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Army DCIPS Developmental Program
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2. PURPOSE
This document provides guidance for the implementation, management, and compensation of developmental positions and employees appointed under title 10 USC 1601 in the Army DCIPS Developmental Program (ADDP). 
3. APPLICABILITY:  This policy applies to the positions and employees in the entry/developmental level in the Professional Work Categories established in accordance with Reference 1(e).  Specifically, it applies to Army centrally funded interns; local interns; upward mobility employees; employees on career ladder positions continued at conversion; developmental employees; and, employees in formal training programs.  Positions and employees in the Technician and Support Work Category, and those covered by the Federal Wage System or equivalent and members of the Defense Intelligence Senior Executive Service (DISES) and the Defense Intelligence Senior Level (DISL) are excluded. 
4. OBJECTIVES.  The ADDP is designed to support organizational goals to recruit highly skilled individuals; and to develop, motivate, and retain a diversified workforce of high performing skilled employees
5. RESPONSIBILITIES.
a. The Assistant Secretary of the Army for Manpower and Reserve Affairs (ASA (M&RA)) shall:
(1)  Establish broad policy and objectives for DCIPS within the Army and in coordination with HQDA Deputy Chief of Staff (DCS), G-2 approve DCIPS policy guidance. 

(2)  Exercise oversight over DCIPS including but not limited to serving as the approval authority for program policy and strategic direction; and periodically review and evaluate DCIPS to ensure that implementation goals are accomplished. 

(3)  Provide program evaluation data and other reports to USD (I), as required. 

b. The HQDA, DCS, G-2 shall:

    (1)  Establish the ADDP strategic direction, provide the overall policy framework, and approve policy guidance for the administration of the ADDP.
        (2) Serve as the Army Functional Chief (FC) and designate a Functional Chief Representative (FCR) and a senior civilian advisor for the Intelligence Career Program, (CP-35).
c. The HQDA ADCS, G-1 (Civilian Personnel) shall:
(1) Provide advice and assistance to the HQDA, DCS, G-2 on all civilian human resources programs. 
(2) Ensure alignment of DCIPS policies and procedures with the Army’s strategic human capital plan and transformation goals. 

(3) Support the implementation and sustainment of the DCIPS policies and programs.

d. The HQDA, ADCS, G-2 shall:
(1) Provide executive advice and consultation to the DCS, G-2.

(2) Direct the full spectrum of the ADDP policies and systems through supervision of the ODCS, G-2, Director, Intelligence Personnel Management Office (IPMO).

(3) Ensure the execution of the ADDP is in compliance with DoD DCIPS policy guidance.
(4) Serve as the Army Functional Chief Representative (FCR).

e. The HQDA, ODCS, G-2, Director, Intelligence Personnel Management Office (IPMO) shall:

(1) Design, develop, implement, administer, and evaluate Army DCIPS policy and programs, as directed by the HQDA DCS, G-2 in coordination with USD (I), HQDA, ADCS, G-1, the Civilian Human Resources Agency (CHRA) and other agencies as necessary. 

(2) Ensure civilian personnel programs, policies, regulations, and procedures align with functional goals and objectives.

(3) Respond to official inquiries from Congress, ODNI, DoD, and Army regarding DCIPS. 

(4)) Act on requests for personnel actions or entitlements requiring HQDA or higher level decision or approval. 

(5) Provide advice, assistance, and training on DCIPS programs. 

(6) Develop broad-based DCIPS civilian human resources products in coordination with senior intelligence officials.

f. Army Commanders. Commanders of the Army Commands, the Commanders of the Army Service Component Commands, the Commander/Superintendent of the Direct Reporting Units and the Administrative Assistant to the Secretary of the Army (for purposes of this delegation, the Principal Officials of the Headquarters, Department of Army (HQDA), their staffs and other elements, including Field Operating Agencies, Staff Support Agencies, and those Direct Reporting Units not covered above (to include the U.S. Army Acquisition Support Center) fall under the purview of the Administrative Assistant to the Secretary of the Army) shall:

(1) Identify ADDP intake requirements to include the number and pay band for each professional work category.

