12/17/09

USD(I) Pay Setting for Vacancy Announcements under DCIPS INTERIM 
October 28, 2009, through December 31, 2010

Guidance for HR Practitioners during the DCIPS INTERIM Period
During the DCIPS INTERIM period, October 28, 2009, through December 31, 2010, some pay setting changes are required to align to the GS/GG system, as required by the NDAA FY2010, while DCIPS components remain under the DCIPS occupational structure (pay bands).  Band-to-band promotions remain defined as a movement from one DCIPS band to another DCIPS band with a higher maximum rate of pay.  Band-to-band promotions during the DCIPS INTERIM period result in a salary increase to the minimum of the next highest band, OR, an increase using GS/GG pay setting rules for promotion that align to a GS/GG grade and step, not to exceed step 10 of the GGE, whichever is higher.
For the duration of the DCIPS INTERIM period, Salary Advancement may be possible for some same-band reassignments associated with competitive selection for a new position in the same band if the contribution of the employee in the new position is expected to reflect broader scope and responsibility and greater impact than the employee is exercising in his or her current position.  The DCIPS bands remain intact and the value of work within a band remains substantially similar.  Previously, DCIPS policy did not permit such Salary Advancement within the same band as salary progression was tied to performance recognition through the DCIPS pay pools.  During the DCIPS INTERIM period, the final determination as to whether an employee is eligible for a Salary Advancement, and whether such advancement, is warranted is the result of a multi-step process explained in this document.  As under the GS/GG system, there are very limited exceptions to the requirement for competition associated with Salary Advancements.  They include 1) documented career ladders continued upon conversion to the DCIPS occupational structure (pay bands); and, 2) DCIPS developmental programs.  
As noted throughout DCIPS INTERIM documents, DCIPS bands remain the basis of all occupation and classification actions; GGEs exist to provide for salary alignment for employees to the GS/GG system as required by the NDAA FY2010.  GGEs exist only to facilitate salary ranges and to support periodic increases; they do not represent discrete levels of work and must not be used in that context.   
DCIPS INTERIM:  Minimum Eligibility Requirements for Promotion to the Next Band:

· One year in the next lower DCIPS band, or equivalent experience, while performing duties similar to the position being advertised.  This is similar to the promotion eligibility requirements in the GS/GG system for time in grade and specialized experience.  
DCIPS INTERIM:  Minimum Eligibility Requirements for Salary Advancement Within the Same Band:
· One year in the same band, or GS/GG grade if not in a DCIPS pay band for one year, or combination thereof, as the position applied for, performing duties similar to the position being advertised.  This is similar to the requirement in the GS/GG system for one year at the next lower grade level in order to meet minimum eligibility requirements for promotion.  
· Employee is not currently aligned to the highest GGE in the band. 
· Employee has not received a promotion; developmental or career ladder salary increase; or, Salary Advancement, i.e., an increase in salary for movement within the same band; in the 52 weeks prior to the closing date of the vacancy announcement.  QSIs and periodic increases are not included in this determination. 
· Those selected for a new position within the same band who do not meet the minimum requirements as of the closing date of the announcement are not eligible for Salary Advancement.  

· Note:  Meeting minimum eligibility requirements does not guarantee Salary Advancement upon selection for a new position within the same band.

Vacancy Announcements

· Vacancy announcements will include a statement that the expected contribution of the selectee in the new position based on personal qualifications, including knowledge, capability to deal with complexity, broad scope and responsibility, and impact mission will be evaluated for pay setting purposes.  

Processing of Selection Packages
1. When a Vacancy Announcement closes, HR forwards Certificate(s) of Eligible Candidates noting: 
· those internal applicants who meet minimum qualification requirements for promotion or reassignment; and/or,

· those external candidates who meet the minimum qualification requirements for the position.  
Note:  Requirements associated with identifying those with veterans’ preference do not change.
2. Appropriate Management Official Makes Selection.  Upon consideration of all documentation in the resume/application package in relation to the vacancy announcement, and other requirements, to include merit systems’ principles and veterans’ preference, as applicable, the appropriate management official makes selection in accordance with component process.  Managers are always encouraged to carefully compare the requirements of the position as noted in the vacancy announcement with the information provided by the applicant in the application package.  
3. HR Receives Selection Package:

