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PROCEDURES

___________________


REDUCTION IN FORCE (RIF)

HOW IT WORKS

Generally, RIF is the term used to describe the process of a reduction in the numbers and/or types of permanent personnel assigned.  The term is also used to describe the process of determining which employees are affected by the reduction through release from their competitive level by separation, demotion, furlough for more than 30 days, or reassignment requiring displacement of another employee.  RIF rules do not apply to temporary employees.

A RIF has many dimensions.  Although the most traumatic part is the bottom line impact on employees, how you get to the bottom line is an awesome process in itself.

RIF does not begin or end with layoff or placement notices to employees.  The process begins with deciding what jobs are affected.  Based on A76 decisions or budget and manpower constraints, management has responsibility for determining the number and types of employees needed to accomplish its mission.  This includes responsibility for determining which jobs will be abolished when resources are reduced.

Because of the large number of variables affecting RIF it is impossible to project the actual impact on a specific individual.  If you are involved in a RIF, a member of the Civilian Personnel Advisory Center (CPAC) staff will explain to you why and how you were affected.  They will also explain your placement rights, outplacement assistance available, and other related matters.

Any impacted employee will be provided written notice at least 60 days prior to the effective date of the placement or separation action.  Employees reassigned within their competitive level are not considered affected by RIF and written notice is not required.  


COMPETITIVE AREA
A competitive area (CA) is the organizational or geographical boundary in which employees compete for retention under RIF regulations.  Employees compete for retention only with other employees in the same CA; they do not compete with employees in other CAs (organizations outside their CA).  At the time Fort Leonard Wood (FLW) begins providing personnel services to tenant commands, a decision is made to either include or exclude the tenant command (or part of it) in the FLW competitive area.  The determination of whether to include or exclude the tenant command is normally made by the tenant command's higher headquarters and formally documented in a servicing agreement.

The commuting area also controls CAs.  Personnel assigned to Directorate of Public Works (DPW) are in Fort Leonard Wood’s CA while off-post personnel, assigned to DPW but located at different locations, are in separate CAs.

Changes can be made to the CAs when new groups of employees are added to or removed from the CPAC's servicing area or when formal agreements with tenant commands are renegotiated and approved by local and higher headquarters' commanders.

A listing of the CAs serviced by the FLW CPAC is on 

Page 29.


COMPETITIVE LEVEL
One of the basic concepts of RIF are that employees in similar or inter-changeable positions within a CA compete to determine which employees will be retained in their current positions.  The competitive level (CL) is the means of identifying and grouping together inter-changeable positions for RIF competitive purposes.  Several criteria must be met for jobs to be considered to be "like positions".  Those criteria are:

-- The jobs must be the same grade and classification series.  This means that a GS-10 cannot be in the same CL with a GS-11 or a GS-09.  Similarly, a GS-0322 cannot be in the same CL as a 

GS-0318.

-- The positions must be within the same CA.  In RIF, a position in the Fort Leonard Wood, 01, CA cannot be in the same CL as a position in TMDE Support Group, 14, CA. (Refer to CAs on page 29.)

-- The jobs must be similar enough in duties, qualification requirements, pay schedules, and working conditions so that the incumbent of one position can successfully perform the critical elements of any other position in the CL without undue interruption to the activity.  The successful performance of critical elements must be without any loss of productivity beyond that normally expected in the 

orientation of any new, but fully qualified, employee.

For example, all Clerk (OA), GS-0303-04, positions in a CA would be in one CL, while all Clerk-Steno, GS-0312-04, positions would be in a different CL.  This is assuming the only significant difference in the positions is that one group of positions requires qualified typists and the other group of positions requires qualified stenographers.  Similarly, a Materials Handler (MVO), WG-6907-05, who operates a motor vehicle, would be in a separate CL from material handlers whose duties do not require operation of a motor vehicle. This distinction is based upon the difference in duties and qualification requirements between the two types of positions.

An important point to remember on CLs is that the determination of whether positions are "like" is based upon the requirements of the position, not upon the qualifications or abilities of the employees who occupy those positions.  While one of the individuals in the CL for Secretary (OA) may also be a qualified stenographer, he/she would compete with other secretaries in the OA CL, not with the secretaries in the stenography CL.  Finally, competitive and excepted service positions are placed in separate CLs.


RIF RETENTION REGISTERS
All employees in a CL are listed on a retention register in order of their retention standing for RIF.  

Four factors (Tenure, Veteran Preference, Length of Service, and Performance Ratings) determine how employees are listed on the retention registers.

TENURE GROUP

Tenure groups are categories in which employees are ranked for retention during RIF.  The tenure group is defined by an employee's type of appointment.

(a) Competitive Service Tenure Groups.

Group I - Career Employees (usually have at least three years consecutive, permanent Federal civilian service and are not serving probation). 
Group II - Career-Conditional Employees (usually have less than three years consecutive, permanent Federal civilian service and career employees serving probation). 
Group III - Employees serving under indefinite appointments such as TERM, TAPER or status quo.

The following employees are listed separately after groups I, II and III, and are released before anyone else in the competitive level.

-- Employees who have a current rating of record of unacceptable and have received a final written decision of removal.

-- Employees on temporary appointment with a specific time limitation.

-- Employees who have received decisions on their removal from their jobs for other reasons.

(b) Excepted Service Tenure Groups.

Group I: Each permanent employee whose appointment carries no restriction or condition such as conditional, indefinite, specific time limit, or trial period.

Group II: Each employee:

- Serving a trial period; or

- Whose tenure is equivalent to a career-conditional appointment in the competitive service in agencies having such excepted appointments.

