AVIATION AND MISSILE COMMAND (AMCOM)

CIVILIAN PERSONNEL ADVISORY CENTER (CPAC)

SELECTION GUIDANCE FOR SPECIFIC LISTS (09 Jun 03)

The selection checklist will be used by selecting officials to help ensure all steps of the selection process are completed in a fair and timely manner and to properly document the selection. These procedures apply to all Team Redstone, unless servicing agreements or local command regulations/policies provide for different procedures.  For AMCOM positions, the Selection Checklist should be signed by the selecting official and reviewer and retained with the selection records.  The following additional guidance is provided to assist selecting officials with specific lists.

1.  LOCAL PRIORITY PLACEMENT PROGRAM: Civilian Personnel Bulletin 162 establishes the order in which local priority candidates will be referred prior to filling the position through competitive procedures.  All priority candidates are referred at the same time, but registrants must be considered in priority order.  Selecting officials may select, in priority order, their own command or activity employees from any of the top five priorities.  It is the responsibility of selecting officials to consider candidates based on job related criteria.  Selecting officials must provide written, specific job related reasons for nonselection of candidates(s) in Priority 1 through 6.  Further guidance can be found in CPB 162 which is available on AMCOM CPAC's web page at www.redstone.army.mil/cpo.
2.  CONSIDERATION OF DOD PRIORITY PLACEMENT PROGRAM (DODPPP) CANDIDATES:  DODPPP Operations Manual outlines the procedures for selection and placement of individuals registered in the program.  DODPPP matches can occur at nearly any point in the recruitment process.  DODPPP candidates must be considered in the appropriate priority order.  The DOD Manual states:  "Activities cannot withdraw an offer under any circumstances.  Changing the series, grade, location, or option codes of a position; canceling a position; or delaying a fill action constitutes serious violations of DODP policy and will be subject to inquiry and corrective action . . . ."  Further guidance can be found in the DODPPP Operations Manual at www.cpms.osd.mil/ppp/chap00.htm.
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SELECTION GUIDANCE FOR SPECIFIC LISTS (Continued)

3.  MERIT PROMOTION:  The selecting official will ensure all applicants are given fair, equitable, and full consideration.  The selecting official will document job-related reasons for the selection on the referral list.  In addition, selection criteria and a selection matrix will be prepared to document the reasons for selection.  The matrix will be retained by the selecting official to respond to inquiries.

4.  RELEASE OF INFORMATION ON MERIT PROMOTION ACTIONS.  Information must not be released until the selection is approved by CPAC/CPOC and a release date has been obtained.  Applicants should address their concerns over the selection process to the selecting official.  Information can be released as follows:

a.  If a nonselected candidate has concerns over one or more selections, the selecting official will discuss each of them with him/her.  The selecting official will discuss/show the criteria used and the scores given to the concerned candidate and to the selected candidates for each of the requested selections.  If composite scores are used, all scores that make up the composite score will be provided.  This will help the selecting official explain why the selected candidate was better suited for the job and was chosen.


b.  If the nonselected candidate or other designated representative requests further information, the request should be done as a Freedom of Information Act (FOIA) request so a decision can be made on releasability.  If the union requests further information in order to meet their representational obligations, the request should be in writing and sent to AMSAM-PT-CP-CSC (Labor). 

5.  OFFICE OF PERSONNEL MANAGEMENT (OPM) AND DELEGATED EXAMINING Unit (DEU) CERTIFICATES:  A veteran will not be passed over to select a non-veteran without prior CPOC/OPM approval; and a military spouse preference eligible will not be passed over to select another candidate.  If candidates are referred in score order (as opposed to quality groups), selection must be made from among the top 3 available candidates.  For additional information, refer to 5 CFR 332.  The CFR is available on the web at http://www.access.gpo.gov/nara/cfr/index.html

6.  SPOUSE PREFERENCE:  Under merit promotion and career referrals, Public Law 99-145 requires that military spouse preference eligibles receive mandatory selection if they are determined to be among the best qualified and the grade of the position is no higher than the grade the spouse formerly held in a permanent position.

INTERVIEW GUIDANCE

The rules for interviews vary by type of position.

1.  CAREER REFERRAL LISTS:  Interviews will be conducted for GS-14/15 or equivalent positions.  You can use job-related factors to limit the number to be interviewed.  See further guidance on GS-14/15 level positions below.  For additional information see AR 690-900.950-1.

2.  EXTERNAL REFERRAL LISTS:  For selection from external referral list (Reinstatement, VRA, etc.), job-related factors may be used to limit the number to be interviewed.

3.  OPM/DEU Interviews should be limited to candidates who will likely be within reach for selection under OPM procedures.  Veterans cannot be passed over to select non-veterans without approval.  If candidates are referred in score order (as opposed to quality groups), selections must be made from the top three candidates. 

4.  MERIT PROMOTION LISTS:  The following guidance must be followed for merit promotion selections:


a. Army (and AMC, if appropriate) guidance will be followed for selections for GS-15 or Equivalent positions.  If there are more than 10 candidates on GS-14/15 referral list(s), job related reasons may be used to reduce the number to be interviewed down to not less than 5 candidates.  For additional information on AMCOM selections, see AMCOM Policy Number 690-11.


b.  For GS-13 and below positions, interviewing is optional.  If interviews are conducted, the selecting official will interview all candidates on that list, or will use job related criteria to reduce the number of candidates on that list to be interviewed to a reasonable number (not less than 5).


c.  For Corp of Engineers, Huntsville Engineering and Support Center, normally all referred candidates will be interviewed.  However, the supervisor has the option of selection without interviewing.  Job related prescreening criteria may be used to determine which applicants, if any, will be interviewed.  For additional information see CEHNDR 690-1-1. 
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