Process for Accretion Promotions to the GS-14 and GS-15 Levels for Scientists and Engineers at the Goddard Space Flight Center
Scope:

The scope of this document is limited to scientists and engineers (S&Es) at GSFC who are at the GS-13 or GS-14 grade level, have been within grade for at least one year, and who have reached the full promotion level (FPL) of their current position.

Background:

For those at their FPL, typically there are two ways to move to the next higher level: (1) by applying and being selected for an advertised job with a higher FPL; this is a competitive promotion, or (2) through increasing the scope and impact of the current position, so as to be able to justify that he/she is already, and will continue to be, working at the next higher grade level; this is an accretion promotion.

Because accretion promotions are dependent on the impact of the individual employee, there are no jobs or positions on Center in which an accretion promotion is guaranteed.  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.

Assessing Readiness for Accretion Promotion:

It is expected that employees and their supervisors shall have routine and on-going career development and planning discussions – during performance planning and mid-term review meetings at a minimum.  Employee-supervisor discussion of career development, opportunities, and growth potential, which may impact the appropriateness of an accretion of duties promotion, should be part of any such meeting.

Determining readiness for accretion involves not only a discussion of duties and performance above the current grade, and the employee’s ability to meet the promotion criteria, but also an assessment of whether or not work is expected to remain at the higher level for the foreseeable future.  Supervisors are advised to consult with their Human Resources Specialist regarding the appropriateness of pursuing an accretion promotion.

To help determine the appropriateness of an accretion promotion, the Center has developed promotion criteria for the senior S&E population.  The employee should be aware of the criteria for accretion promotions as well as the need to complete the Accretion Promotion Package to document that all criteria have been met.  The criteria and the Package are available at http://ohcm.gsfc.nasa.gov/promotion.  Supervisors are also expected to be knowledgeable about the criteria for promotion as well as the Accretion Promotion Package.

Time in Grade (TIG) and the Accretion Promotion Process 
To enhance employees’ understanding of his/her career progress, the Center has established an automatic, time in grade-based review against the promotion criteria.  This review is triggered after the employee reaches the average time Goddard S&Es spend in grade before receiving accretion promotions.  The Office of Human Capital Management (OHCM) is responsible for calculating the average time in grade.  As of November, 2005, the average TIG prior to accreting to either the GS-14 or GS-15 level is 6 years.

Thus, for purposes of the accretion promotion review process, S&E employees eligible for accretion (i.e., have been at their full FPL for more than one year), fall into one of three TIG categories:  between 1 and 6 years TIG; at 6 years TIG; and over 6 years TIG (often referred to a 6+ years TIG). The accretion promotion process is managed slightly differently within each of these groups.
Note:  At any point after an employee has been at his/her FPL for more than 1 year, the supervisor can initiate the accretion promotion process if the supervisor believes that the criteria for promotion have been met and that the work being done by the employee will continue to be at the higher level.

Employees with less than 6 years Time in Grade

As previously discussed, consideration of readiness for accretion promotion should be a routine aspect of career development discussions between an employee and supervisor.  However, prior to an employee reaching 6 years TIG, the supervisor is under no obligation to undertake a full, documented review of an employee’s ability to meet the promotion criteria.  

On the other hand, if the supervisor is reasonably sure that the employee will be able to meet the criteria and that higher level work will be on-going, then pursuing an accretion promotion is warranted and he/she should initiate the review process.  
The steps in the process include:

· The employee and supervisor should work together to complete an Accretion Promotion Package showing how the employee meets each of the promotion criteria.  Although developed jointly, the supervisor has responsibility for the final content of the package as well as for reviewing that content to determine if all criteria have been met.  

· If the supervisor determines that the criteria have been met, the Accretion Promotion Package is forwarded to the appropriate reviewing official for concurrence.  For accretions to GS-14, the reviewing official is at the Division Director level, for GS-15s it’s at the Directorate level.  Note:  Successfully meeting all of the criteria does not guarantee promotion; a Position Description documenting the higher level of work and on-going nature of the higher level work must also be classified under Office of Personnel Management (OPM) standards.

· If the reviewing official’s concurrence is obtained, the supervisor will develop a Position Description (PD) with input from the employee if necessary.  The PD shall be submitted to OHCM for classification review.  Note: Development of the PD can occur during the same time period that the Accretion Promotion Package is being developed and/or reviewed.  

· Upon successful classification of the PD, an SF-52 Request for Personnel Action is initiated and forwarded through the employee’s Directorate to OHCM.  Assuming all approvals are obtained, the personnel action is processed and the employee is promoted.

· Caveats:

· If the supervisor determines that the employee has NOT met all of the criteria – and therefore cannot support the promotion – the supervisor shall provide feedback to the employee emphasizing the strengths and weaknesses of the case, and suggest steps to take.  If the supervisor does not feel that the higher level work will be on-going in the long term, he/she will provide feedback to the employee and work with OHCM to determine other methods of recognizing short term higher level duties.

· If the Reviewing Official (Division for GS-14 and Directorate for GS-15) does not concur with the first line supervisor’s assessment that the criteria have been met, the Reviewing Official shall meet with both the employee and the first line supervisor to provide feedback on the deficiencies of the Promotion Package

Required Assessment at Average Time in Grade 

(Employees ‘At 6 years’ Time in Grade)
When an S&E employee reaches the average time in grade for his/her grade, the supervisor is required to develop, in conjunction with the employee, an Accretion Promotion Package. As noted above, the current average time in grade (TIG) is 6 years for both GS-13 and GS-14 scientists and engineers.  

Process specifics to note:

· For implementation purposes, this requirement affects employees who reach 6 years TIG after 11/4/05 (the effective date of this redesigned accretion promotion process).  

· Accretion Promotion Package developed for the average time in grade review needs to be completed, assessed by the supervisor and forwarded to the reviewing official within 30 days of the employee’s 6 year TIG anniversary.

· An employee, if he/she chooses, may decline this average TIG review.  The decision to decline must be documented on the Accretion Promotion Package cover sheet (on the Review Declination line).  A copy of that signed cover sheet shall be provided to the servicing Human Resources Specialist.

After the Accretion Promotion Package is developed, it is reviewed by the first line supervisor.  If the supervisor concludes that all the criteria have been met, the process continues as outlined above.  However, in addition to the steps above, time in grade reviews require that the completed Accretion Promotion Package be forwarded to the appropriate reviewing official for his/her review – including situations where the supervisor does not believe that the criteria have been met.  

If the reviewing official(s) also concludes that the criteria have not been met, both the supervisor and the review official shall meet with and provide feedback to the employee.  

Employees with more than 6 years Time in Grade
Employees with TIG over the average (currently referred to as 6 plus years TIG) have the right to request from their first line supervisor a review against the promotion criteria.  An employee cannot request such a review more than once a year.  Supervisors cannot deny a request for a 6 year plus TIG review.  This type of review has the same requirements and follows the same process as the average time in grade reviews.

For more information, please see the process flowchart and the accretion process FAQs, both documents are available at http://ohcm.gsfc.nasa.gov/promotion/.