Group III: Each employee:

- Whose tenure is indefinite (without specific time limit) 

but not actually or potentially permanent; or

- Whose appointment has a specific time limitation of more than one year; or

- Who is currently under a temporary appointment limited to one year but has completed one year of current continuous service.  An employee serving under such a temporary appointment who does not have one year of current continuous service is not in tenure group III and is not a competing employee.


VETERANS PREFERENCE 

After division of employees into groups based upon tenure, they are further divided into subgroups based upon veteran preference.  The subgroups are: AD - Veterans who have preference eligibility for RIF based on a compensable service-connected disability of 30 percent or more; A - Veteran preference eligible not included in subgroup AD, including spouse of a 100% disabled veteran or widow preference eligible; and 
B - Employees who do not have veteran preference and those employees who are not entitled to veteran preference for RIF purposes. This group includes retired military whose retired pay is based on 20 or more years of full-time active service (with some exceptions).

A military retiree's non-entitlement to veteran preference for RIF purposes is noted on SF-50-B, Notification of Personnel Action.

The tenure groups and subgroups are listed like this:

Tenure Group I - Subgroup AD

                 Subgroup A

                 Subgroup B

Tenure Group II - Subgroup AD

                  Subgroup A

                  Subgroup B

Tenure Group III - 

                  Subgroup AD

                  Subgroup A

                  Subgroup B

LENGTH OF SERVICE

The next factor, used to further divide employees within a subgroup is length of service.  This includes the employee's total creditable Federal civilian and military service.  Keep in mind that not all military service is creditable for RIF.  The length of service is used to determine an employee's Service Computation Date (SCD).  


CREDIT FOR PERFORMANCE
Employees are given additional service credit and their SCD is adjusted based on their performance ratings. The service credit is the mathematical average of the three most recent annual performance ratings of record received during the four-year period prior to the established performance rating cutoff date.

To provide adequate time to properly determine employee retention standing prior to a RIF, a cutoff date for receipt of new ratings is established prior to the date of specific RIF notices.

The value assigned to each annual performance rating of record is:

-- 20 additional years for  Exceptional

-- 16 additional years for Highly Successful

-- 12 additional years for Fully Successful

-- 0 additional years for ratings below Fully Successful

For example, an employee whose last three annual ratings received in the previous four years were Exceptional (E), Highly Successful (H), and Fully Successful (L), 16 years would be added to the total service for RIF purposes (20 points (E rating) + 16 points (H rating) + 12 points (L rating) = 48 divided by 3 = 16).  In computing the average, fractions are rounded to the next higher whole number.

Additional retention service credit for employees who do not have three actual ratings of record during the 4-year period prior to the established cutoff date for ratings of record shall be determined as follows:

  1.  An employee who has not received any rating of record during the 4-year period shall receive credit for performance based on the modal rating for the installation; e.g., the most frequently assigned rating on the installation.

  2.  An employee who has received at least one but fewer than three previous ratings of record during the 4-year period shall receive credit for performance on the basis of the value of the actual rating(s) of record divided by the number of actual ratings received.  If an employee has received only two actual ratings of record during the period, the value of the ratings is added together and divided by two (and rounded in the case of a fraction to the next higher whole number) to determine the amount of additional retention service credit.  If an employee has received only one actual rating of record during the period, its value is the amount of additional retention service credit provided.

FIRST ROUND OF RIF

In the first round of RIF competition, employees within a CL compete for retention.  This step of the RIF process is one of the most misunderstood.  The process involves identifying the positions that have been abolished, determining whether there are any vacant positions within the CL that management has chosen to fill for use in placement of the affected employees, and determining which, if any, employees will be released from the CL.

If sufficient vacancies exist within the CL to place the excess employees, the placement actions are handled by reassignment.  Many employees consider this a RIF action because of the change to a different position.  However, by regulation, this type of placement is not a RIF action.  The employee whose job is abolished does not have the choice of being placed into the vacancy within the CL or displacing an employee with lower retention standing.  Whenever an employee's job is abolished, and there are not any vacancies for placement, and there is someone with lower retention standing within the CL, the employee will be offered the position occupied by the employee with lowest retention standing.  The employee at the bottom of the retention register might be in another division, branch, or organization

within the CA.

The term for this manner of placement is "displacing".  The action to place the employee whose job is abolished through displacing is handled by reassignment, not a RIF action.

The subsequent action to place the employee who is "released from the competitive level" is a RIF action.


SECOND ROUND OF RIF
Following release from a competitive level, an employee may be eligible to be assigned to a position in another competitive level.  When an employee is released from a competitive level, an agency must:

- Determine whether the employee has an assignment right; 

- Offer the position (or an equivalent one) to the employee if the employee has an assignment right; or

- If an employee has no assignment right or refuses an offer, the agency may separate the employee.

Competitive service employees in tenure groups I and II who have current annual performance ratings of at least minimally successful or higher are entitled to an offer of assignment if they have "bumping" or "retreating" rights to an available position in the same competitive area.

Competitive service employees in groups I and II with current performance ratings of "fails" and all competitive service employees in group III, have NO assignment rights to other positions.

Employees in excepted service positions do not have any bump or retreat rights.

The records of all employees released from their CLs during the first round of RIF are used during the second round of RIF.  Employees' placement rights are determined by their retention standing (tenure group, veteran preference, and adjusted SCD).  The employee with the highest retention standing is placed first, the employee with the next highest retention standing is placed next, etc.  Employees who were not impacted in the first round of RIF may be impacted in the second round.

There are two methods of placing employees during the second round of RIF -- "bumping" and "retreating".

Bumping.  Bumping involves displacement of an employee in another CL who is in a lower retention group or subgroup, regardless of length of service.  Two conditions must exist when bumping into another position.

