Process for Non-Competitive Promotions

Background

For those employees at their full performance level (FPL), typically there are two ways to move to a higher grade level: (1) by applying and being selected for an advertised job with a higher FPL; this is a competitive promotion, or (2) through a non-competitive promotion either by the employee increasing the scope of the current position based on their impact, or when additional duties have been assigned or have evolved over a period of time that are at a higher grade.  In both instances the higher level duties must continue for the tenure of the employee in that position (i.e., the work is enduring).
It is important to understand that in many instances, the ability to grow the scope or impact of a job to the next level will be very limited or may not exist.  Also, additional duties and responsibilities do not always warrant a higher grade level, they could be at or even below the current grade of the employee.
It is expected that employees and their supervisors have routine and on-going career development and planning discussions, at least annually.  Employees must take personal responsibility to achieve their career goals and supervisors must be actively involved in this process.  Discussions should include development and training needs of the employee, career counseling, coaching and guiding employees in their professional development planning; and assisting the employee in defining short- and long-term development and training needs.  
At least annually, the supervisor should review each employee’s position description to determine if any changes have occurred.  If substantive changes have occurred, the supervisor should document them in a revised position description.  At times the work performed may have changed to the point where a higher grade level may be warranted.  For employees at their FPL, this would be when a non-competitive promotion could be considered.   
Determining whether a non-competitive promotion is warranted involves not only a discussion of duties that may be above the current grade, but also an assessment of whether or not work is expected to remain at the higher level for as long as the employee occupies the position.  

Process

1. If the supervisor or employee thinks the work of the employee’s position has significantly changed, and/or the impact of the employee has materially changed the position, the supervisor will consult with the OHCM Human Resources (HR) Specialist for advice/guidance in determining the appropriateness of pursuing a non-competitive promotion.  

2. If a determination is made that it is appropriate to pursue a non-competitive promotion  and the work appears to support a higher level, the supervisor must draft a new position description and complete the Position Review Request for Non-Competitive Promotion.  The employee and supervisor will work to develop any supporting documentation/information required in the position review request.  
3. The Position Review Request, which includes the draft position description signed by the supervisor, and supporting documents, is forwarded through the management chain for review of package contents.  For requests up to the GS-14 level, the reviewing official is at the Division level, and for the GS-15 level is at the Directorate Level.  If management does not concur, feedback will be provided to the supervisor and employee with information on options for reconsideration if dissatisfied.  

An NCPP Ombudsperson has been identified who will be available to mediate, investigate and/or facilitate the process to ensure a promotion request is being appropriately considered.

4. If management concurrence is obtained, then the package will be forwarded to OHCM, Talent Acquisition Office (Code 113) for review and final position classification.
The OHCM HR Specialist will review the proposed position description, the Position Review Request and accompanying documentation, and will interview the  supervisor and employee, if necessary, to gather/clarify information about the work (face to face or telephone interviews may be conducted). As necessary, the OHCM HR Specialist will work with technical Subject Matter Experts.  The HR Specialist will evaluate the position using the applicable Office of Personnel Management position classification standards to make the final classification determination.  Upon completion of the fact-finding process, the HR Specialist will finalize the position classification and prepare a written evaluation report which describes the rationale for the grade level determination.  This report will be released to the supervisor.   The HR Specialist retains position classification authority including final grade level determination. 

If the request supports an increase in grade a Federal Personnel/Payroll System (FPPS) action will be processed for a noncompetitive promotion.
5. If a higher grade level is not supported and the employee is dissatisfied with the outcome, he/she may file an official classification appeal.  Information on this process can be found in the NCPP document Federal Classification Appeals Process.
