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APMC INSTRUCTION 12335.1A

Subj:  MERIT PROMOTION PROGRAM FOR CIVILIAN MARINE PERSONNEL

Ref:   (a) Civilian Marine Personnel Instruction (CMPI) 330, Employment 

          (b) COMSCINST 12330.3, Requirements and Procedures for Master and 

                Chief Engineer Selection Board dated 12 May 1998.

          (c) CMPI 512, Positions


          (d) CMPI 351, Reduction in Force

          (e) CMPI 750, Disciplinary and Adverse Actions

1.  Purpose.  To update the Afloat Personnel Management Center's (APMC) Marine Merit Promotion Program (MMPP) as authorized in reference (a), Section 3. 

2.  Cancellation.   APMCINST 12335.1 

3.  Program Coverage.  This program is applicable to all Military Sealift Command (MSC) civilian marine positions listed under reference (c) except those of Master and Chief Engineer.  Employees applying for Master and Chief Engineer positions should refer to reference (b). 

4.  Policy.  To encourage the retention, development and advancement of civilian marine (CIVMAR) employees by administering a promotion program based on merit principles.  The objectives of this merit-based promotion program are: 

     a.  To promote CIVMAR employees possessing the best qualifications based on merit to fill vacancies. 

     b.  To establish realistic promotion requirements suited to the operating needs of civilian manned ships.

     c.  To apply uniform and equitable methods for evaluating qualifications of promotion applicants.

5.  Program Requirements
     a.  MSC is an equal opportunity employer.  All applicants meeting minimum qualifications will receive consideration without regard to age, sex, race, color, religion, national origin, lawful political affiliation, non-disqualifying handicap, marital status, sexual orientation, ethnicity, membership or non-membership in an employee organization, or any other personal condition unrelated to the applicant’s basic ability to perform satisfactorily in higher positions.
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     b.  Employees who have been demoted without personal cause, such as by reduction-in-force, will receive priority consideration for re-promotion.

     c.  Management retains the right to select or not select from properly rated and ranked candidates for appointment and promotion, to direct reassignments and placements, and to assign work in a way that best meets agency mission requirements.  Promotion is but one means of filling a vacancy; other means, such as reassignments, may be used concurrently or through the exclusions of the marine merit promotion program.

6.  Promotion Procedures 

     a.  Promotion Opportunity Announcement (POA).  When action is required to fill positions by permanent promotion, CIVMARs will be notified on ships and in the Pool through the medium of dated POAs that will include: 

          (1) The rating of the position to be filled and base pay for that rating.

          (2) Opening and closing/cut-off dates.  POAs will be announced on an "open continuous" basis for a period of up to one year after the opening date of the POA, or will be announced for a limited time period using a closing date.  "Open Continuous" announcements will be published once, with "cut-off" dates published throughout the year when a Merit Promotion Board needs to meet.

          (3) CIVMARs may submit updated information at any time to the Promotion Division to be considered for promotional opportunities; however, only information received or postmarked by the close of business of the cut-off date/closing date will be considered by the upcoming Merit Promotion Board.  Unless a CIVMAR has provided written notice of disinterest, the Marine Placement Specialist (MPS) will contact employees who are absent because of compensable injury, military duty, or in leave status to ensure they are informed of promotional opportunity. 

          (4) A brief summary of the representative duties of the position.

          (5) Qualification standards for promotion.  As a minimum, this will include: a statement of minimum qualification requirements for basic eligibility as set forth by the U.S. Coast Guard Licensing and Certification Requirements, validated documents with endorsements and/or other                                                                                                          

regulatory requirements for the position; successful evaluations from shipboard supervisors; and any experience, training and testing requirements.

          (6)  Knowledge, Skills and Abilities (KSAs) required to perform position and their weights; 

          (7)  A policy statement that the APMC is an Equal Opportunity Employer; 

(8) Area of Consideration:  The area from which candidates will be sought for temporary 

and permanent promotions (except for Masters and Chief Engineers) will be MSC CIVMARs in a 
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(9) permanent status on ships, in duty/leave status, absent on compensable injury, training or military duty.

     b.  Job Analysis, Crediting Plans, Job Element Rating

          (1)  A job analysis method will be used to identify major duties of a position.  From the major duties, the KSAs necessary to accomplish them can be determined.  These KSAs are essential for successful performance of the position and must refer directly to a duty statement.

