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CHAPTER 1

GENERAL PROVISIONS

1-1.  Purpose.  This plan establishes procedures and provides information on the Merit Promotion and Placement Program for excepted and competitive technician positions in the Illinois Army and Air National Guard.

1-2.  Policy.  It is the policy of the Illinois National Guard that technician positions be filled with high quality candidates and to insure that technician vacancies will be filled on the basis of merit and job-related factors.  All actions under this plan will be made without discrimination for non-merit reasons such as race, color, religion, sex, national origin, marital status, membership or non-membership in an employee organization, age or non-disqualifying physical handicap, except as governed by military regulations for compatible assignments.

1-3.  Scope.  This plan encompasses all technician positions in the Army and Air National Guard of the State of Illinois.  It will be used in filling positions in the excepted and competitive service through initial appointment, promotions, reassignments, reinstatement, change to lower grade and transfer.

1-4.  Responsibilities.  

      a.  The Adjutant General is the appointing authority for the Illinois National Guard technician program and is the highest level of authority in the State concerning the overall application of this merit promotion and placement plan.

      b.  The Human Resources Officer (HRO) is responsible to the Adjutant General in insuring that the requirements of this merit promotion and placement plan are carried out.

The HRO will:

                (1)  Develop, maintain, evaluate and revise the program as necessary.

                (2)  Assure compliance with the program.

                (3)  Provide guidance and assistance to commanders and supervisors concerning their responsibilities under this plan.

                (4)  Assure that candidates are properly evaluated and certified for placement.

                (5)  Maintain necessary records.

(6) Assure that provisions of negotiated labor agreements are followed for bargaining unit positions.

      c.  Managers and supervisors will:

1-1                                                                                                                                                                                

15 Jun 02                                                                                                                                       TP PLAN 335 

(1) Assure that technicians under their supervision are aware of this plan.

                (2)  Assure that actions effected within their area of responsibility are based on merit without discrimination.

                (3)  Encourage technicians under their supervision to participate in developmental opportunities and to apply for promotional opportunities and hard-to-fill positions for which qualified.

                (4)  Recommend changes to this plan to the HRO.

                (5)  Assure that technicians under their supervision who are absent (military duty, service schools, etc.) are allowed the opportunity to be considered for positions for which they are qualified and in which they have expressed interest.

(6) Assure that provisions of negotiated labor agreement are followed for bargaining unit positions.

      d.  Individual technicians are responsible for:

                (1)  Pursuing developmental opportunities in preparing to assume higher level duties.

(2) Familiarizing themselves with the provisions of this plan.

                (3)  Applying for announced positions for which they wish to be considered.

                (4)  Assuring that application/resume forms and Official Personnel Folders (OPFs) contain accurate and current information concerning qualifications and self-development activities.

                (5)  Arranging with their supervisors to submit applications/resumes for vacancies when temporarily absent from their jobs (see paragraph 1-4c(5)).

1-5.  Selection/Non-Selection.  Recognizing that it is essential to the accomplishment of the mission of the Illinois National Guard that technician positions be filled with the highest quality of candidates available, managers and supervisors retain the right to:

      a.  Select or not select from among a group of best qualified candidates.

      b.  Select candidates from any appropriate source most likely to best meet the mission objectives of the Illinois National Guard.

EXCEPTIONS TO COMPETITION

1-6. Actions Exempt from Competition.
      a.  Promotion due to issuance of new classification standards or the correction of a classification error.

      b.  Placement of over-graded technicians entitled to grade retention as a result of Reduction-In-Force (RIF) or reclassification.

      c.  Promotion when competition was held earlier (i.e., position advertised with known potential).
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     d.  Re-promotion to a grade or an intervening grade or position from which a technician was demoted without personal cause and not at his or her request.

      e.  Promotion resulting from a technician’s position being reclassified at a higher grade because of additional duties and responsibilities and/or job enlargement.

      f.  Reassignment to a position having no higher promotion potential.

      g.  Position change required by RIF regulations.

      h.  Temporary promotion of 120 days or less.

      i.  Detail to higher grade position or to a position with known promotion potential for 120 days or less.

      j.  Selection of a former technician from the Reemployment Priority List for a position at the same or lower grade than the one last held.

      k.  Voluntary reassignment or change to lower grade requested by the technician to a position with no known promotion potential above that of the technician’s present position.

      l.  Reassignment directed to avoid the adverse impact of RIF or to improve the effectiveness of the organizational structure.

      m.  With the approval of the Adjutant General, management has the option to reassign a supervisory technician from one position to another, provided it does not result in a promotion.

      n.  Reassignment of a technician in lieu of filing an application for disability retirement in accordance with applicable Office of Personnel Management (OPM) and National Guard Bureau (NGB) rules and regulations.

      o.  Reemployment of former technician under the provisions of statutory, regulatory, or administrative restoration or like employment obligation.

      p.  Assignments mandated by lawful administrative relief authority.

      q.  Department of Defense (DoD) employees from the DoD Program for Stability of Civilian Employment.

      r.  Temporary appointment Not-To-Exceed (NTE).
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CHAPTER 2

TEMPORARY PROMOTIONS

2-1.  General.  A temporary promotion is the appropriate way to meet a situation requiring the temporary service of a technician in an established higher graded position.  Promoting a qualified technician recognizes the increased responsibility and properly compensates the technician for the work being performed.