 1.  The employee bumping must be qualified for the position, including any minimum education requirements.

 2.  The employee being bumped must be in a lower retention group or subgroup.

For example, if qualified for the position, the IB (Career Non-Veteran) with 12 years adjusted creditable service could bump the IIA (Career-Conditional Veteran) with 14 years adjusted creditable service.  In this example, both requirements are met.  The IB employee is qualified for the position and is in a higher group or subgroup than the other employee (IB is higher than IIA).  Remember that length of service is not a factor in bumping.  The IB employee cannot bump another IB employee.

Retreating.  Retreating involves displacement of an employee in the same retention group and subgroup with less adjusted creditable service for RIF.  Three conditions must exist when retreating.

 1.  The employee retreating must have previously held the position or one which is substantially the same (same pay plan, series, grade, and similar duties).

 2.  The employee retreating must be qualified for the position, including any minimum education requirements.

 3.  Someone must occupy the job to which retreating in the same retention group and subgroup but with less adjusted creditable service.

For example, the IB employee with 16 years adjusted creditable service could retreat to a position previously held (or substantially the same) that is currently occupied by another IB employee with 15 years adjusted creditable service.  In this example, all requirements for retreating are met.  The IB employee with 16 years service has previously been assigned to that position (or one like it), the employee is qualified for the position, the employee is in the same group and subgroup as the other employee, and the employee has more adjusted creditable service.

ASSIGNMENT RIGHTS DURING THE SECOND ROUND OF RIF ARE LIMITED TO:
-- Positions no higher than the grade from which being released.  When changing between pay plans, the representative rate (GS - Step 4; WG, WL, WS, WD, and WN - Step 2) is used to determine if the position is a higher grade than the one from which released.

-- Positions no lower than three grades or grade intervals below the grade from which being released.  An exception to this is veterans with a 30 percent or more compensable disability in subgroup AD.  These employees may retreat (not bump) into positions five grades or grade intervals below the grade from which released.

A grade interval is the normal grade progression of a specific line of work.  For example, a Supply Clerk's normal line of progression is from GS-03 to GS-04 to GS-05 to GS-06, etc.  If a GS-06 Supply Clerk is in RIF; the lowest grade in which the employee can be placed by RIF is the GS-03.

In the case of a Maintenance Worker, the normal line of progression is WG-05 to WG-07 to WG-08 to WG-09, etc.  If an employee in a WG-09 position of this type is in RIF, the lowest grade at which he/she can be placed in RIF is WG-05.

When changing between pay plans, the representative rate (as explained above) is used to determine whether the position is lower than three grades or grade intervals from the position released.

An employee is entitled to only one proper offer and is entitled to no further offer when he/she accepts, rejects, or fails to reply to that offer.

However, if a position with a higher representative rate than the position originally offered becomes available, the employee may be offered the better position.  Of course, the better position cannot have a higher representative rate than the current position occupied.

An employee's assignment right can also be satisfied by an offer of a vacant position.

When satisfying a permanent employee's assignment right in a RIF, it may be necessary to place the employee in a lower graded position.  An employee placed in a lower graded position by RIF procedures may be eligible for grade and/or pay retention.

Grade and pay retention is designed to minimize the economic loss an employee may suffer as a result of a change to lower grade.

___________________


QUALIFICATIONS
___________________
Qualifications Standards

To be qualified for assignment to an available position or to a vacant position, an employee must:

- Meet Office of Personnel Management (OPM)-established standards and requirements for the position, including any minimum educational requirement, and any selective placement factors established by the agency; 

- Be medically qualified, with reasonable accommodation where appropriate, to perform the duties of the position;

- Meet any OPM-approved special qualifying condition for the position;

- Clearly demonstrate based on overall background, including recency of experience, a positive ability to successfully perform all critical elements of the position upon assignment to it.  The employee's background must show the ability to take over the duties without undue interruption to the activity and without any loss of productivity beyond that normally expected in the orientation of any new but fully qualified employee; and

- Meet the additional requirements of 5 CFR 351.702 if assignment is to a trainee or developmental position.

Waiver of Qualifications in Offering RIF Assignment
To assign an employee to a vacancy, OPM's qualifications standards and requirements for the position, except for a minimum education requirement, may be waived.  To invoke this waiver provision, a determination must be made that the employee has the capacity, adaptability, and special skills needed to satisfactorily perform the duties and responsibilities of the position.  The waiver will be made only at the discretion of management.

Waiver of Qualifications in Offering Positions in Lieu of RIF
As part of pre-RIF placement efforts or in offering a vacant position in lieu of RIF, management may also, without use of RIF procedures, reassign an employee or permit a voluntary change to lower grade to a vacant position for which the employee does not meet minimum qualifications requirements, other than minimum education requirements, when the agency determines the employee has the capacity, adaptability, and special skills needed to perform the duties of the position.

___________________

CAREER TRANSITION ASSISTANCE AND SPECIAL SELECTION PRIORITY

The Department of Defense (DoD) has the well-deserved reputation for making every effort to assure continuing employment for its permanent employees who are affected by RIF.  There are several placement assistance programs available to assist employees in locating available jobs.

PRIORITY PLACEMENT PROGRAM (PPP)

PPP is a computerized referral program that is used throughout DoD.  Employees who are seriously interested in continuing their Federal employment and who are willing to work at other installations will be given an opportunity to register in the PPP.

Registration for activities within the commuting area is mandatory when:  (1) the employee is pending separation without an offer at his/her current grade as a result of RIF; or (2) the employee has declined a transfer of function offer.  While registration, in itself, does not guarantee continued employment, use of the "Stopper List" and "PPP resumes" are required at all DoD installations.