(2) Instill a compensation philosophy that optimizes productivity, organizational effectiveness, and cost-efficiency while meeting mission requirements. 

(3) Establish a specific training plan to support each professional work category.
(4) Determine the amount of employees’ base pay adjustments.
(5) Ensure sufficient resources to support pay adjustments.
(6) Ensure regular counseling and appraisal of employees’ progress throughout the program.  It is critical to conduct supervisory/employee appraisal/feedback sessions on a regular basis. 

g. Command Civilian Human Resources Directors shall serve as command advisors for all civilian human resources systems and programs and the primary point of contact for the HQDA, ODCS, G-2 IPMO on DCIPS and recommend changes to DCIPS regulations and standards through command channels.

h. Servicing Civilian Human Resources (CHR) Organizations shall provide ADDP compensation administration guidance to activity commanders, supervisors, and managers. 
i. Supervisors and Managers will:
(1) Determine eligibility of covered employees for developmental salary increases.

(2) Initiate recruitment requests and personnel action requests for developmental salary increases through servicing civilian human resources organizations.

(3) Ensure employees are performing at the “Successful” level or above, as defined in Reference 1 (j), before approving a developmental salary increases. 

(4) Be consistent in setting entry-level salary considering the qualifications of the employee/applicant, equity among current ADDP employees, and availability of funds.  
6. CONVERSION INTO DCIPS. Army Civilian Training, Education, and Development System (ACTEDS) funded interns, local interns, upward mobility employees, employees on career ladder positions continued at conversion, developmental employees, and employees in a formal training program converted to DCIPS in the same manner and at the same time that other Army employees in their organizations converted to DCIPS. Employees were placed in the appropriate pay band, work category and work level and did not receive a reduction in pay.
a. DCIPS Developmental Program and Prohibition on Career Ladders.  DCIPS does not provide for the establishment of or assignment of employees to Career Ladders.  Instead, under DCIPS, all positions in the Professional Work Category provide for non-competitive progression through Band 2, and into the first quartile of Band 3, where the developmental program ends.  Such progression occurs upon meeting of milestones explained throughout this guidance. 
b. Continuation of Career Ladders.  Employees hired into documented developmental career ladder positions prior to conversion to DCIPS pay bands may be advanced non-competitively to the established full performance of the career ladder, as documented on the SF-50.  There are no career ladder appointments in DCIPS. Only career ladder positions of those employees appointed prior to the date of conversion to DCIPS shall be continued at conversion.
c. Employees in programs listed in (6) above remain eligible to compete for any position for which they are qualified, however, if selected, and the employee accepts a position outside of the program they are a part of, the conditions and the entitlements of that program are replaced by conditions and entitlements of the new position upon effective date of the appointment to the new position.
d. Employees in programs list in (6) above remain eligible to receive salary increases, bonuses, and performance awards through any DCIPS process, unless specifically exempted.  
7. CLASSIFICATION.  Developmental positions are mapped to the Professional Work Category pay bands and work levels as follows:
Professional Work Category.  Generally the initial developmental assignment is no higher than the Entry/Developmental level pay band 2 with career progression to the full performance level, first quartile of pay band 3.  Employees are assigned work designed to provide the competencies, skills, and experience that will prepare them to perform work at the full performance level, pay band 3. 
Professional Positions
· GG-07 through GG-10 (pay band 2)
· GG-11 through GG-13 (pay band 3)
8. COMPENSATION.  Delegations of authority for setting base pay are prescribed in Reference 1(h).
     a. Setting Entry Level Base Pay Rate for Developmental Employees. Headquarters, Department of Army (HQDA), Assistant G-1 for Civilian Personnel (AG-1(CP)) will establish the entry-level base pay rates for all centrally funded DA interns. The Functional Chief Representative (FCR) for each career program will establish the entry-level base pay rate consistent with the base pay rates established for centrally funded DA interns.  Not every developmental position has an established career program. In these situations, Commanders will identify an equivalent to the FCR to perform the functions of the FCR in accordance with Reference 1(q). A newly appointed developmental employee will have his/her pay established based upon the previous GS equivalent of the position being filled. Pay may be set anywhere between the step one rate of the former GS-grade equivalent plus 30% (up to the pay band maximum rate of pay). Decisions should consider the following factors to ensure internal equity and compliance with merit principles:
• education 
• directly related work experience