2-2.  Procedures.

      a.  Normally, temporary promotions are not made unless the technician’s services are required for more than 30 days.  In cases where the absence is for 30 days or less or where no individuals who meet the qualification requirements of the position are available, a detail is more appropriate.  Details will be processed in accordance with NGB regulations.  In coordination with the supervisors and managers involved, the HRO determines when and if a temporary promotion would be an appropriate action.  The most frequent use of temporary promotions is to assign a qualified technician to perform the duties of a higher graded position during the absence of the incumbent.  In certain cases it may be appropriate to fill a vacant position by temporary promotion until a permanent appointment is made.  Temporary promotions are not appropriate for the purpose of evaluating a technician before permanent promotion or to train a technician in higher graded duties.  In each case, it is essential that the selecting official maintains independence and objectivity in selecting a permanent incumbent and even the appearance of failure to follow merit principles must be avoided.

      b.  Competition is not required for temporary promotions of 120 days or less.  However, competition should be held from the onset if the supervisors and managers believe the position may need to be filled for a longer period, or permanently, as when the promotion is due to the extended absence of an incumbent who may or may not return to duty.  When a temporary action may lead to a permanent promotion, the fact must be made known to all potential applicants.  Before a technician accepts a temporary promotion, the technician will be informed in writing that he or she understands:

                (1)  The promotion is temporary.

                (2)  The fact that the promotion may be terminated at any time if the supervisor or manager determines the services are no longer needed, and under what circumstances the promotion can become permanent, if any.

                (3)  If the promotion is terminated, that they will be returned to their former grade without adverse action procedures.

                (4)  In the event that a RIF situation should arise, that the Technician’s permanent position will be the position they are considered to occupy and not the position to which they are temporarily promoted.

                (5)  The grade and salary to which they are temporarily promoted can not be used for Highest Previous Rate unless it is held for more than one year.
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CHAPTER 3

POSITION ANNOUNCEMENT and APPLICATION PROCEDURES

3-1.  General.  The supervisor is the initiating and concluding step in the merit placement action.  The manager is responsible for the selection process and may at any time choose to cancel an announcement or not select from a list of candidates.  A supervisor or manager who chooses to cancel an announcement will be responsible for returning any applications/resumes received, with an explanation of the reason for the cancellation, to the HRO.

3-2.  Request for Filling Vacancy.  When requesting that a position be filled, other than by reassignment of a technician on board from an equal or higher grade, the supervisor will submit an SF 52, Request for Personnel Action, through the major Position Management Officer (PMO) (and any subordinate PMO assigned to serve the function), to the HRO.  Required information on the SF 52 is:   

      a.  Position Title, Position Description Number (PDCN), Grade(s), Organization, Function, and Location.  Chapter 4 provides guidance for filling positions at lower than authorized grades.

      b.  Type of appointment (for those positions that can be filled by either excepted or competitive technicians).  The position must be announced for excepted service appointment or competitive service appointment, but not both concurrently.  The request for filling the vacancy must specify excepted or competitive, but not both excepted and competitive.

      c.  Specify military rank, name and commercial telephone number of the selecting official.  (This is to be the individual that will be the first-line supervisor for the incumbent of the position).

      d.  Specify any dates (i.e., drill dates) that may be appropriate to incorporate in the announcement period.

      e.  Recommended area of consideration.  See paragraph 3-5.

      f.  Recommended selective placement factors that may be appropriate.  See paragraph 5-2.

      g.  Request for temporary limited employment will be accompanied by detailed justification clearly establishing the propriety and economy of such an appointment.

      h.  Requests for part-time employment will specify the number of hours of work per week, and the hours each day to be worked.

      i.  The position to be filled may be announced as statewide, nationwide, or limited to permanent on board technicians.  Announcements should be limited to on board permanent technicians only when there is a good chance a sufficient number of qualified applicants can be achieved, or when budget or manning limitations dictate.

3-3.  Vacancy Announcements.  Unless a vacancy is to be filled as an exception to competition (see paragraph 1-6), the vacant position will be announced.  As a minimum, the vacancy announcement will contain the following information:

      a.  Title, series, grade(s), and salary range of the position.

      b.  Type of appointment – excepted or competitive.
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      c.  Military requirements (officer, warrant officer, enlisted and compatibility requirements) for excepted position.

      d.  Organizational and geographical location of the position; name and telephone number of the selecting official.

      e.  Minimum qualification requirements. (NGB Qualification Requirements for Excepted Service Military Technicians, for excepted, or OPM Qualification Standards Operating Manual for competitive).

      f.  Knowledge, skills and abilities requirements.

      g.  Information regarding known promotion potential, if applicable.

      h.  Opening and closing dates and how to apply.

      i.  Equal employment opportunity statement.

      j.  Brief description of duties/responsibilities.

3-4.  Period of Announcement.  Vacancy announcements will be open for no less than twenty (20) calendar days except as follows:  The announcement may be open for a shorter period of no less than ten (10) calendar days in instances where the area of consideration is limited to current on board technicians, or for temporary promotions beyond 120 days, and no less than fifteen (15) calendar days for temporary employment.  Nationwide vacancy announcements will be published for a period of no less than thirty (30) days.  To insure that all interested persons are aware of the vacancy, announcements will be posted to the Illinois National Guard Web Site, and conspicuously posted throughout the area of consideration in those areas most accessible to all members of the National Guard.