Normally, when an installation has a vacancy to be filled that matches the employee's skills and acceptable grade, a job offer is required.  It is important to realize that proper registration will minimize delays in placement efforts.

Therefore, employees facing separation should be prepared to discuss with a CPAC representative their knowledge, skills, and abilities, (provide a written resume) in addition to where they would be willing to relocate and at what grade level.

Generally, employees can remain in the program for the duration of the notice period.  An employee who might be separated can remain registered for 12 months after separation.

During this period, placement in an appropriate position, declination of a valid offer, retirement, or a personal request will terminate the employee's registration in the program.  One valid offer is all that will be made to an employee.

Once the employee accepts an offer, the Government will pay related travel and transportation costs to the new location to the maximum extent permitted under the DoD Joint Travel Regulation, Vol II.

RETAINED GRADE “R” PROGRAM
Employees under grade retention as a result of RIF or job reclassification are required to register in the "R" program for their own installation.  Registration is for the duration of the retained grade period.

However, if the employee is placed at another DoD activity in a different commuting area through the PPP during the RIF notice period, registration in the "R" program is restricted to that installation for the first year.  An employee who receives an offer as a result of this registration must accept the job or lose entitlement to the retained grade.

DEFENSE OUTPLACEMENT REFERRAL SYSTEM (DORS)
DORS is a cooperative effort between DoD and OPM to provide maximum placement opportunity for DoD personnel and their spouses who may be adversely affected by base closure, downsizing, or whose activity is required to reduce personnel due to budgetary restrictions.  DORS is a voluntary program for registrants and the potential employment offices and not to be confused with PPP which is a mandatory placement program within DoD.

Referral is made to DoD activities, non-DoD Federal agencies and/or private sector to include state and local governments.

INTERAGENCY CAREER TRANSITION ASSISTANCE PROGRAM (ICTAP)

If you are a displaced Federal Civilian Service employee, you may be entitled to receive special priority selection under the ICTAP.  Displaced employees include current or former employees who:  (1) are in receipt of a RIF separation notice; (2) separated because of a compensable disability, whose compensation has terminated, and whose former agency certifies that it is unable to place; (3) retired with a disability and whose disability annuity is being terminated; (4) retired in lieu of RIF; (5) retired under discontinued service retirement option; or (6) separated because he/she declined a transfer of function or directed assignment to another commuting area.  Former Military Reserve or National Guard Technicians who are receiving a special OPM disability annuity are also eligible for this program.

ARMY CAREER AND ALUMNI

PROGRAM (ACAP)
ACAP was developed by DA to assist military and civilian personnel, as well as their family members, in transitioning from their Army positions.  Personnel must have 180 days of continuous service and be separating under honorable (nondisciplinary for civilians) conditions.  This program is mandatory for civilians who are being involuntarily separated, and is strongly encouraged for all others who may be leaving on a voluntary basis. The ACAP Office is responsible for ensuring eligible personnel are identified and informed about the program.  The Transition Service Manager oversees the coordination and implementation of services, and continually assesses requirements for ACAP at FLW.

The ACAP Center is located in Building 470, Room 2218, Soldier Service Center on Replacement Avenue.  Interested eligible personnel should call 596-2755 to make an appointment with an ACAP counselor.  The counselor, in concert with the client, will develop an Individual Transition Plan (ITP) to assess needed services and resources.  Clients desiring help with their job search will receive advice, assistance and use of valuable job search resources.  The ACAP office is open Monday through Friday, 0730 to 1630 hours.

Available job search assistance will involve the development of a resume and cover letter, training on how to network and interview techniques, and access to several automated job banks (e.g., America's Job Bank, Transition Bulletin Board, Federal Job Nationwide Opportunities Watch (FJNOW), Army Employer and Alumni Network (AEAN), and Hot Lead Bulletin Board.  Clients may also use software programs for word processing and completing an application for Federal employment.  An extensive job search library is available, as well as information on small business opportunities and the use of Internet for job search.

REEMPLOYMENT PRIORITY LIST
The Reemployment Priority List (RPL) gives separated employees consideration over outside applicants (with a few exceptions).  To be eligible, you must: (1) be involuntarily separated from a permanent position; (2) have a current performance rating above "fails"; (3) have received a specific notice of separation; and (4) have not declined an offer of assignment to a position equivalent to the grade held prior to separation.

Separated career employees are eligible for RPL for two years from the date of registration. Career-conditional employees are eligible for RPL for one year from the date of registration.

REPROMOTION PRIORITY PROGRAM

Employees being changed to a lower grade will be registered in Fort Leonard Wood’s local Repromotion Priority Program for positions up to and including your retained grade. If you decline an offer (at an intervening grade) as a result of this registration, your entitlement to repromotion consideration for that grade level would cease, but you would continue to receive special consideration for higher grades, up to and including that from which downgraded.  If you decline an offer of repromotion back to your retained grade, you would lose entitlement to grade retention and further priority referral consideration.  Special consideration will also cease when you are no longer entitled to grade or pay retention.

DEPARTMENT OF DEFENSE NATIONAL RELOCATION PROGRAM (DNRP)
The U.S. Army Corps of Engineers is the DoD executive agent for the Defense National Relocation Program (DNRP). DoD’s contract with Associates Relocation Management Company, Inc., (ARMC) provides a number of services to assist you with your relocation.  To be eligible for DNRP, you must be a current permanent government employee; your permanent change of station (PCS) must be in the interest of the government, and not for your benefit; you must have signed a service agreement obligating you to remain in the government service for one year; your PCS expenses must be incurred within two years of your reporting date; and your expenses must be within definitions of the Joint Travel Regulation (See JTR, Volume II for specific PCS information.)