· Promotion.  If the selection is for promotion from one band to the next highest band, HR processes the action as a promotion.  
· New Position in the Same Band.  If the selection relates to a new position in the same band, HR reviews the package to determine appropriate action. 

a. While a banded employee can compete for a position in the same band at any time, the employee must meet the Minimum Eligibility Requirements for Salary Advancement Within the Same Band (see above).  If the selectee was not eligible for Salary Advancement on the closing date of the announcement, the action is processed as a reassignment with no salary increase.

b. If the applicant is minimally qualified for consideration of Salary Advancement upon application of the standard criteria, i.e., one year in the same band as the vacant position, or GS/GG grade if not in a DCIPS pay band for year, or combination thereof, performing duties similar to the position being advertised, and has not received a salary increase (promotion; developmental or career ladder salary increase; or, Salary Advancement, i.e., an increase in salary for movement within the same band) in the 52 weeks prior to the closing date of the vacancy announcement, HR must determine if Salary Advancement is appropriate for this reassignment by applying the DCIPS INTERIM Standard Salary Advancement Worksheet. 
· New Hire/External Candidate.  If selectee is a new hire, i.e, external candidate, the full range of the DCIPS pay band is considered when setting salary.  Factors such as experience, current salary and internal equity are considered when determining appropriate salary within the band.  Once approximate salary is determined, HR must determine the GGE using the GGE determination processes. 

5.  The DCIPS INTERIM Standard Salary Advancement Worksheet.  The DCIPS INTERIM Standard Salary Advancement Worksheet is used consistently across the Defense Intelligence Enterprise/DCIPS organizations to determine if Salary Advancement is appropriate for selectees for new positions within the same band.  It may be applied in hard copy, soft copy or other format that meets the requirement of the specific component.  For a reassignment to a new position within the same band to warrant a Salary Advancement, the contribution of the employee in the new position must be expected to reflect broader scope and responsibility and greater impact than the employee is exercising in his/her current position.  
The DCIPS INTERIM Standard Salary Advancement Worksheet provides specific criteria to evaluate the employee’s increased contribution in relation to the new position, based on the vacancy announcement and the selectee’s application package.  Receiving a “Yes” response on all three criteria indicates that an eligible selectee warrants a Salary Advancement within the same band.  The DCIPS INTERIM Standard Salary Advancement Worksheet must be retained as part of the selection package.
· Using the DCIPS INTERIM Standard Salary Advancement Worksheet.  HR makes determination regarding Salary Advancement, taking into consideration the recommendation of the selecting official or hiring manager, using the worksheet. 

a.  If any of the responses to the three criteria is “No,” the action is a same-band reassignment with no change in salary. 

b.  If all three responses to the three criteria are “Yes,” a Salary Advancement is appropriate and the new salary is set using the 2-step GS/GG system promotion pay setting rule. 
DCIPS INTERIM Standard Salary Advancement Worksheet

The DCIPS INTERIM Standard Salary Advancement Worksheet is used consistently across the Defense Intelligence Enterprise/DCIPS organizations to determine if Salary Advancement is appropriate for selectees for reassignments within the same band.
Selectee: ____________________________

Vacancy Announcement Number:  _____________________

Vacancy Announcement Position Title:  _____________________________

Vacancy Announcement Pay Band:  ____________________________

Considering only the vacancy announcement and the selectee’s application package, apply the following criteria to determine if the contribution of the employee in the new position is expected to reflect broader scope and responsibility and greater impact than the employee is exercising in his/her current position.  Receiving a “Yes” response on all three criteria indicates an eligible selectee warrants Salary Advancement within the same band.  

	Yes / No – Knowledge and Skills.  The kind and nature of the employee’s knowledge and skills will have greater impact and contribution on mission success.  

	Yes / No – Complexity.  The contribution of the employee will support mission success in more complex areas, to include more challenges, broader application and greater autonomy.

	Yes / No – Scope and Effect.  The purpose and impact of the work in the new position will require greater contribution to support mission success with broader scope and effect and higher risk.    


Current GGE/Salary:  __________________________

New GGE/Salary:  _____________________________

The DCIPS INTERIM Standard Salary Advancement Worksheet must be retained as part of the selection package.