3-5.  Areas of Consideration.  The area of consideration for each specific position vacancy announcement will be that deemed most appropriate by the HRO, in conjunction with the selecting official, to insure the receipt of sufficient highly qualified candidates.  The type of position, availability of candidates, position qualifications, budgetary limitations, affirmative action considerations, and compatibility requirements will be considered in determining the area of consideration.  The HRO may extend the established area of consideration for a particular placement action particularly when it has been determined that the initial area did not produce a sufficient number of highly qualified candidates.  The HRO may also limit the area of consideration to avoid a RIF or because of budgetary or manning limitations.  The following are the normal areas of consideration, when technician positions are announced: 

      a.  For excepted positions, the normal area of consideration will be state-wide for all members of the Illinois Army or Air National Guard or those individuals eligible to attain such status.

      b.  If the position is competitive, the normal area of consideration will be all permanent competitive technicians on board with the Illinois Army or Air National Guard and those individuals that have competitive status.

      c.  For temporary appointments of 120 days or less, a reduced area of consideration will be normal.
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3-6.  Application Procedures.  The application/resume is the basic document by which the individual’s qualification for the position is determined.  It must therefore reflect the applicant’s current and past employment data as well as military duty assignments, qualifications, and training.  Complete and accurate data is essential to insure fair evaluation of candidates.  Along with the forms discussed below, supplemental forms that reflect the candidate’s military qualifications may be submitted.  Applications/resumes will be submitted as follows:

      a.  Applications/resumes will be forwarded to arrive in the HRO no later than the closing date specified on the vacancy announcement.

      b.  Applicants may apply using SF 171, “Personal Qualifications Statement”, OF 612, “Optional Application for Federal Employment”, or by resume.  The DMAIL Form 73 and DMAIL Form 120 should be attached as supplemental forms, but are not required.  Copies of college transcripts will be accepted and for some vacancies, may be required.  Certain documents cannot be accepted as attachments.  These documents are listed on each vacancy announcement.

      c.  Applicants not currently commissioned officers, applying for a position requiring commissioned status, must submit evidence of eligibility.  Applications/resumes for ANG technician officer vacancies must include a letter of eligibility for appointment from the Director of Personnel.  Applications/resumes for ARNG technician officer vacancies must include either verification of commission or eligibility letter from the Military Personnel Management Officer.

      d.  Technicians whose absence may preclude them from having knowledge of, or applying for a vacancy, may request in advance, or at anytime during their absence, that applications/resumes be submitted for them thereafter by their supervisor (See paragraph 1-4c(5)).  Such requests are to be in writing and specify the types of positions, grade levels, location, and extent of interest.  Completed applications/resumes must be provided to the supervisor.  No one can fill out and certify an application/resume for another.  Technicians who are separated for active service tours outside the Illinois National Guard can monitor the Illinois National Guard Web Site in order to keep informed of advertised vacancies for which they may desire to make application.

3-7.  Priority Placement.  Priority placement will precede all normal placement actions in the case of technicians currently in grade retention.  These technicians must meet the technician qualifications of the position, and the full military qualifications for entry into the position.  No discretion exists to fill any position, for which an individual has priority placement rights, with an individual having no such rights.  Declination of a reasonable priority placement offer terminates further priority placement, grade and pay retention, and priority consideration rights.

3-8.  Priority Consideration.  Priority consideration rights may be awarded in certain cases in resolution of a grievance under provisions of paragraph 7-5.  Priority consideration may be requestd by a previously downgraded technician who meets the full qualifications for the position provided the request restores the technician to his or her original grade.  A technician is entitled to only one priority consideration on any one basis.  A priority consideration will be referred before any other candidate for merit placement except priority placement as outlined in paragraph 3-7.  The selecting official may decline to select a priority consideration candidate only if fully justified in writing to the HRO.  Mere preference for another candidate is insufficient justification.  The HRO must approve/disapprove the justification before a non-priority consideration candidate may be selected.

3-9.  Recruiting.  Supervisors and managers as well as other technicians and National Guard personnel must encourage qualified and desirable individuals to apply for announced positions.  The selecting supervisor must also seek desirable candidates.  The law forbids an act which would imply a promise or commitment of
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selection until after all eligible candidates have been properly considered from a duly certified referral from the HRO.  Any such act, including arrangements for training which would be justified only upon selection, or similar gesture, constitutes a prohibited personnel practice.  Fear of pre-selection, however, must not deter a selecting official from aggressively seeking the application/resume of qualified candidates for the job.  The theme of such an approach should be, “We are looking for someone to fill the position of _________________.  You appear to be a good candidate for the job.  I would like to consider you for it.  Of course, I will be seeking as many qualified candidates as I can find.”  Furthermore, managers and supervisors must stand behind their technicians applying for other technician positions.  Policies which discourage technicians from applying elsewhere in the program, such as implications that when technicians leave the unit they will not be accepted back, are not in the best interest of the Guard.  Moreover, to influence any person to withdraw from competition for any position for the purpose of improving or injuring the prospects of any other person, or to deceive or willfully obstruct any person with respect to such person’s right to compete for employment are specifically prohibited personnel practices under the law.  If an individual is thought to be of such great value in the individual’s position, that the Guard cannot afford to promote that individual to another position, the person may not be so motivated after discovering this.  If the same individual is acknowledged to be a great potential candidate for promotion, that person’s true motivation will survive the reasonable selection of another candidate or will provide a valuable asset to the National Guard in the new position.  The individual’s successor will not feel trapped in the position and will have the incentive to also demonstrate ability in the manner of the predecessor.
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CHAPTER 4