• qualifications of the individual

• labor market

• scarcity of candidates

• organizational need

• career program requirements

• fiscal accountability

• other job offers the candidate may have received

• future earning potential as the employee is moved through the pay band

     b. Eligibility for Base Pay Increase with in the Program.  Non-Competitive Base pay rate increases may be awarded to employees at the entry/developmental level in professional work category positions to recognize that the employee has acquired the set of predefined objectives and competencies through training or on-the-job experience as identified in the Individual Development Plan (IDP) and has met performance expectations.  Management must document in writing that the employee has completed the training and job assignments required in his/her IDP and performance plan and is performing at the Successful level or above. If training or other developmental requirements are not completed through no fault of the employee, the supervisor will determine when the objectives should be completed and if a developmental base pay rate increase is recommended or should be delayed. The developmental base pay rate payment is in addition to any bonuses that may be awarded during the annual performance payout, or awards through the Army awards programs. The manager may recommend a developmental base pay rate increase every six months, during the appraisal period, or in conjunction with the annual pay pool performance payout in accordance with established procedures. The amount of the payment is intended to assure a measured progression through pay band 2 of the Professional Work Category to the full performance level so payments may vary through the developmental period. Generally, developmental base pay rate increases will be no more than 20% per year, but may be higher or lower depending upon individual circumstances. All pay decisions will be fully documented on the developmental base pay rate checklist at Enclosure 1 and made a matter of record. A transmittal memorandum will be sent to the servicing HR Office to document the approved salary for the employee and will be filed on the left side of the employee's OPF. The transmittal memorandum and any necessary documentation must be submitted 45 days prior to the effective date of the action. The checklist will be maintained by the authorized management official. Requests for approval to award a developmental base pay rate increase of more than 20% annually will be sent to the appropriate FCR.

c. Setting Pay For Promotion.  HQDA, AG-1(CP) will establish the target salary ranges in pay band 3 for centrally funded ACTEDS interns. The FCR will establish the target salary ranges for all other developmental employees at the time of recruitment consistent with target salary ranges for centrally funded DA interns this authority may be further delegated within Army organizations to the lowest practical level.  An authorized management official may approve a non-competitive promotion from pay band 2 to pay band 3 for a developmental employee who has achieved the predefined job-related competencies and has acquired the experience required to perform at the full performance level. Upon promotion, an employee's base salary may not exceed the maximum of pay band 3, but may be increased from 6% up to 12%. An increase above 12% may be required in order to achieve the target salary level. Any increase higher than 12% must be based on specific factors that warrant such an increase. Such factors may include the competencies achieved, employees in the unit performing similar type work, expected contribution to the mission, etc. A manager at a level higher than the authorized management official recommending the increase will approve an increase to an employee's salary greater than 12%.  All pay decisions that increase pay higher than 6% must be fully documented and made a matter of record. The authorizing official will send a transmittal memorandum indicating the approved salary increase to the servicing HR Office. Requests for personnel action to promote employees must be submitted 45 days prior to the effective date of the salary increase. 
d. Approval and Documentation Procedures. The approval levels for setting pay under this section are specified in Reference 1(k). The requirements and limitations imposed by Reference 1(g) will be followed unless exceptions are permitted and approved by the proper officials to whom pay setting approval authority has been delegated.  Written procedures must be in place and identify when higher increases are appropriate.  Pay setting decisions will be consistent, fiscally sound, based on financial considerations, local labor markets, scarce skills and salaries of current employees the organization.  Managers will coordinate with the financial community, and/or the Army centralized training program office when necessary. All pay setting decisions will be in writing to ensure an adequate audit trail and will be maintained by the supervisor in his or her files. Requests for exceptions to established pay setting procedures will go to the FCR for approval. The approving official will send written documentation to the servicing HR Office to document the approved salary for an employee.

