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DATE:  March 20, 2008
SUBJECT:  Establishing Effective Dates for Accessions and Changes in Grade, Pay, Position, or Work Schedule

PURPOSE
This Personnel Letter - 

· Establishes BPA policy on establishing effective dates, changes in grade, pay, position, or work schedule.

· Supersedes Personnel Letter 250-3 dated July 19, 2002.

POLICY SUMMARY
All applicable employment laws and regulatory requirements must be met prior to effecting any personnel action authorized by law or regulation.  Effective dates for the types of personnel actions will be established according to BPA policy.  Any proposed deviation must be negotiated between the performance manager and Human Capital Management (HCM) staffing personnel.

I. DEFINITIONS

Accession
A personnel action that results in the addition of an employee to the rolls (staff) of an agency.

Appointment  

Any personnel action that brings an individual onto the rolls (staff) of an agency.

Change to Lower Grade
A personnel action that moves an employee, while serving continuously in the same agency, to (1) a position at a lower grade when both the old and new position are under the General Schedule or under the same type graded wage schedule, or (2) to a position with a lower rate of basic pay when both the old and the new positions are under the same type ungraded wage scheduled or in a different pay-method category.

Effective Date
The date on which a personnel action takes place and on which the employee’s official assignment begins.

Promotion
A nature of action used to document personnel actions that change an employee (1) to a position at a higher grade level with the same job/position classification system and pay/wage schedule or (2) to position with a higher rate of basic pay in a different job/position classification system and pay/wage schedule.

Reassignment
The change of an employee from one job/position to another without promotion or change to lower grade.

Within-Range-Increase (WRI)
A periodic increase in an employee’s rate of basic pay from one step of the grade of his/her position to the next higher step of that grade or for a GM employee a periodic increase in an employee’s rate of basic pay from his/her current rate to the next higher rate.  Previously known as within-grade increase.
Work schedule
Work schedule is the designated hours of work of an employee.

Quality Step Increase (QSI)
An increase in employee’s rate of basic pay through an additional step increase granted under 5 U.S.C. 5336 for sustained high quality performance.

II. PRIOR TO ESTABLSHING EFFECTIVE DATE

All applicable employment laws and regulatory requirements must be met prior to effecting any personnel action authorized by law or regulation.  These may include position classification approval; determination of eligibility and qualifications; application of pay-setting authorities; determination of hiring flexibilities; verification of EEO policy compliance; determination of appropriate appointment or change authority; receipt of Department of Energy or Office of Personnel Management approval; satisfaction of conflict-of-interest and security clearance requirements; expiration of any advance notice period due the employee; and any other requirements applicable to the proposed action.

III. ESTABLISHING EFFECTIVE DATES

Effective dates for the following types of personnel actions will be established according to the following BPA policy.  Any proposed deviation must be negotiated between the performance manager and the HCM staffing personnel.

A. Accessions:  Permanent and temporary appointments will be effective on Sunday, when made at the beginning of a pay period.  When an appointment action is needed between pay periods, the effective date is the first day of duty.  When Monday is a holiday, an appointment that would otherwise be effective on Sunday or Monday will instead be effective on Tuesday following the holiday.  An appointment may not be effected prior to a holiday unless the employee is in a work status at least two (2) days immediately before the holiday.  However, when an employee transfers from another Federal agency or is reassigned from within DOE, there shall be no break in the employee’s service.

B. Promotions and changes to lower grades are effective on Sunday at the beginning of a pay period.  With the approval of performance manager, employee, and HCM staffing personnel, the effective date of a promotion may be deferred for a maximum of two pay periods to allow the employee to receive a within-range increase due during that period.  The advantage of delaying a promotion for this reason must first be discussed with the employee.

C. Reassignments within BPA are effective on Sunday at the beginning of a pay period.

D. Work schedule changes, for instance, changes to part-time, full-time, or intermittent, or changes in a part-time schedule are effective on Sunday at the beginning of a pay period.

E. WRIs are effective on Sunday the beginning of the next pay period after the employee meets all the eligibility requirements.
F. QSIs are made effective on Sunday at the beginning of the next pay period after approval.  With the approval of the performance manager, employee, and the HCM staffing personnel, the effective date of a QSI may be deferred for a maximum of two pay periods to enable the employee to receive a WRI due during that period.  The advantage of delaying a QSI for this reason must first be discussed with the employee.
IV. REFERENCES

· Office of Personnel Management (OPM), Operating Manual, The Guide to Processing Personnel Actions

· 5 CFR, Part 250-1, Personnel Management In Agencies

· BPA Manual, Chapter 21, Internal Delegations of Authority

· BPA Manual, Chapter 400/300A, Employment

· Personnel Letter No. 250-2 (Revised), Delegation of Personnel Authority
· Personnel Letter No. 300-1 (Revised), Commitment To Hire
· Personnel Letter No. 340-1, Part-Time Employment
· Personnel Letter No. 531-1 (Revised), Requirements for Granting and Denying Within-Range Increases (WRI)
· Personnel Letter No. 531/451, Quality Step Increase (QSI)
Roy B. Fox

Acting Chief Human Capital Officer
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