FILLING POSITIONS AT LOWER

THAN AUTHORIZED GRADE

4-1.  General.  In order to aid recruiting by filling a vacancy at a trainee level, or for economy of operations in accordance with position management procedures, the Human Resources Officer and managers may agree to temporarily lower the grade of an individual position.  This is accomplished through the use of a Statement of Differences (SOD) which changes the duties and responsibilities of the position and the qualification requirements.  Contrary to the fears of some, this practice does not jeopardize the full grade of the position and, in fact, helps to prevent weakening the classification of true journeyman or higher positions and the related supervisor positions.  It must be assumed, however, that some temporary detriment to the quality, quantity, cohesiveness, or stamina of the workforce will occur; and such trainees will not be expected to contribute to unit readiness as effectively as fully qualified personnel.  The resulting increase in self-esteem of fully qualified workers and the acquisition of workers trained in the unit’s methods of doing things can easily outweigh the temporary effects.

4-2.  Restructuring of Positions.  In restructuring positions at lower grade levels, three different approaches can be taken depending on the reason for restructuring, the basic nature of the work performed, and the restructured grade level desired.  Restructure at any lower grade level may be accomplished by (a) decreasing the difficulty/complexity of the duties and responsibilities, (b) increasing the supervisory controls exercised, or (c) both.  To determine the best approach, a review of the pertinent classification standards is recommended.  Supervisors over positions which have been restructured at lower grade levels should also review pertinent classification standards carefully to assure that work assignments to incumbents of such positions are commensurate with their grades.

4-3.  Statement of Difference.  Statements of Difference are to be prepared by the HRO in coordination with the supervisors involved, using both an OF-8, (position Description Form), and a supplemental sheet that describes the differences from the basic position description.  Block 2 of the OF-8 will be checked “Other” and marked “Statement of Differences”.  The HRO will certify the OF-8 by signing in block 21.  It should be noted that military appointment requirements and compatibility requirements cannot be altered from those of the basic description.  Qualification requirements are directed by NGB-HR and must be coordinated through the HRO.

4-4. General Schedule Positions.
      a.  In developing Statements of Differences for General Schedule positions, the meaning of the work “level” must be considered.  “Level” refers to the normal grade progression pattern within a specific series.  For GS positions classified in series that follow a one grade interval pattern (e.g., GS-3, 4, 5, 6, 7), one level equals one grade.  For positions classified in series that follow a two grade interval pattern (e.g., GS-5, 7, 9, 11), one level equals two grades through GS-11; above GS-11 one level equals one grade.  Introduction to the Position Classification Standards, Appendix 1, lists the series for which a two grade interval pattern is normal.

      b.  The GS-201, Personnel Management Series, for example, is a two grade interval series.  If the established, fully operational target grade level for a GS-201 were GS-11, the job would be restructured to a lower grade for recruiting by following the normal interval pattern.  The GS-9 would be one level, the GS-7 would be two levels, and GS-5 would be three levels.  If the established, fully operational target grade level for 

4-1

15 Jun 02                                                                                                                                       TP PLAN 335

a GS-201 position were GS-9, the job could be restructured only two levels lower, since GS-5 is the entrance level in the GS-201 series.  On the other hand, the GS-203, Personnel Clerical and Assistance Series, is not included in the two grade series list and follows a one grade interval pattern.  A GS-203-6 position being restructured to a lower grade for recruiting would drop to a GS-05 for one level, the GS-4 for two levels, and to a GS-3 for three levels.  In the case of positions in two grade interval series but classified at an even-numbered grade (i.e., Personnel Management Specialist, GS-201-10), the normal two grade interval pattern must still be followed:  GS-5, 7, 9, 10.

      c.  After identifying the appropriate grade level pattern for a position, the HRO must then make cross-reference to the classification criteria at various grade levels as spelled out in the appropriate classification standard.  In preparing an SOD for a GS-201-9 position (target GS-11 position) duty assignments and controls over work must be commensurate with the criteria outlined in the GS-201 standard at the GS-9 level.  As indicated above, this can be accomplished by decreasing the difficulty/complexity of the duties and responsibilities, increasing the supervisory controls exercised, or doing both.  It must be noted that the preparation of any Statement of Differences (SOD) requires careful review of the applicable classification standards.  The SOD is part of a position description, and must be correctly classified in accordance with USOPM classification standards, and an appropriate title assigned.  Questions should be referred to the HRO.

4-5.  Trades and Labor Positions.
      a.  Trades and Labor positions (Federal Wage System positions) follow a somewhat different progression pattern than General Schedule positions, the exact pattern depending upon the established journeyman grade of the occupation.  In those occupations where the journeyman grade is WG-9 or above, trainee and developmental grade levels are determined through application of the USOPM Job Grading Standards for Intermediate Jobs and/or Helper Jobs.  The established journeyman grade of a particular occupation is established by and stated in the appropriate job grading standard (not in the position description).  For example the Electronics Mechanic, WG-2604, standard series in the introductory material shows that grade 11 in the standard is to be used as the “journeyman grade” in applying the intermediate Job Grading Table.

      b.  The Job Grading Standard for intermediate jobs dictates the intermediate grade level for the position.  The grade levels are given in the table on Page 2 and reprinted here:

INTERMEDIATE JOB GRADING TABLE

                     When the journeyman                                                           The intermediate

                                grade is                                                                                grade is

