ORS MANUAL, Personnel No. 11









DATE: April 2, 1999

ISSUING OFFICE:  OAM, HRB
 ORS CAREER LADDERS

TOPIC:

Career Ladders

PURPOSE:

To explain the Office of Research Services (ORS) career ladders of progression within occupations from the normal entry level to the full performance level.

REFERENCE:
$
NIH Merit Promotion Plan

· Memorandum from the Director, OHRM, NIH, entitled (Career        Ladders( dated October 17, 1997

COVERAGE:
All positions established within ORS that represent the normal patterns of  


advancement.

DEFINITION:
Career ladders represent the typical pattern of progression established in a given occupational series within ORS.  However, there are some positions which are exceptions to the career ladders as the position may not go as high as the career ladder, or may exceed the career ladder. 

POLICY:

In October 1997, NIH abolished Appendix I of the NIH Merit Promotion Plan, (Career Ladders.(  With this action the responsibility for establishing and maintaining career ladders was given to the NIH Institutes and Centers (ICs).  It was subsequently decided that the ORS would establish and document career ladders on an individual basis (in lieu of establishing occupational series career ladders).  Therefore, as a part of the classification process, the current promotion potential for a given position will be determined by the ORS Human Resources Branch (HRB) at the time the position is established or reviewed for reclassification.  

Promotions within career ladders for positions established in the ORS are based on Merit System Principles and are consistent with the provisions of the NIH Merit Promotion Plan.  As such, career ladder promotions are subject to the following: 

A. After having entered a career ladder, employees may advance in grade up the ladder through successive noncompetitive promotions to the full performance level.  However, advancement within a career ladder is not automatic.  As such, career ladders are not a guarantee of promotion.

B. Advancement is dependent on the availability and assignment of progressively more difficult duties and responsibilities, demonstrated satisfactory ability to perform at each successively higher grade level, and meeting time-in-grade and all other legal requirements.

C. Employees normally compete with other candidates when they change occupational specialties.  Employees may move to other occupational series noncompetitively (either by reassignment, change to lower grade, or promotion) when the position to which they are moving has the same or lower full performance level than their current position and they meet all qualification requirements for the new occupation. 

D. Employees must compete when moving into a different position with a higher career ladder (i.e., a higher full performance level), even if the move is by reassignment or change to lower grade.  Competition normally occurs at the lower grade levels of each career ladder.  However, vacancies do occur at higher grades in a career ladder.  

E. Employees who wish to change occupations and are qualified should apply for announced vacancies.

RESPONSIBILITIES: 
The Human Resources Branch (HRB), ORS will ensure that promotions are made in accordance with the NIH Merit Promotion Plan and will maintain and periodically update career ladder guidelines that describe the normal pattern of advancement for positions in ORS.

PROCEDURES:
A. The supervisor submits new position descriptions (with the OF-8, Position Description cover sheet) to the HRB for review and classification. 

B. The HRB Personnel Management Specialist (PMS) reviews the position descriptions        to determine the appropriate career ladder and the full performance level that has been established for each new position description.

C. The PMS classifies the position and forwards a request to establish a new career ladder to the appropriate HRB Section Chief for concurrence.

D. After the HRB Section Chief concurs, the package is forwarded to the HRB Chief of Operations for approval.

E. Once approved, the PMS indicates the career ladder on all OF-8s, Position Description cover sheets, indicating the full performance level of the position.

F. For each position, the ORS HRB will document the career ladder (i.e., full performance level) for each position on the OF-8, Position Description cover sheet, and on the employee(s SF-50, Notification of Personnel Action.  Additionally, the promotion potential for a given position is identified on the vacancy announcement when the position is advertised.

QUESTIONS:
Contact your Personnel Management Specialist or Administrative

Officer for more information.

All previous ORS policies inconsistent with the provisions of this policy are superseded.