e. Funding of Developmental Base Pay Rate Increases. Developmental base pay rate increases are funded separately from the pay pool process.  Pay Pool Performance Review Authorities or, if delegated, Pay Pool Managers, must use appropriate funding sources to establish a fund for developmental base pay rate increases if there are pay band 2 employees in the organization.  
f. Consideration of Developmental Employees by Pay Pools. All employees covered by this guidance are eligible to participate in the pay pool process for both base salary increases and bonus as prescribed by Reference 1(g). Developmental employees are included in the calculations used to set funding levels for salary increases and bonuses.  Centrally funded ACTEDS developmental employees are excluded from receiving bonuses funded by ACTEDS resources.  
9. PERFORMANCE MANAGEMENT. Developmental employees will follow the initial DCIPS appraisal period of 19 July 2009 through 30 September 2010 and a standard DCIPS appraisal period of 1 October through 30 September each year thereafter. There will be one rating of record for each rating cycle, although there will be six-month performance reviews which may result in more than one increase to the employee’s base salary as a result of increases under the ADDP.

a. Aligning Performance Expectations and Training Requirements with Organizational Strategic Goals.  Supervisors will establish employee performance objectives within 30 days of assignment.  Objectives will directly align with the organization's strategic goals and mission that will link to the Individual Development Plan (IDP) and any on-the-job training experiences planned for the fiscal year. The objectives will be developed in accordance with Specific, Measurable, Achievable, Realistic/Relevant, and Time-Bound (SMART) guidance. When communicating performance objectives to interns/developmental employees, supervisors will fully explain the relationship between an intern's performance objectives and training requirements to the achievement of organizational goals, objectives, and ultimately the accomplishment of the mission.

b. Unacceptable Performance. A developmental employee with a current rating of Unacceptable (Level 1) is not eligible to receive a pay increase associated with a rate range adjustment, local market supplement, performance payout, or the ADDP. If the employee is on a trial period, serious consideration should be given to the suitability of the employee for continued government employment. If the employee is not on a trial period, serious consideration should be given to whether the employee should be allowed to remain in the internship/developmental program and other appropriate actions should be taken.
c. Pay Pool Composition.  The pay pool composition for centralized ACTEDS interns will be determined by HQDA, ODCS, G-2. For all other developmental positions covered by this guide, pay pools will be structured in accordance with DoDI 1400.25, Volume 2012. Within those guidelines, the organization can decide to establish a single pay pool for interns or integrate interns into other pay pools. In general, commands with appropriate delegations of authority will issue further guidance on designing pay pools within their organizations.

10. STAFFING AND EMPLOYMENT. The ADDP is competitive, and designed to prepare employees in various occupations for subsequent advancement in the Professional Work Category.

a. Trial Periods. All DCIPS employees, to include developmental employees, are subject to a trial period of two years. Employees who have completed the initial trial period in another position in DCIPS prior to accepting the developmental position will not be required to complete another trial period.

b. Qualifications.  Qualification requirements shall be determined in accordance with Reference 1(j). General qualification profiles will include descriptions of the competencies, knowledge, skills, abilities, education, training, and the type and quality of experience required for successful job performance in DCIPS work categories, occupations, and work levels as defined in Reference 1(e).

c. Evaluating Qualifications.  Applicants must meet the minimum qualification requirements established for the work category, occupational work level, and pay band. 

d. Comparison of DCIPS and Office of Personnel Management (OPM) Minimum Qualifications.  In the absence of DCIPS specific qualification profiles, OPM qualification standards will be adapted to evaluate candidate qualifications in accordance with Table 1 below:
Table 1 Application of OPM Minimum Qualifications to DCIPS