                                 WG-12                                                                                 WG-9

                                 WG-11                                                                                 WG-8

                                 WG-10                                                                                 WG-8

                                 WG-9                                                                                   WG-7

      c.  To restructure the position to a still lower level, reference must be made to the Job Grading Standard for Trades Helper Jobs, which identifies the helper grade level as WG-5 for all positions where journeyman grade is WG-9 or above.  Therefore, the career ladder for a WG-11 Electronics Mechanic is WG-5, WG-8, WG-11.  For wage positions where the established journeyman grade is lower than WG-9, grade restructuring is 
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accomplished in one grade increment.  For example, for a Warehouse Worker, the grade progression pattern would be WG-4, WG-5, WG-6.  As in the case of General Schedule positions, careful reference must be made to the appropriate job grading standards to assure that work assignments and supervisory controls depicted in the SODs are commensurate with the grade level descriptions in the standards.  Titles are governed by the pertinent subject matter job grading standards.

4-6.  Exceptions.  Normally, Statements of Differences are designed for recruiting and developmental use only for target positions up to the journeyman level as defined by the appropriate standard.  In the case of General Schedule positions in a two grade series, this maximum full performance level is GS-11.  Generally speaking, SODs should not be used for :

                Supervisory positions, whether GS or WS.

                Small shop chief positions.

                GS positions above the GS-11 level.

                Above journeyman level WG-type positions (for example, Electronics Mechanic WG-12).

4-7.  Performance Standards for Positions Filled at Lower Than Authorized Grades.
      a.  Performance standards must be established which reflect the duties described in the position description and the statement of differences.  These standards must be developed before the position is filled and must be understood by the incumbent when assigned.  The HRO copy of the performance standards with appropriate signatures is to accompany the completed selection package.

      b.  For the last 120 days prior to promotion to the full authorized grade for the position, the standards for the full authorized grade are to be assigned and the incumbent must demonstrate ability to perform at the fully acceptable level or promotion is not warranted.  If the incumbent demonstrates an actual inability to attain fully acceptable performance level, this should be properly documented; performance determined unacceptable, and appropriate reassignment, change-to-lower-grade, or removal action initiated.  This should rarely occur if selections are carefully made.

4-8.  Summary.  Vacancy announcements will reflect those grade levels for which applicants will be considered and will include the appropriate qualification requirements at each level.  Referral of candidates at the lower grade(s) will be made with those candidates found fully qualified.  The selecting official may select a trainee referred as qualified at a grade which is lower than the authorized grade as long as the vacancy announcement indicates that candidates would be considered at that grade.
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CHAPTER 5

EVALUATION OF CANDIDATES

5-1.  Basic Eligibility.  Applications/resumes will be reviewed by a HRO Staffing Specialist/Assistant after the close of an announcement to determine basic eligibility.  Candidates must meet the basic qualifications established for the position including any selective placement factors.  The Staffing Specialist/Assistant may consult with a subject-matter-expert, as described in paragraph 5-3, in questionable cases.  Applicants who meet the minimum qualifications will be considered basically eligible; MDIL Form 120 will be used to document basic eligibility.  Candidates not meeting the minimum qualifications will have a letter mailed to them, from the HRO, containing a statement as to what basic qualifications were lacking.

5-2.  Selective Placement Factor.  Selective placement factors are the knowledge, skill and ability or other personal characteristics absolutely essential for satisfactory performance in the particular job, but which are not required of other jobs of the same type.  An example is:  the requirement for the incumbent of a receptionist position to deal with Spanish-speaking people.  The same position would not require that qualification in other situations.  Very few selective placement factors are justified.  They will be determined in advance of advertising a position and will be stated in the vacancy announcement.  When used, they are in addition to the minimum qualification requirements for the position.

5-3.  Evaluation.  All eligible candidates will be certified to the selecting official unless this would result in more than ten (10) applicants for one position.  In such a case, candidates qualified at lower levels will be omitted from the referral.  In cases of ten or more candidates qualified at the full performance level, a Subject-Matter-Expert will be appointed by the HRO, who in conjunction with the HRO Staffing Specialist/Assistant, will evaluate the candidates.  The Subject-Matter-Expert will not be the selecting official or the selecting official’s supervisor, and need not be a member of the Illinois National Guard.  The following evaluation procedures will be used to further screen applicants prior to referral.

      a.  Evaluating Experience.  The Knowledge, Skills, and Ability (KSA) requirements specified on the vacancy announcement will be used in this evaluation process.  Each KSA addressed by each applicant will be evaluated by the Subject-Matter-Expert.  Length of service or experience will only be used when there is a clear relationship with expectations of quality of performance or when necessary to break ties when all other ratings are equal.  Experience will be rated in categories as shown below on each KSA and each rating will be listed under the proper candidate’s name on the NGB Form 300-3:

                (1)  “A” level experience.  Candidate possesses type and quality of experience that substantially exceeds the basic requirements and any selection placement factors for the position that would allow the

candidate to perform effectively in that specific KSA almost immediately or with an orientation.

                (2)  “B” level experience.  Candidate possesses type and quality of experience that exceeds the basic requirement and any selective placement factors for the position that would allow the candidate to perform effectively in that specific KSA within a reasonable period of time and/or with a minimum of training.

                (3)  “C” level experience.  Candidate satisfies the basic requirement of the position with respect to experience, including any selective placement factors for the position, but:

                       (a)  Type and quality of experience beyond that which is basically required including and selective placement factors, are minimal; and/or
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                       (b)  Extensive additional training and/or orientation would be required to enable the candidate to satisfactorily perform the specific KSA.