Also, employees affected by RIF who accept job offers from other DoD activities within the U.S. are eligible for the Guaranteed Homesale service available through DNRP.

The following services are available through DNRP:

1. Client Services Counseling. ARMC Client Services Counselors are available from 8:00 a.m. Eastern Standard Time through 5:00 p.m. Pacific Standard Time at (toll free) 1-800-523-3267 to give employees information about the DNRP before you accept a transfer or at anytime during your relocation.  Also, a Destination Services Specialist (DSS) will be assigned to you at your new destination.

2.  Destination Services.  

ARMC offers this service at no charge to the employee through its DSS and its network of brokers.  DoD recommends you use this service to help you make wise buying, mortgage, or renting choices at your new duty station.  You may request this service by calling (toll free) 1-800-523-3267. 

3.  Marketing Assistance.
This service is designed to help you actively market your home and obtain the highest price possible.  The goal of this service is to get an Amended Value Sale, which may net you a greater amount than the appraised value under the Guaranteed Homesale Service (GHS) offer.

Eligible employees will be given information and counseling on DNRP entitlements.

EXPLORING THE EMOTIONAL

IMPACT OF RIF
Employees having trouble coping with stress brought about by the possibility of change (or loss) of job are encouraged to contact any of the following for assistance:

Employee Assistance Program

  596-0212

Post Chaplain (24 hr) 

  596-2127

Hospital Chaplain 596-9550

ACS Financial Planning 

  596-0212

Army Career and Alumni Program (ACAP)

  596-2755

Missouri Career Center 

  596-0294

VOLUNTARY EARLY RETIREMENT AUTHORITY (VERA)
VERA (also known as Voluntary Early Retirement) is only authorized when an agency is undergoing a major RIF, major reorganization, or transfer of function as determined by Office of Personnel Management.

VERA may be an option to the impacted employees during a RIF; however, this authority is contingent upon receipt of authority to conduct the RIF and upon the expected impact of the RIF. 

The eligibility requirements for VERA under both CSRS and FERS are age 50 with 20 years of creditable service or any age with 25 years of creditable service.  Under CSRS, there is a two percent reduction in annuity for each year under age 55.  Under FERS, there is no reduction in annuity.  If the employee has a CSRS and FERS combined annuity, the CSRS reduction applies only to the CSRS portion.  Separate approval from higher headquarters must be obtained before VERA can be offered to employees who receive a special pay rate (Engineers, Pharmacists, Industrial Hygienists, Physician Assistants, etc) or to employees who were hired through direct hire authority (Medical Officers).

DISCONTINUED SERVICE

RETIREMENT (DSR)
If the authority to offer VERA is not granted, those FLW employees impacted by RIF may be eligible for Discontinued Service Retirement.  To be eligible under both CSRS and FERS:

-- The employee must meet the same age requirements as identified for VERA.

-- The employee must have received written notice of separation or of change to a position that is more than two grades lower than the current position.  If, separated or changed to lower grade, the action must be involuntary and not for misconduct or delinquency and the employee must not have declined a reasonable offer of a position with the agency.  A reasonable offer is one, which is (1) in the same commuting area; (2) to a position for which the employee is qualified; and (3) to a position not lower than the equivalent of two grade levels below the employee's current position.

PERMISSIVE

TEMPORARY EXCEPTIONS
Retirement Eligibility.  Employees can request to remain on the rolls past the effective date of RIF in an annual leave status if, in so doing, the employee would attain eligibility for an immediate annuity (optional or DSR).  

Federal Employees Health Benefit (FEHB) Eligibility.  The five-year requirement for FEHB is waived if one of the following retirements apply:

   a.  Optional retirement with receipt of Voluntary Separation Incentive Pay (VSIP).

    b.  Voluntary Early Retirement Authority.  These employees are eligible whether or not they receive the VSIP.

    c.  DSR due to RIF, directed reassignment, or reclassification to a lower grade.  

These are the only three DSR conditions that create eligibility.

VOLUNTARY SEPARATION

INCENTIVE PAY PROGRAM

The Voluntary Separation Incentive Pay (VSIP) Program is designed to encourage eligible employees to voluntarily resign or retire in order to reduce the number of involuntary separations.  The incentive program is approved in DoD through 2005. Cash incentives of up to $25,000 can be offered to employees in continuing positions who agree to retire or resign to provide placement opportunity for employees adversely affected by RIF.  Local commanders can open and close specific "windows of opportunity" for VSIP applications as needed.  Approval is contingent upon saving someone from an involuntary separation and the availability of funds.

SELF-HELP SUGGESTIONS

1.  Generally, to provide adequate time to properly determine employee retention standing prior to a RIF, a cutoff date is established.  After the cutoff date, no new annual performance ratings will be put on record for use in RIF processing; neither will amendments/additions to Official Personnel Folders (OPF) be considered in qualifications determination. 

Qualification determinations are based on all your experience; education and training, including that gained outside Federal service.  Unpaid experience is acceptable as paid experience if it is pertinent to the duties of the position for which you are being rated.  To ensure appropriate evaluation of experience, your statement should document the period of time and number of hours worked weekly.  

Some documentation must be renewed on a periodic basis, i.e., annual proof documenting the presence of a service-connected disability of 10% or more (unless documentation in OPF is an official statement or retirement orders from a branch of the armed forces showing that retirement was because of permanent service-connected disability or transferred to the permanent disability retirement list). To evidence qualifications for positions requiring the ability to type or take shorthand, the OPF must contain either certification of the required typing and/or stenography speeds dated within the last 3 years or documentation that the employee currently occupies or has occupied a position requiring the services of a qualified typist and/or a qualified stenographer within the last 3 years.

