Non-Competitive Promotion Process Q&A’s

What is NCPP?

The Non-Competitive Promotion Process (NCPP) is the means that will be utilized for all employees, regardless of grade or occupation, when considering them for promotion above the established full performance level (FPL) for their position.  This process replaces the Accretion Promotion Process (APP), which previously covered only scientists and engineers (S&E), and supplements current guidance found in Goddard Procedural Requirement (GPR) 3511.1, Promotion Processes at the Goddard Space Flight Center (GSFC).  There was previously no formal process, outside of guidance in the GPR, for non S&E employees to request a review of their position for possible promotion above their established full performance level.
What is a full performance level?  

Full performance level (FPL) is the highest grade level established for a particular position, sometimes called the target level of a career ladder.  The FPL is decided when the position is originally established and is documented on the position description cover sheet.
Why was the name changed from Accretion Promotion Process (APP)?

The previous name was being used interchangeably to cover two distinct types of non-competitive promotions; 1) accretion of duties and 2) impact of the person.  The name change was necessary to correctly define the overall process and to distinguish it from the prior APP.
What is an “accretion of duties” promotion?

An accretion of duties promotion is an exception to the normal competitive process and should be relatively rare. It occurs when an employee’s position is classified at a higher grade because of the assignment of additional duties and responsibilities, job growth or evolution of duties through unplanned circumstances.  In this situation, the original major duties of the position continue to be performed, and the higher-level duties could only logically be assigned to that position and were not assigned with the intent to promote a particular employee.   The employee must have been performing the higher level duties for at least 120 work days and there must be certainty that the higher level work will continue indefinitely.  
What is an “impact of the person” promotion?
A non-competitive promotion above a position’s FPL that is dependent on the unique capabilities, stature, knowledge, and/or contributions an individual brings to a position that have a direct and major impact on the nature or scope and effect of the work being performed and/or attracts higher-level work.   Typically, it would take several years for the impact of the person to materialize.  For example, in scientific investigations the research conclusions may take time to achieve and the resulting impact on the scientific community will be realized over time.
Who can get a non-competitive promotion?

In theory, any employee who is at the FPL of his or her position for at least 1 year may be considered for a non-competitive promotion, HOWEVER, most employees will not be promoted in this manner. There are several reasons for this:  for some employees, the level of the work they perform does not support classification at a higher grade either by accretion of duties or impact, there is only so much high level work that is assigned to an organization, or the very nature of the work assigned does not change.  Quantity of work, temporary higher-level work, and/or quality of performance are not considerations for non-competitive promotions.  Quality of performance is reflected in employee annual performance appraisals. 

No employee should assume that he or she will be promoted above his/her FPL; there is no inherent right or guarantee of promotion.  

In the event a non-competitive promotion is appropriate to pursue, what is the process and is there a format that is used to document the request?   
After consultation with the servicing HR Specialist, the supervisor must complete a Position Review Request for Non-Competitive Promotions and develop the new position description.  It should be a combined effort of both supervisor and employee to prepare the supporting documentation required and to provide input necessary for evaluating the position.  

The Center’s Position Review Request for Non-Competitive Promotion must be completed for any employee at their FPL being considered for a promotion under NCPP.  The forms and information can be found on the OHCM webpage at http://ohcm/Promotion/home.htm.

A complete package, which includes a position description signed by the supervisor, the Position Review Request for Non-Competitive Promotion, and any supporting documentation, will be forwarded through the management chain for review and concurrence.  The package is then sent to OHCM, Talent & Acquisition Office (Code 113) where a Human Resources (HR) Specialist will review the materials submitted, conduct a desk audit, analyze the findings, complete the classification of the position, and prepare an evaluation statement documenting the position review and final decision.  

Can a person who is classified as a supervisor or lead get a promotion under NCPP? 
Yes, however, just as with non-supervisory employees, the promotion must be based on increased complexity/impact of the technical aspects of the work, not any supervisory or lead function.  This would be a very rare occurrence.

In the same manner, a non-supervisory employee would not be able to receive a promotion under NCPP based on assignment of supervisory or lead responsibilities.  Such personnel actions would have to be achieved through competitive processes (e.g., vacancy announcement).
How do I, as a supervisor, know if a promotion under NCPP is right for my employee? 
If the duties and responsibilities assigned, or the impact of the person in the job, has substantively changed the work being performed to a higher level than what is described in the current position description, then a promotion under NCPP may be considered.  Supervisors should partner with OHCM HR Specialists to assist in this decision.
Supervisors and employees should engage in regular career development discussions (at least once a year) aimed at identifying training, education and other developmental opportunities to aid employees in enhancing their knowledge, skills and competencies, which in turn better position them to compete for higher level positions as they become available inside or outside of the organization.  Further information on career development can be found at http://ohcm/career/home.htm
Additionally, if new work comes into the organization the supervisor must consider whether that work can be assigned to current employees within their present grade/FPL, or if a new position should be established and advertised competitively via a vacancy announcement.  This is part of the position management process supervisors are responsible for.  Supervisor’s should consult with OHCM to determine the most appropriate action to take.
What should an employee do if he/she thinks they are performing duties that exceed those in their current position description and the supervisor has not initiated a promotion request?

The employee should initiate a discussion with the supervisor.  If dissatisfied with the result, an internal reconsideration process is available.

What is the internal reconsideration process?
The internal reconsideration process is a multi-level process that allows the employee to pursue review by the next higher level in the management chain (i.e., Division, Directorate) or by an NCPP Ombudsperson in the Office of the Center Director who is available to mediate, investigate and/or facilitating the process to ensure requests are receiving due consideration.   This review process does not guarantee a promotion will occur.