                       (c)  The point value assigned to A, B, and C levels are determined by the number of KSA factors used.  (see fig. 1)  Points are totaled for each candidate and transferred to the NGB Form 300-4.

FIGURE 1.  POINT VALUES OF CATEGORY RATINGS

Three KSA
Four KSA
Five KSA
Six KSA

Seven KSA
Eight KSA

  Factors

  Factors

  Factors

 Factors

   Factors
  Factors

A    33.3

A   25.0

A   20

A   16.6

A    14.2

A   12.5

B    28.3

B   21.2

B   17

B   14.1

B    12.1

B   10.6

C    23.3

C   17.5

C   14

C   11.6

C    10.0

C     8.7

(using five KSA factors, a candidate’s combined category rating of AABBC (20, 20, 17, 17, 14) converts to 88).

      b.  Awards & Performance Appraisals.  Credit is awarded for pertinent honorary and monetary awards and outstanding/excellent performance appraisals.  When outstanding performance was recognized by both an outstanding/excellent performance appraisal and a monetary award for the same period of time only one of the two will be credited.  The HRO staffing representative will research each individual’s Official Personnel File (OPF) and Employee Performance File (EPF) to assess the proper number of points.  Awards that are more than three years old will not be considered.  A maximum of six points may be credited for this factor.  Points are assigned as follows:






1st Year

2nd Year

3rd Year

Outstanding Performance Appraisal 
      3

      2

     1

Excellent Performance Appraisal

      2

      1

     0

Sustained Superior Performance/QSI
      1

      1

     0

Suggestion Award


      1

      0

     0

      c.  Training and Education.  A maximum of two points will be awarded for this factor.  This refers to training and education, other than that credited for basic eligibility that was not considered elsewhere in the evaluation process, which is relevant to the position.  The types of training or education which credit can be given are college or university work not previously credited and military schools (resident, professional military education, or career courses).

      d.  Overall Rating.  The overall rating for each factor (experience, training and education, and performance and awards) will be combined, and the total score for all factors recorded on NGB Form 300-4.

5-4.  Referral and Selection Certificates.  The top candidates arrived at through the evaluation process will be listed on the referral and selection certificate as outlined in Chapter 7.  When more than 10 candidates are eligible for referral, no less than 3 or more than 10 candidates will be referred.  Where a gap between the ratings of two sequential candidates exceeds three points, the gap will be the breakpoint between the candidates referred and those not referred, provided the number referred is between 3 and 10 inclusive. 
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CHAPTER 6

REFERRAL & SELECTION PROCEDURES

6-1.  Referral of Candidates.  Following the determination of basic eligibility of candidates, the HRO will:

      a.  Certify to the selecting official the qualified candidates.  Candidates will be listed alphabetically.

      b.  Certify to the selecting official those candidates who are qualified at the announced levels lower than authorized grade.  A separate referral at each announced grade level will be included.  Candidates will be listed alphabetically.

      c.  Notify those individuals not meeting the minimum qualifications.

6-2.  Action by the Selecting Official.  The selecting official is entitled to select or not select any candidate referred.  The selecting official and the selecting official’s supervisors will not discuss the referral or their selection actions with anyone except each other and the HRO until the selection is finalized.  (Also see paragraph 7-4)  Upon receipt of the selection certificate, the selecting official may:

      a.  Contact previous supervisors and references.  Present supervisor may only be contacted with the employee’s approval.  Contact with previous supervisors and persons listed as references is encouraged.

      b.  Personal interview.  A selecting official may or may not interview candidates.  If one candidate is interviewed, then every reasonable effort must be made to interview all applicants.  Inability or impracticality of interviewing one or more candidates should not alone deter a selecting official from interviewing, provided fair consideration is given to all referred candidates.  Interview by telephone may be a practical substitute for an interview by personal visit.

      c.  Make a tentative selection.  If all candidates are rejected, the selecting official should return the certificate to the HRO with full justification as to why a selection was not made.

      d.  Verify all information used in determining qualifications and eligibility of the selectee and arrange a compatible military assignment, if applicable.  No one can be finally selected for an excepted service technician position unless and until a compatible military assignment is made.

      e.  Notify the selected candidate of the tentative selection.  The HRO is to be notified immediately if the individual selected is presently employed by another Federal agency so that the effective date may be coordinated.

      f.  Confirm the effective date of the compatible military assignment.  This action must coincide with the effective date of the requested personnel action.  (Excepted service only)

      g.  Request a proposed effective date for the personnel action.  The entire completed employment package must arrive in the HRO at least five work days prior to the beginning of the pay period in which the action is to be effected.  Effective dates should be at the beginning of the pay period.  If a promotion or appointment is effected at other than the beginning of the pay period, the first pay period may not count toward within grade increases, leave accruals. Leave accrual rates, etc.; and the first pay or the pay adjustment may be delayed with
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prorated insurance premiums.  Some of the effects may continue throughout the technician’s career.

      h.  Notify the selected and non-selected candidates in writing.  Copies of the selection and non-selection letters must be forwarded to the HRO with the selection package.  Each non-selection letter should advise the candidate that the candidate was considered and the name of the individual selected, and should express appreciation for the candidate’s interest.  Condolences and apologies should be excluded.  (Also see paragraph 7-4)

      i.  Complete employment package in accordance with Supervisor’s Handbook and HRO administrative instructions.

      j.  Include the HRO copy of the performance standards (NGB Form 430 (T)) in accordance with TPP 430, with all required signatures.

      k.  If the appointment is at a reduced grade pending qualification, include a completed DMAIL For 127.

      l.  Before the appointment date, confirm the approval of the appointment with the HRO by telephone, to assure that the action can be completed in time for the selectee to report on the requested effective date.  The responsibility may be delegated to the Remote Designee at activities authorized this position.