  2.  The personnel office may send out correspondence asking you to review excerpts from your Employee Master Record (EMR) which reflect data that is maintained in the Modern Defense Civilian Personnel Data System (MDCPDS).  The excerpts contain personal data such as your service computation date, veteran preference, performance ratings, career/career conditional status, etc. and are used to determine your retention standing.

3.  Become knowledgeable about RIF procedures.  Keep up-to-date on new developments and don't rely on the office "grapevine" for accurate, current information.  Several avenues of communication are used to disseminate information to the workforce:

              RIF 

Electronic Messages (E-Mail)
Guidon (newspaper articles)
Workforce Briefings
Civilian Update Bulletins

RIF Bulletins
4.  If you receive a RIF notice of either separation or new job assignment you will also be scheduled for a counseling appointment.  Become familiar with the information contained in the letter and attachments before the counseling appointment.  Be sure to keep the appointment!  If you cannot keep the appointment for any reason, call the CPAC at 6-0927to reschedule.

5. If a RIF should potentially impact you, consider completing a current, up-to-date and accurate resume.  Your resume speaks for you, so be sure it gives the hiring agency everything needed to make an employment decision. If the resume does not provide all the information required, you may lose consideration for a job. Make several copies of your completed resume so there will be no delays in registering in placement programs or applying for other referral possibilities or vacancies.

6.  Prior to registration in placement assistance programs, carefully consider the lowest grade you will accept.  Keep in mind that the lower the acceptable grade, the more opportunities for placement will result since intermediate grade levels will also be available.

7.  When you are registering for placement under programs outside your commuting area, gather as much information on living conditions, climate, cost-of-living (including state and local taxes), average cost of housing, schools, etc, as you can about the areas you indicate where you will accept other employment.  Talk these options over with your family before you indicate where you will accept other employment. Remember, relocation will require an adjustment on their part as well as your own.

8.  Do not hesitate to go "knocking on doors" to seek employment.  Although the Civilian Personnel Operations Center and CPAC will take all actions possible to continue your employment, vacancies may be limited.  Do not rely solely on someone else to care for your future. LISTING OF FLW JOB ANNOUNCEMENTS CAN BE ACCESSED THROUGH THE CPAC WEB PAGE: http://www.wood.army.mil/CPO/ or Civilian Personnel On Line (CPOL) www.cpol.army.mil. Other local employment sources include:

MO Career Center.....596-0294
ARMY CAREER AND ALUMNI PROGRAM (ACAP).......596-2755

For more information, see previous article on ACAP.

9.  If you are eligible and interested in applying for retirement, you would be wise to check with:

  a. The Army Benefits Center-Civilian (ABC-C) at 

1-877-276-9287 to request annuity computations and to initiate retirement.

  b.  A Social Security Office. You may be eligible for benefits.

  c.  The Internal Revenue Service.  There are income tax benefits available to certain retirees.

  d.  The Veterans Administration.  If you are a veteran, you may be eligible to apply for certain benefits.

  e.  MO Career Center.  You may be interested in full-time or part-time employment after retirement, or may be eligible for unemployment compensation benefits.

10.  If you have questions concerning the correct forms for updating your OPF (e.g., experience, education, training, etc.) and how to obtain them, please contact your organization’s personnel point of contact.

___________________


EMPLOYEE BENEFITS

______________________

THRIFT SAVINGS PLAN (TSP)
FERS employees who are involuntarily separated because of a RIF and have less than three years of Federal civilian service are not considered vested; therefore, the agency 1% automatic contribution in the TSP account (or their earnings) will be forfeited to the TSP board.  

Contributions, if less than $3,500, will automatically be mailed to the employee after separation of 30 days.  When an employee has three years or more of civilian service, is not eligible for retirement, and has less than $3,500 in the TSP account, the invested money will automatically be mailed to the employee 30 days after separation unless another withdrawal option is chosen. If the TSP balance is more than $3,500 and the employee wants to transfer the entire account to an IRA or other eligible retirement plan, a TSP-70, Thrift Savings Plan Withdrawal Request, will need to be completed and forwarded to the TSP board.  

Contact CPAC for a TSP bulletin about tax information.  If you do not want to withdraw your account when you leave Federal service, you can leave your entire account balance in the TSP.  See the “Withdrawing Your TSP Account” booklet for withdrawal dates.

Spouse notification and consent requirements no longer apply to automatic cashouts or to any withdrawal election if your vested account balance is $3,500 or less at disbursement.

For detailed information on withdrawal options and tax withholding or penalties, you may contact the CPAC at 596-0293.

EFFECT OF SEPARATION ON LIFE AND HEALTH INSURANCE.

Employees who are separated as a result of RIF and who are enrolled in health and life insurance programs will have the opportunity to continue their insurance coverage.

FEDERAL EMPLOYEES HEALTH BENEFITS (FEHB) PROGRAM.  

Employees who are not eligible for retirement and who are enrolled in FEHB will receive a memo regarding Notice of Change in Health Benefits Enrollment, terminating their coverage.  Temporary health benefits coverage will continue for 31 days after the termination.

During this 31-day period, the employee may elect to either: (1) temporarily continue group health insurance for up to 18 months; or (2) convert their coverage to a non-group contract without a medical examination.  Employees affected will be provided the required forms, time limits, and mailing addresses to accomplish the insurance conversion.

TEMPORARY CONTINUATION OF FEHB COVERAGE.  Certain employees involuntarily separated by RIF will be offered temporary continuation of coverage (TCC) for up to 18 months with responsibility for payment of only the employee's share of the premium.  Eligible employees will be notified of their right to enroll for TCC by submitting a completed 

SF-2810, FEHB Registration 

Form, to the CPAC within 60 days after separation.