	DCIPS WORK CATEGORY
	WORK LEVEL
	PAY BAND
	MINIMUM QUALIFYING GRADE USING GS GRADE-BASED STANDARDS

	Professional 
	Entry/Developmental 
	2
	GG-07

	Professional 
	Full Performance 
	3
	GG-11


e. Exception to Time-in-Grade (or Time-in-Band).  DCIPS positions are excluded from time-in-grade (or time-in-band) restrictions. However, employees will remain in pay band 2 positions until they complete all the requirements in their training plan, graduate from the ADDP and show the potential to perform at the full performance level of the occupation. All developmental employees should be promoted in accordance with their Master Intern Training Plan (MITP) requirements.  Employees will be noncompetitively promoted to pay band 3 at an appropriate time and will continue their training program requirements.
f. Modification to Qualification Standards.  Commands may propose modifications to the qualification standards. A request to establish or modify an existing OPM qualification standard will be sent through an organization’s chain of command, i.e. the Commanders of the Army Commands, the Commanders of the Army Service Component Commands, the Commanders of the Direct Reporting Units, and the Administrative Assistant to the Secretary of the Army to HQDA DCS G-2, IPMO. 

g. Targeting Recruitment. Within limits set by law and regulation, the Army Commands with DCIPS positions may limit consideration of applicants to the smallest group that will ensure that a sufficiently diverse pool of qualified applicants is available to meet mission staffing requirements.  Source groupings may be limited to the local commuting area or may be regional, national, or worldwide.  They may include DoD IC staff, other IC staff, or all sources.
h. Noncompetitive Promotions. The full performance level position must be identified on the vacancy announcement for all professional Work Category positions advertised at the Band 2 level.  The announcement should note the entry level pay band 2 (Professional Work Category) salary range with eligibility for non-competitive promotion potential to full performance level, first quartile of pay band 3 (Professional Work Category). Developmental employees must complete all the requirements in their training plan and have a performance rating of Level 3 (Successful) or above to be eligible for promotion to pay band 3 (Professional Work Category). Developmental employees will progress through pay band 2, gaining experience and knowledge as they complete work in the band, while they are completing their training plan. This progression is not considered a promotion since the employee remains in pay band 2 until completion of the developmental program.

i. Records Disposition. Commands/Activities are to retain individual developmental file records to include recruitment/selection documentation, training agreements, position descriptions, and training plans for a period of two years following completion of the program. 

11. Completion of the DCIPS Developmental Program.  Under the ADDP, trainees shall complete their training and then be integrated into the organization’s regular performance management system and pay for performance programs when:

        (1) The supervisor certifies that the employee has completed the program requirements; and

        (2) The employee’s base salary falls within the first quartile of Pay Band 3 while the employee is still assigned at the Pay Band 2 Level; OR

        (3) The employee is promoted to Pay Band 3; OR
        (4) 48 months after the employee’s initial assignment to the position for which originally hired (i.e. AMC Fellows).

DCIPS Developmental Employee Base Pay Rate Increase Checklist

Name:______________________________________________________________

Position: (Series Pay Band): ____________________________________________

· Date of entry into Army DCIPS Developmental Program(ADDP):______________
· Meets Career Program criteria identified in MITP and IDP.

Explain__________________________________________________________

________________________________________________________________

________________________________________________________________

· Current base salary, local market supplement (LMS), or Targeted Local Market Supplement, and total salary:

Base Salary: ____________________

LMS: __________________________

TLMS: _________________________

Total Salary: ____________________

Any additional compensation (i.e., 3Rs): _________________

· Target salary range: ________________________________
· Internal equity within immediate organization: Y______ N______

· Acceptable Level of Performance: Y______ N______

· ______% increase recommended (generally no more than 20% annually)
Justification: _____________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

· Proposed Total Salary:

Base Pay: ________________________

LMS: ____________________________

TLMS:

Total Pay: ________________________

Supervisor’s Name/Signature/Date:

______________________ ______________________________ __________
Printed Name Signature Date:
______________________ ______________________________ __________
Higher Level Manager’s Approval (if required):

_______________________ ______________________________ __________

Printed Name Signature Date

_______________________ ______________________________ __________
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