6-3.  Action by HRO.
      a.  Approve/disapprove requested effective dates.

      b.  Arrange for a release date, if the selectee is employed is employed in Federal service outside the Illinois National Guard.

      c.  Prepare promotion file.   (Chapter 7)

      d.  Upon receipt of completed referral package, notify any candidates, not referred, of their non-consideration and the reasons.

6-4.  Release of Selectee.  After selection for promotion/placement, a technician should be released promptly from the technician’s present position.  Release will normally be within 2 weeks after selection unless a late or undetermined effective date was announced in the vacancy announcement.  Disputes over a release date will be resolved by the HRO.  Where geographical constraints permit, arrangements for a few days of detail back to the losing organization may be appropriate to help orient a replacement in the old position.  Detail back to perform the previous duties while the position is vacant is not appropriate; in such cases, retention in the old position with occasional details to the new position may be appropriate.  When possible, prompt severance from the previous duties is the most appropriate.
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CHAPTER 7

RECORDS/COMPLAINTS

7-1.  Purpose.  Complete promotion/placement records will be maintained by the HRO to:

      a.  Provide a clear record of the action taken.

      b.  Evaluate the merit placement program.

      c.  Provide proof that merit placement actions are being made on a fair and equitable basis in accordance with this plan.

7-2.  Records Required.  Sufficient records are required to allow reconstruction of the placement action.  As a minimum, the following information and forms will be retained in the record:

      a.  Copy of the vacancy announcement.

      b.  List of all applicants (DMAIL Form 120).

      c.  Forms used in the evaluation and rating process (including copies of all non-selected applications/resumes).

      d.  Referral and selection certificate signed by the selecting official.

      e.  Record of the DoD Priority Placement List having been cleared (Competitive positions).

      f.  Duplicate copies of letters of non-selection.

      g.  SF 52 requesting the position be filled.

7-3.  Duration.  Records will be maintained for a minimum of two years.  If a grievance, other administrative relief consideration, or litigation is pending, records will be maintained until resolution.

7-4.  Security and Privacy Protection.  Information relating to crediting plans, individual placement actions, or any identified candidate will not be discussed with or shown to unauthorized individuals.  Selecting officials and personnel specialists participating in merit placement actions will not disclose the details of their work to unauthorized persons.

7-5.  Grievances.  A technician who believes that proper procedures were not followed in a particular placement action for which the technician was an applicant may present a grievance under applicable grievance procedures.  A grievance will not be considered when it is based solely on non-selection.  Resolution of grievances will be in accordance with Corrective Actions prescribed in Part 300 of Title 5, Code of Federal Regulations.

7-6.  Discrimination Complaints.  Allegations of discrimination because of race, color, religion, sex, age, handicapping condition, or national origin made during any phase of the selection process will be considered under the Illinois National Guard Equal Opportunity Program.
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7-7.  Other.  Other complaints or inquiries including those made by non-technician candidates should be directed to the HRO.  Complaints must be made within 15 days after receipt of objectionable decision or incident.  All such inquiries will be answered and every effort made to resolve such complaints. 
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CHAPTER 8

KEY STAFF POSITIONS

8-1.  Purpose.  This chapter identifies those technician positions in the Illinois National Guard considered to be Key Staff Positions.  In accordance with NGB memorandum, dated 3 August 2001, Subject:  Key Staff Positions, these positions are exempt under certain conditions from the normal merit promotion and placement announcement procedures in Chapter 3, because of their special importance to the overall effectiveness of the Illinois National Guard and their unique military qualifications.

8-2.  Key Staff Positions.  Following are those positions identified as Key Staff Positions in the Illinois National Guard:

                                     TITLE





SERIES/GRADE
  STARC

A.  Command Administrative Officer



GS-0340-15

B.  Plans, Operations & Training Officer



GS-0301-14

C.  Logistics Management Officer




GS-0346-14

D.  Supervisory Aircraft Pilot




GS-2181-14

E.  Military Personnel Management Officer



GS-0205-13

F.  Construction & Facility Manager



GS-1601-13

G.  Surface Maintenance Officer




GS-1601-13

H.  Public Affairs Specialist




GS-1035-12

I.  Senior Warrant Officer Advisor




GS-0301-11

J.  Senior Enlisted Advisor





GS-0301-11

                                                                          USPFO

Supervisory Logistics Management Specialist


GS-0346-13

                                                                   SPECIAL STAFF

A.  Director, Special Staff





GS-0301-14

B.  Deputy Chief of Staff – Information Management


GS-0340-13

                                                                            HRO

Human Resources Officer





GS-0201-14

                                                       ANG STATE HEADQUARTERS

Administrative Officer





GS-0341-14

       ANG WING LEVEL

Air Commander (Pilot/Navigator)




GS-0340-15
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8-3.  Qualifications.    Appointees to Key Staff Positions must meet the qualification requirements for the positions established by NGB, and maintain a compatible military assignment.  The HRO staffing section will screen the Official Personnel Folders to determine those individuals having the necessary qualifications for the position.  Key Staff Positions are not required to have a vacancy announcement published.