FEDERAL EMPLOYEES GROUP LIFE INSURANCE (FEGLI) PROGRAM.  

Employees who are not eligible for retirement and who are enrolled for FEGLI will receive a SF-2819, Notice of Conversion Privilege, and SF-2821, Agency Certificate of Insurance Status.  The SF-2819 will terminate the group life insurance coverage; however, temporary coverage will continue for 31 days after termination.

The SF-2819 will also advise about the privilege of converting policy without medical examination.  Employees so affected will be provided the required forms, time limits, and mailing address to accomplish conversion to individual policies.

ANNUAL AND SICK LEAVE

Employees who are separated, as a result of RIF will receive a lump sum payment for unused annual leave.  The following rules apply:

-- The employee does not earn leave during the period that would be covered by the lump sum payment.

-- The lump sum payment is not subject to retirement deductions.

-- Holidays, which occur during the period that would have been covered by the lump sum payment, do not extend the amount of leave to the employee's credit.

-- If the employee is reemployed in Federal service or the government of the District of Columbia within the period which would be covered by the lump sum payment, the employee will be required to refund the unused portion.  After the refund is made, the employee will receive credit for the amount of leave covered by the refund.

Employees do not receive compensation or pay for any sick leave to their credit at the time of separation.  However, if employees are reemployed, the total amount of earned sick leave will be recredited without regard to the date of his/her separation, if he/she returns to Federal employment on or after Dec 2, 1994 unless the sick leave was forfeited upon reemployment before 

Dec 2, 1994.

___________________

PAY

___________________
GRADE RETENTION

Grade retention permits an employee to keep (retain) the grade from which released for a period of two years.

To be eligible for grade retention, the employee must be a permanent employee and have served for at least 52 consecutive weeks at a grade or grades higher than that of the position in which placed by RIF.  For example, a permanent employee placed in a WG-05 position during RIF, and who was a WG-07 for nine months and a WG-09 for six months, would be entitled to grade retention.  The employee was at the WG-09 level for less than 52 consecutive weeks, but has held a higher grade or grades than the WG-05 (total time in the WG-07 and WG-09 positions) for more than 52 consecutive weeks is entitled to grade retention.

An employee on grade retention does not use the retained grade if involved in another RIF.  The employee would compete in subsequent RIF based upon the grade of the new position to which assigned.

An employee receiving grade retention receives within-grade increases, 100 percent of any general pay increases such as comparability increases, and 100 percent of any special rate increases.  Wage grade employees are not entitled to locality pay.  Therefore, any GS employee who is placed in a WG position will not be entitled to locality pay once grade retention expires.

Grade retention ends upon completion of the two year period or when other situations occur such as placement at the same or higher grade, or at the employee's request.

PAY RETENTION

Pay retention means keeping the former rate of pay.

In RIF, pay retention occurs when the two year period of grade retention ends or when the employee affected by RIF does not meet the eligibility requirements for grade retention (such as serving less than 52 weeks at a higher grade).  An employee receiving pay retention is entitled to the lesser of:

    (1) The employee's former rate of basic pay; or

    (2) 150 percent of the highest rate of basic pay for the employee's current position after the reduction action.

An employee receiving pay retention gets 50 percent of any general pay increases such as comparability increases.  Entitlement to pay retention normally ends:

    (1) With a break in service of one workday or more; or

    (2) When the rate of pay of the assigned position is equal to or more than the retained pay.

Wage grade employees are not entitled to locality pay.  Therefore, any GS employee who is placed in a WG position will not be entitled to locality pay once grade retention expires.

UNEMPLOYMENT COMPENSATION

Unemployment Compensation for Federal Employees (UCFE) is a federally funded compensation program that provides unemployment benefits for separated Federal employees. The purpose of the program is to provide a weekly income for recipients while they search for work.

State employment security agencies administer the unemployment compensation program under agreements with the U.S. Department of Labor. However, the unemployment compensation laws and policies of states differ and are subject to frequent change because of state court decisions and legislative actions.

Because of this, the determination of an employee's entitlement to payment of unemployment compensation upon separation is the responsibility of the State Employment Security Agency.

Employees who are separated because of RIF and who do not have a job may file a claim for benefits with the State Employment Security Agency nearest their home.  Documents needed to support the claim include:

-- A Social Security Card, showing the employee's account number.

-- The SF-50B, Notification of Personnel Action, which documents the employee's separation by RIF.

-- The SF-8, Notice to Federal Employees about Unemployment Compensation, which is provided to employees in their clearance packets.

Receipt of Voluntary Separation Incentive Pay or severance pay may affect the employee's unemployment compensation claim.  Employees separated as a result of RIF should contact the State Employment Security Agency for more information.

SEVERANCE PAY

An employee involuntarily separated as a result of RIF may be entitled to severance pay.  To be entitled, the following conditions must be met:

1.  The employee must have been on the rolls (employed) in the Federal service for at least the preceding 12 calendar months.  This requirement can be met whether the employee is permanent or temporary at the time of separation as long as there has been permanent service during this period and there has not been a break in service of more than three calendar days.  For example, an employee who was permanent and then accepted a temporary position (without a break in service of more than three days) is entitled to severance pay upon separation.

2.  The employee must be serving on a full-time or part-time work schedule.  Employees serving on intermittent work schedules are not eligible for severance pay.

3.  The employee may not be receiving or eligible to receive an annuity under any retirement law or system for Federal employees or members of the uniformed services.  Retired military are not eligible for severance pay.