          (2)  Crediting Plans will be developed after the KSAs have been identified.  A crediting plan describes each KSA in terms of superior, satisfactory, and acceptable levels.  These levels are defined by work experience, training/education, and awards a candidate would bring to the job.  A numerical value will be assigned to each level.

          (3)  Subject-matter experts will participate in and validate the job analysis and crediting  plans. Information will be issued periodically to inform CIVMARs of promotion requirements and/or changes.  As job requirements change, proposed promotion qualification standards and crediting plans will be coordinated with cognizant staff offices, appropriate unions and MSC        R)  employees knowledgeable about the position being filled. Standards will be maintained on file         in the Promotion Division.

          (4)  If crediting plan is changed because job requirements change, all candidates on file may be re-rated and ranked using the updated crediting plan or the POA may be closed and the job will be re-announced.

     c.  Evaluation of Applicants.  All applicants must meet the basic eligibility requirements (those determined to be basically qualified) for the position.  Applicants who meet the basic eligibility will be normally rated (or evaluated) by a Merit Promotion Board (a panel of subject-matter experts).  Merit Promotion Boards will use the crediting plans to rate candidate in terms of (a) their MSC, military, and commercial work-related experience, (b) evaluations, and (c) training/education/awards that are directly related to the position to be filled. 

d.  Promotion Registers will be used to list all candidates in ranking (descending numerical) order.  A “cut-off” point to distinguish between “Best Qualified” and “Qualified” candidates may be made by identifying obvious or clear breaks in the total scores of the rated candidates.  Only those names identified as “Best Qualified” candidates will be placed on a Promotion Certificate. 

     e.  A Promotion Certificate will list the “Best Qualified” candidates in alphabetical order and will be referred to the selecting official or panel.  The selecting official/panel may use promotion certificates and registers for up to one year after the closing of a POA. 

     f.  As vacancies become available, candidates on the Promotion Certificate will be reviewed     R)      by the APMC Marine Placement Department for disciplinary issues, performance status, security             status and medical fitness issues.  
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     g.  Upon completion of the evaluation and selection process, all candidates will be notified in writing of their status on the register. 

     h.  Selected candidates must be willing, ready and able to serve in the position and be                R) available for assignment to any ship for the required tour length. 

     i.  The base pay rate for a promotion will be made in accordance with the pay for the lowest    ship classification existing in the fleet to maintain maximum flexibility in shipboard assignment. 

7.  Exceptions.  All promotions, other than the following exceptions to competitive promotion procedures listed below are covered by the Merit Promotion Program:  


a.   A position change permitted by reduction in force regulations.


     b.  Re-promotion to a level (position rating) no higher than that from which the demoted employee, once permanently held, provided the cause of this demotion was through no fault of the employee.

     c.  Priority consideration of employees who were not given proper consideration in a previous promotion action.    

     d.  Temporary promotions resulting from a reassignment of an employee to a position of the same or lower rating on a vessel of higher power tonnage or design characteristics (e.g.: promotion in rate).  Such temporary promotions will not exceed the length of assignment plus leave accrued during the period of temporary promotion.  Additionally, it will not exceed one year, but may be made consecutively.

     e.  Promotion to the highest rating previously held on a permanent basis for at least six months.

f.  Selection of a candidate from the reemployment list for a position at a higher base rate of pay than the one last held on a permanent basis.

     g.  Conversion of an employee from a temporary promotion to a permanent promotion provided the temporary promotion was made under competitive procedures and the fact that it might lead to a permanent promotion was publicized.

8.  Temporary Promotions
     a.  Temporary promotions are an effective management tool, when used judiciously, and may be made under the following conditions:      

          (1) To prevent a ship from sailing short of Coast Guard certificate requirements      (whether or not ship is certified).
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          (2)  To provide a replacement for a critical position rating when an unexpected vacancy occurs (e.g., death, NFFD, emergency leave) on a ship that is within 48 hours of sailing.

          (3)  To replace an individual sent to upgrade training in a critical shortage position rating.