8-4.  Referral and Selection.  An NGB Form 300-6 will be prepared by the HRO staffing section listing those individuals found to meet the qualification requirements.  The candidates will be listed in alphabetic order.  The referral certificate will be forwarded to The Adjutant General for selection.  Documents pertaining to a Key Staff Position appointment will be maintained as a merit promotion and placement file in accordance with Chapter 7 of this plan.

FOR THE ADJUTANT GENERAL:

                                                                             CRAIG R. HEISE

                                                                             COL, GS, IL ARNG

                                                                             Personnel Officer

DISTRIBUTION:

A, B

CAO     2

HRO     25

Each Supervisor of Technician Personnel
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B. The NGB Form 300-6 will serve as the referral certificate of eligible candidates to the selecting official, as
explained in Chapter 6 of this plan. Additional instructions from the HRO may also be included with the
referral selection certificate. The NGB Form 300-6 will become part of the merit promotion and placement file

as explained in Chapter 7 of this plan.
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APPENDIX B

REFERRAL AND EVALUATION FORMS

A. Chapter 5 of this plan provides the evaluation techniques to be used by the HRO. All candidates will be
evaluated against the qualifications as established by NGB or OPM as specified on each Illinois National Guard
technician vacancy announcement. The MDIL Form 120 will be utilized by the staffing section within the HRO
to record information pertaining to each candidate’s evaluation towards basic eligibility. If it becomes
necessary to refine a list of candidates, as specified in Chapter 5, The NGB Form 300-3 and NGB Form 300-4
will be used to record this process. The MDIL Form 120, and when applicable, NGB Form 300-3 and NGB
Form 300-4 will become part of the merit promotion and placement record as explained in Chapter 7 of this
plan.

MDIL Form 120, Technician Position Vacancy Work Sheet.
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NGB Form 300-3, Knowledge, Skills, and Abilities Category Worksheet.
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B. Supplemental forms, when making application for Illinois National Guard technician vacancy
announcements, will be accepted. Two of these supplemental forms are the DMAIL Form 73, and the DMAIL
Form 120. Each Illinois National Guard technician vacancy announcement will specify if there are any
supplemental forms that must be submitted, in addition to the application/resume, for that particular vacancy,
i.e. copies of college transcripts. Supplemental forms that can not be accepted are also listed on each
announcement.
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APPENDIX A

APPLICATION PROCEDURES

A. Applicants for Illinois National Guard technician vacancy announcements may complete a Standard Form
(SF) 171, Optional Form (OF) 612, a resume, or other format of the applicant’s choice. Which ever format is
used, the applicant needs to ensure that it is completed to sufficiently show that they meet the qualification
requirements specified on the vacancy announcement for which they are making application. The application,
resume, or other format, must contain the announcement number, and must arrive in the HRO no later than the
closing date indicated on the vacancy announcement. A separate application, resume, or other format, must be
submitted for each vacancy announcement for which an applicant wishes to be considered.
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B. The NGB Form 300-6 will serve as the referral certificate of eligible candidates to the selecting official, as
explained in Chapter 6 of this plan. Additional instructions from the HRO may also be included with the
referral selection certificate. The NGB Form 300-6 will become part of the merit promotion and placement file

as explained in Chapter 7 of this plan.
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APPENDIX B

REFERRAL AND EVALUATION FORMS

A. Chapter 5 of this plan provides the evaluation techniques to be used by the HRO. All candidates will be
evaluated against the qualifications as established by NGB or OPM as specified on each Illinois National Guard
technician vacancy announcement. The MDIL Form 120 will be utilized by the staffing section within the HRO
to record information pertaining to each candidate’s evaluation towards basic eligibility. If it becomes
necessary to refine a list of candidates, as specified in Chapter 5, The NGB Form 300-3 and NGB Form 300-4
will be used to record this process. The MDIL Form 120, and when applicable, NGB Form 300-3 and NGB
Form 300-4 will become part of the merit promotion and placement record as explained in Chapter 7 of this
plan.

MDIL Form 120, Technician Position Vacancy Work Sheet.

som b [ —
e TECHNICIAN POSITION ¥AGANCY woRK swEET xcsrren PR
war
s 6 ssan wrLmaRy QuALIFICATION
(Preseat Tecrnician R v

position, grade & uat
it b1 Leamie)

NGB Form 300-3, Knowledge, Skills, and Abilities Category Worksheet.
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B. Supplemental forms, when making application for Illinois National Guard technician vacancy
announcements, will be accepted. Two of these supplemental forms are the DMAIL Form 73, and the DMAIL
Form 120. Each Illinois National Guard technician vacancy announcement will specify if there are any
supplemental forms that must be submitted, in addition to the application/resume, for that particular vacancy,
i.e. copies of college transcripts. Supplemental forms that can not be accepted are also listed on each
announcement.
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APPENDIX A

APPLICATION PROCEDURES

A. Applicants for Illinois National Guard technician vacancy announcements may complete a Standard Form
(SF) 171, Optional Form (OF) 612, a resume, or other format of the applicant’s choice. Which ever format is
used, the applicant needs to ensure that it is completed to sufficiently show that they meet the qualification
requirements specified on the vacancy announcement for which they are making application. The application,
resume, or other format, must contain the announcement number, and must arrive in the HRO no later than the
closing date indicated on the vacancy announcement. A separate application, resume, or other format, must be
submitted for each vacancy announcement for which an applicant wishes to be considered.
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