4.  The employee cannot have been given a reasonable offer of another position within the commuting area.  Generally, a reasonable offer is one of like seniority, tenure, and pay.  This generally means there must be the same expectation of continued employment, the same work schedule (full-time, part-time, intermittent, etc.), and the offered position must not be lower than the equivalent of two grades below the employee's current grade.

5.  The employee must not be receiving compensation under the Federal Employees' Compensation Act (FECA), unless this compensation is received concurrently with

salary or on account of the death of another person.

A few of the important facts to remember about severance pay are:

1.  Normally, severance pay is paid on a biweekly pay period basis.  The length of time the employee receives the biweekly payments is based upon the amount of creditable civilian Federal service and age (if over 40 years of age at the time of involuntary separation).

2.  DoD may grant, upon the employee’s request, payment of severance pay in one lump sum. If an employee takes the lump sum and then returns to work before the time s/he would have stopped receiving biweekly payments if severance pay had been paid normally, s/he must repay a portion of the lump sum.  The amount to be repaid equals the amount of severance pay applicable to the period from the start of re-employment to the end of the severance pay calculation period.  The lump sum authority will expire on September 30, 2003.

3.  The total severance pay received may not exceed one year's pay at the rate received by the employee immediately before the involuntary separation.

4.  The amount of severance pay will be the same as the employee's basic pay immediately before his/her separation until severance pay is exhausted.  The final payment will consist of only that portion remaining to be paid.

5.  The only deductions made from severance pay are Federal and state income tax withholding and FICA tax, if appropriate.

6.  Any period covered by severance pay shall not be regarded as a period of Federal service or employment.

7.  If the employee is reemployed on a temporary appointment limited to one year or less, the severance pay stops for that period of employment and then resumes upon termination of the temporary appointment.

8.  There is a lifetime 52-week limit on the number of weeks an employee can ever be entitled to severance pay.

___________________
APPEALS AND GRIEVANCES
___________________
Employees who believe that a RIF action (other than reassignment) has deprived them of any right to which entitled under the DA or OPM RIF regulations, may submit an appeal to the Merit Systems Protection Board (MSPB).  Appeals of RIF actions may be submitted to MSPB any time during the period beginning with the day after the effective date of the action until not later than 30 days after the effective date.

Written RIF notices to employees will provide information on how and when to submit appeals to MSPB.  Employees who are reassigned during a RIF and who feel they have been deprived of any rights may file a grievance on the matter.

Bargaining unit employees would utilize the negotiated grievance procedures outlined in their respective Collective Bargaining Agreement.  Non-bargaining unit employees must utilize the grievance procedures outlined in FLW Civilian Personnel Regulation, 690-16, Grievances.

Anytime an employee alleges discrimination because of race, color, religion, sex, national origin, age or medical condition the matter can be referred to the Equal Employment Office for consideration.

___________________

LAWS AND REGULATIONS GOVERNING RIF
___________________

Competitive Service 

5 USC 3501-3504

     5 CFR Part 351

Excepted Service (Excluding CIPMIS)

5 USC 3501-3504

     5 CFR Part 351

CIPMIS

DoD 1400.34-M

_________________________________________

COMPUTATION OF SEVERANCE PAY

_________________________________________

Severance pay is computed on the basis of two elements:

    1.  Basic Severance Allowance:  (1) One week base pay at your current rate of pay for each of the first ten years of creditable service; plus (2) two weeks base pay for each year of creditable service beyond ten years.

    2.  Age Adjustment Allowance:  Ten percent of the total basic severance allowance as computed above for each year that you exceed 40 years of age at the time of involuntary separation.

The total severance pay is the sum of the basic severance allowance plus the age adjustment allowance.  Example:  An employee, 45 years and two months of age, is separated involuntarily after 15 years of creditable service.  The basic weekly pay prior to separation is $475.  Under these circumstances, severance pay would be computed as follows:


Basic Severance Allowance
1 week base pay                                   $ 475

(Years service up to 10)                          X  10
                                                  $4750

2 weeks base pay                                    950

(Each year over 10 years)                         X   5
                                                  $4750    

Total Basic Severance Allowance                   $9500

Age Adjustment Allowance

10% of Basic Severance Allowance                  $9500

                                                  X .10
                                                  $ 950

(Number of years age exceeds 40)                  X   5
Age Adjustment Allowance                          $4750

Plus Basic Severance Allowance                    $9500   

Total Severance Pay Allowance                    $14250

All Federal civilian service creditable for leave purposes is allowed.  No military service is creditable for computation of severance pay (unless such military service interrupted otherwise creditable civilian service).  When fractions of a year are involved, the recipient will be credited with 25% of a year for each three months.

_________________________________________

COMPETITIVE AREAS FOR REDUCTION-IN-FORCE

_________________________________________
A competitive area describes the overall boundary in which employees compete for assignment in a RIF.  Competitive areas are normally described organizationally or geographically.  The following is a listing of the separate competitive areas serviced by the FLW CPAC and includes all employees assigned to the indicated activity.


COMPETITIVE AREA DEFINITIONS
  01 - Fort Leonard Wood - Covers All Employees of TRADOC,                MEDCOM, CID and LAO Not Identified Below

  02 - Springfield, MO - FLW DPW Employees

  03 - St. Louis, MO - FLW DPW Employees

  04 - Independence, MO - FLW DPW Employees

  05 - Olathe, KS and Belton, MO - FLW DPW Employees

  06 - Wichita, KS - FLW DPW Employees

  08
- Fort Leonard Wood: Marine Corps Detachment

  10
- Fort Leonard Wood: DA Interns

  12 - Fort Leonard Wood - LAO Employees GS-09 and Above

  14 - Fort Leonard Wood - Employees of US Army TMDE Support

       Group (Redstone)

  QA - Fort Leonard Wood Quality Assurance Surveillance
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