If the employee is not satisfied with the result of the internal reconsideration, he/she may request a desk audit by OHCM.  This would consist of the HR Specialist meeting with both the supervisor and employee to gather information to understand the work of the position in order to evaluate it against the applicable position classification standard(s) to determine the grade level.  It is preferable there is agreement between the supervisor and employee on the content of the position description (PD) prior to the review since the PD serves as the official document of the work assigned.   The HR Specialist will prepare an evaluation statement which documents the rationale for the grade level determination.
How does receiving positive performance reviews and/or awards relate to promotion? 
It is critical for employees and supervisors to understand that doing an outstanding job or significantly exceeding ones performance standards does not correlate to getting a promotion once you have reached the full performance level of your position.  For example, one can do an outstanding job as a GS-13, doing GS-13 level work, and be rewarded with performance and other types of awards for many years and the level of work remains at the GS-13 grade.  

What happened to the promotion criteria for scientists and engineers?
The criteria will no longer be used.  Some of the criteria have been correlated with the Office of Personnel Management (OPM) position classification standards used to determine the grade level of positions within the occupation.  Other criteria are being considered for inclusion in other human resources management processes, e.g., criteria related to support of EEO and diversity may be included in performance standards.
What is the promotion criteria?

There is no promotion criteria.  The grade level of a position is based on the work assigned, and described in the position description, evaluated against position classification standards published by OPM.   The OPM position classification standards can be found at: http://www.opm.gov/fedclass/html/gsseries.asp and http://www.opm.gov/fedclass/html/gsfunctn.asp, for white collar positions, and http://www.opm.gov/fedclass/html/fwseries.asp and  http://www.opm.gov/fedclass/html/fwsfunct.asp  for trades, craft, and labor positions.   
Selection of the standard used to evaluate a position will be based on the nature of the work of the position and the occupational series assigned.  If you have any questions, contact your servicing HR Specialist, Code 113.
Specific standards for occupations at GSFC can be found at the links above under the following occupational headings:

Scientists & engineers:  800, Engineering & Architecture group; 1300, Physical Sciences Group; Research Grade Evaluation Guide; Equipment Development Grade Evaluation Guide
Technicians (engineering):  800, Engineering & Architecture group
Administrative Professional: 200, Human Resources Management Group; 500, Accounting & Budget Group; 1000, Information & Arts Group; 1100 Business & Industry Group; 1600, Equipment, Facilities, & Services Group; 1700, Education Group; 2200, Information Technology Group; Administrative Analysis Grade Evaluation Guide
Secretarial/Clerical: 300, General Administrative, Clerical, and Office Services Group; Grade Level Guide for Clerical & Assistance Work; Office Automation Grade Evaluation Guide

Technicians/assistants (administrative): 200, Human Resources Management Group; 500, Accounting & Budget Group
Is there a time limit as to how far back an employee can cite work accomplishments to be considered for a non-competitive promotion?
There is no time limit; however, it is important to note that a non-competitive promotion is only appropriate for instances where the employee is already working – and is expected to continue to work indefinitely – at the higher level.  The higher level work is enduring.
Can the employee request and/or include letters of commendation or reference? 
Yes, for impact of person only, an employee may include letters of commendation or reference.  In fact, for impact of the person promotions of scientists and engineers a minimum of two letters is required addressing the employees contributions, impact and stature in the field.  
Is there still a requirement for the ‘at 6 years’ time in grade (TIG) review for scientists and engineers?

No, the 6 year time-in-grade review has been abolished.  Supervisors should monitor positions and work assigned within their organization on an on-going basis.  Additionally, a supervisor or employee may request a position review for non-competitive promotion if they believe the work performed is at a higher grade level.  Further, the electronic Position Description System (ePDS) will prompt supervisors to review their employee position descriptions every 3 years.
During the review process, can the employee provide supplemental information to the reviewing official(s)? 

Yes.  If the employee feels that in determining the final contents of the promotion package the supervisor may have left out information the employee believes is important, the employee may submit it to the Reviewing Official for his/her consideration.

Are employees able to have union representation at non-competitive promotion debriefing meetings? 

No.  Employees are not entitled to have a union representative present at these meetings; however, they can have a representative in the formal position classification appeals process.
Can the supervisor provide, and/or the employee request, a copy of the final promotion package? 

Yes.  The supervisor may provide the final package to the employee and/or the employee can request a copy of that package.
What do I do if I disagree with the final outcome?

Once the final position classification is decided, an employee may pursue an official position classification appeal.  This can include multiple levels of review including Agency OHCM, Headquarters and Office of Personnel Management (OPM).  Guidance for this process can be found in the NCPP document Federal Classification Appeals Process or the OPM website at http://www.opm.gov/classapp/index.asp.   You can also contact your servicing HR Specialist, Code 113.
How can I learn more about the NCPP?
OHCM HR Specialists are available to answer questions about the process and position classification in general.  Contact information can be found at http://ohcm.gsfc.nasa.gov/contact/taocontacts.htm.
Additionally, a Subject Matter Expert (SME) has been established in Code 110.  The SME, Linda Ledman, Special Assistant for HC Excellence and Policy, will be available to advise employees, managers, and the NCPP Ombudsperson in the area of policy and processes.  The SME will not replace the official position classification appeals process and will not have position classification authority.  She can be reached on ext. 6-6111.