          (4)  To fill a vacant shipboard position when no other qualified replacement is available.

     b.  All temporary promotions will be of short duration and used only when there is no other practical or economical alternative.  Such promotions will be terminated at the first available opportunity.  All temporary promotions, excluding Master and Chief Engineers, must be authorized by the Director, APMC, or designee.  Only COMSC, or designee, may authorize temporary promotions for Masters and Chief Engineers in accordance with reference (b).

     c.  A temporary promotion begins when the employee reports on-board the ship and ends when the replacement reports for duty or the employee is relieved of his/her duties.

     d.  Whether a temporary promotion is made through the merit promotion program or as an exception to it, employees must be advised in writing that the promotion is temporary and may be terminated before the expiration date.  Upon termination or expiration date, the employee will be returned to his/her permanent rating.

9.  Change to Lower Grade (Demotion).  Change to lower grade is appropriate for:

     a.  The return of an employee to his/her permanent position rating following a 

temporary promotion.

b.  The change of an employee to a position rating at a lower base rate of pay at the    employee's request.  Such a request must be in writing and must clearly state that the change is voluntary at the request of the employee.    

c.  The change of an employee to a position rating at a lower base rate of pay under reduction-in-force procedures (reference (d)).  

     d.  The change of an employee to a position rating at a lower base rate of pay as an adverse action (see reference (e)).

10.  Program Responsibilities
      a.  Director, APMC or designee, is responsible for establishing and operating the MSC CIVMAR Merit Promotion Program. 

b.
Personnel Operations Department Head (POD), APMC, or designee, is responsible for          R) developing, coordinating, implementing, administering, and evaluating the MSC CIVMAR Merit Promotion Program, including those duties listed below.  Responsibilities maybe delegated as necessary.
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(1) Advising in the job analysis and crediting plan process.

     
(2) Maintaining necessary records required allowing for the reconstruction of the selection(s).

     
(3) Screening candidates for basic eligibility and establishing a promotion register. 

     
(4) Providing advice and assistance to civilian mariners interested in career growth and opportunities.

     
(5) Preparing and publicizing the POAs listing the knowledge, skills and abilities essential for the position that will be the basis for evaluation of candidates for promotion. 

     
(6) Coordinating with technical experts, marine personnel and staff members, as required.

      c.  The APMC Marine Placement Department Head, or designee, is responsible for the               R)        following functions.  This does not preclude an appropriate higher level authority such as the        POD or the Director from making and/or approving selections.  

(1) Approving final selections for permanent promotions of candidates rated by the Merit Promotion Board.

     
(2) Authorizing temporary promotions.

d.  CIVMAR employees will:

(1) Ensure that job skills, training, licenses/certifications, etc. are kept up to date to maintain efficiency and effective job performance and to acquire the necessary skills training needed for consideration for promotion.

           (2) Ensure that personal information is up-to-date (such as change of address and/or phone number, etc. as well as any additional education, licenses, endorsements and skills acquired). 

           (3) Participate in the merit promotion process as appropriate.  To earn the highest rating possible, it is the personal responsibility of the candidate to submit detailed information and documentation with their application such as:  knowledge, skills, and abilities (KSA’s), supervisory assessment, resume, evaluations, ship assignments, awards, training, etc. 

11.  Recordkeeping.  Promotion Registers will contain sufficient information to allow for the reconstruction of the promotion action.  The registers will be retained for two years unless litigation, EEO complaint, grievance or other administrative action has arisen; in which case it is five years after the completion of the action.
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12.  Grievances.  Employees have the right to file a grievance relating to a promotion action. Such complaints shall be resolved under the appropriate negotiated agreements. Nonselection for promotion from among a group of properly ranked and certified candidates is not an appropriate basis for a formal complaint or grievance.

13.  EEO Complaints.  Employees have a right to file an EEO complaint if they feel that they have been discriminated against in the evaluation and selection process as a result of non-merit factors (e.g., age, race, sex, religion, etc.).

14.  Future Action.  The APMC will continue to review and refine the promotion process in an effort to improve the efficiency and effectiveness of the program.

                                                                                   /S/
   

PHYLLIS B. SPANO 


Director
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