne ater l begin work and may be ,urishble by fine or nro I unead tat *rmabon I gve may be ihvestigated

SIGNAlURE DATE SIGNED
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Exhibit 8 (continued)

GENERAL INFORMA77ON
You may 5pfon hdaa jbswX a resune, te allced l6~4nalfi2n Fr &r~ ocr cC~ewriten fma if youx reswne orappticalon
dmroe p ftal f e imreqes~ nishn ad in tepbvacacyanouryoumay bsca niora job Typeaorpitfcayyinndark'nic Hep speed to seltion process by keepig ngapicaion briei and serring only ft requested irmakm If essential lo aWtad affiital pages, rindudeour ne and Soal Sey Nrron ea page.

s For ftrfnnefi on Federalw antS.kft'k
Psonel12742299, by ax modern 912-7573100, or va ie kteret (Tlnet onM a f)JAOPlULGOV.

a Voseedon acyvedtnt Unied tes To rece w
p I yaerea 7ywrseni began after Odober 15,1 1musthaeaCampaig 8adge, Medal, orase ddsab~y. Veleransre 5redIsnot a fatorrSenior Exeie Sepbs or wen cn is Wto btws (mzremt oribrmer caeer or weer

rerlempbcyees~l
* Most Federal jobsrequre United Stales aftzerp and also a males overage 18 born aftr December 31, 1959, have registered wit the Selee ServceSystem or have an exrepien.
* The law rhit prc oiciaks from appoiihg, wong, or recommendng In reivesa
a Fedea anrnuts Cnayand idlian) may have rl salaries or aries reduced. AA employees mus! pay any valid delinqet des or the aWcy mayganish teir salary.

E SendpErAapplcon D e a teRnMT. ISyou haw questLons P Ot NT o E
THE FEDERAL GOVERNMENT IS AN EQWUAL OPPORTUNITYEMPLOYER

PMVACYACTAND PUBLIC BURDEN STAMES
* Ih~ddhd~gbhB~
a~d The nemd Ph i armid H ft cdgw c n 4 l' qtrF ujbs

enkf psqw~c5mft Oft u innu laiask tau cbzuI*i r~q sw~ t~

t tpr mxdsr Pagtft p nq he to snY rn As ;*W by kw or l
&w% we pr SSN IDt kfseek ga ym bw 0w~w rs ba*. ud dsm ft
pLa y Yor SSN o ftbe wW sks Af d w" md nq vO *w Gma SN*atw Ip hiagkrkigowjw*ui1X UML ft R= At w

* =* m Pst g sdat tr

te GWwt ma palf b" erd am cwarmf Iu df Cr i'
rFS agendss rtaw j~m p i; did Lp tkw h=

a erssr et u Fod; r.s ai s s 9w~ miuSn k vihi
F. im m ~hi mrahiki ucat ~uus a
d* ^ F ^s d sr

gs i S ^ h

pi F Ltu rsfim Aitay, hbf id 1, h F.cuie Aal hC t
*Wigis~oes humui takhpeIaElst

d h0qt, ai s~w *15b se~u ad Sa xd ri d actim Ix up0 a
tm alua uadm~ ? A 11 IM hfamxVib rh~ids

orbw vMW lo a hat~ hurt atuamd FeWx ad nmk*der apgemes hin m~om

b siorteat b1 t we*wt i~vj m" = a m'h. seme, waM
ai~wcrbrt*Fiett Gowwncmmt~ssh danpwgpa o
pmetw pq4wm f~dw =a*gs coacers il b h

dW~i t ftmr-l orW.k ab tWpd
* W*sUtphbZ lbm td i20 tt j52l240uhm
mwge d 40 r*filf per~sa kid&V * fore min" kwidn uarcfrN danlr da
s. 1 mg d m ad rmisg h i ri . Ye y sdw'

bx m&rzig ft binb.h U1s Wa c Pow.i Maregat Rws ar Fuus Vlmagee
V* WW* DC 2zt5t1M.
* sew r Pst~al I h n1 w m l tYq.

K\-)
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Exhibit 9

NRC Form 561, "Supervisory Appraisal of Demonstrated
Performance or Potential"

NRC FORM *S1 - U. S. NUCLEAR REGULATORY COMMISSION

SUPERVISORY APPRAISAL OF DEMONSTRATED
PERFORMANCE OR POTENTIAL

K^Me CW APPUC-AWINSTRUCTIONS: P have nft prlthh eompbbld by yovr upryld wxJ att Itwihyu
PP nSF171). Ifth Ip h gsbmnbed dretbylsuwx , hepplStwbe

Pointd lawswybw obrt a apy d the 1 ppnXluponquesd

SECTION I-DEMONSTRATED PERFORMANCE OR POTENTIAL
BASIS FOR RANKING FACTORS PLEVEL OF
APPRAISALPROMAE

I,, Please check as apprpriP1e:.

4- Ou*sarx"

_O KNCWLEDGE, SIOLLS, ABILmES, AND 2 Fi SExcer
O0, i 2 .PERSONAL CHARACTERISTICS 2 _ S

0 I0 -WlT Unsooepb II1111 7 ..-. . C- o...naoep=
a Ei6. -- '04 3 2 1 * I

.- SECT1ON U NARRATIVE STATEMENT

BRIEFLY EVALUATE THE CANDIDATES OVERALLABILITYTO PERFORM THE DUTIES AND RESPONSIBILITIES OF THE POSITION
O^NuD~. com n etsr Iuq dftbrafIctfm if dd sanaapAc. k n.dsd~ u v. s.f r J

- I

EMPLOYEES MOST RECENT OFFICLWL PERFORMANCE APPRAISAL OF RECORD IS:

E ] OUTSTANDING r7 EXCELLENT 2 FULLY SUCCESSFUL r7 MINIMALLY SUCCESSFUL [Z] UNACCEPTABLE

CAPACITY OF APPRAISER FOR MAPONG APPRAISAL fCheck one)

n PRESENT UUREDIATE SUPERVISOR I PRESENT ND-LEVEL SUPERVISOR IIOTHER 1

FORMER IMMEDIATE SUPERVISOR U FORMER 2ND4,EVEL SUPERVISOR

PERIOD DURING WHICH APPRAISER SUPERVISED THE APPLICANT: I .

an _ f-z#%A7 D^TEsP RTTA> C S E D P

N~-CfW K 40q
, . " , . . . I . - , : , . I ,i , . I I I
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Exhibit 10
Format for Supervisory Appraisal of Demonstrated

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

Announcement No: Position:

Name of Applicant:

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 On the Formal Potential
Activities Job T raing-

Supervisory/Managerial Mandatory Rating Factors

Interpersonal Skills: (Defie)

Leadership Skills: (Define) (Applicable only to
supervisory or managerial positions)

Other (Optional - Define)

Technical Rating Factors (3 to 7 - Define)

<Ij
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Exhibit 10 (continued)

Basis for Appraisals Factor and Narrative Assessment

External On the Formal Potential
Activities Job -Training

Employee's Most Recent OfFicial Summary Performance Rating of Record

QOutstanding QExcellent OFully Successful OMinimally Successful QUnacceptable

Appraiser

OPresent Immediate Supervisor OPresent Second Level Supervisor

OFormer Immediate Supervisor OFormer Second Level Supervisor 0 Other

Period During Which Appraiser Supervised Applicant-From: To:
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I

Exhibit 10 (continued)

Appraiser's Signature or Telephone Concurrence Date Phone

Employee's Signature Date Phone

K)j
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