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PERSONNEL LETTER (PL):  531-01		DATE:  June 26, 2012

SUBJECT:  Requirements for Granting and Denying Within-Grade Increases (WGIs)
[bookmark: _Toc301360624]PURPOSE
This Personnel Letter – 
· Provides policy guidance for WGIs.
· Describes reconsideration, grievance and appeal rights.

Revisions
· Adds information about delayed WGIs.
· Clarifies the relationship between rating-of-record and WGIs.
· Defines WGI and WRI.
· Supersedes PL 531-01 dated March 27, 2008.

[bookmark: _Toc301360625]BPA BUSINESS OBJECTIVE
Bonneville Power Administration (BPA or Agency) relies on a highly skilled and talented workforce to successfully deliver its mission and business.  Aligning WGIs to the rating-of-record drives successful performance and ensures BPA can achieve its business objectives.

[bookmark: _Toc301360626]POLICY SUMMARY
This policy defines WGI, explains when eligible employees may receive a WGI, and further explains when it is appropriate to deny or delay a WGI.  This policy also describes the employee’s appeal rights when the Agency denies a WGI. 
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I. [bookmark: _Toc301360627]COVERAGE
	This policy covers all BPA employees classified under the General Schedule (GS) employees except:  (1) employees on temporary limited appointments and (2) employees paid at the maximum of the range (step 10) of their grade. 
II. [bookmark: _Toc301360628]DEFINITIONS
	Acceptable Level of Competence (ALOC)
	Performance by an employee that warrants advancement of the employee’s basic pay rate to the next higher step of the grade or the next higher rate within the grade.  The level of performance an employee must demonstrate to receive a WGI is at least “fully successful” or equivalent as defined by PL 430-01 and PL 430-02.

Employee
An employee is an individual appointee to BPA who meets the definition of employee under Chapter 5, United States Code (U.S.C.), Section 2105.  For the purposes of this policy, employee refers to all BPA employees eligible for WGIs, including supervisors and managers. 

Equivalent Increase
An equivalent increase means an increase in an employee’s rate of basic pay, or an opportunity for such an increase under a non-GS pay system, as described in § 531.407.  A quality step increase is not considered an equivalent increase.

Rating-of-Record  
The summary rating required at the time specified by the performance appraisal system, which is normally at the end of an employee’s annual performance period (i.e., the annual rating) or at such other times as the system specifies for ratings under special circumstances (e.g., to deny or to grant a WGI). 

Rating Official
The individual with the authority to appraise an employee’s performance, normally the immediate supervisor or manager.

Reviewing Official
A higher-level manager, normally the rated employee’s second-level supervisor or manager, who reviews and approves performance plans and performance appraisals.

Within-Grade Increase (WGI)
An increase in an employee’s rate of basic pay by advancement from one step of his or her grade or range to the next after meeting requirements for length of service and performance. 

Within-Range Increase (WRI)
At BPA, the terms WRI and WGI are synonymous.  The SF-50 Notification of Personnel Action form and the Office of Personnel Management’s Guide to Personnel Actions use the term WRI.  This policy uses the term WGI.
III. [bookmark: _Toc301360629]RESPONSIBILITIES
A. Rating Officials:
1. Complete performance appraisals in a timely manner;
2. Consult Human Capital Management (HCM) Employee Relations as far in advance as possible with any requests to deny a WGI; and
3. Monitor employee performance according to PL 430-01 and PL 430-02.

B. Reviewing Officials review and approve completed performance appraisals in a timely manner.

C. Chief Human Capital Officer, through his or her delegates:
1. Notifies the Rating Official of the employee’s WGI due date 120 days in advance;
2. Reviews and approves any requests to deny a WGI; and
3. Reviews and approves formal notification to the employee to deny a WGI.
IV. [bookmark: _Toc301360630]ELIGIBILITY 
A. Eligibility.  Employees in annual GS positions earn WGIs upon meeting the following three requirements established by law:
1. The employee’s performance must be at an ALOC;
2. The employee must have completed the required waiting period for advancement to the next higher step; and
3. The employee must not have received an equivalent pay increase during the waiting period.  See the “definitions” section for additional information. 

B. Acceptable Level of Competence (ALOC).  The most recent rating-of-records must be “Meets Expectations” or higher for employees and “Successful Performance” or higher for supervisors/managers.
1. The Rating Official must inform the employee of the specific performance requirements that constitute an ALOC at least 90 days in advance of assigning a rating-of-record.
2. The ALOC rating must be current.  Current means the rating covers the most recent completed performance period or the current performance period.

C. Waiting Period.  Required waiting period for step increases are as follows:

	Step Change
	Creditable Service Required

	Step 1 to Step 2
	52 weeks

	Step 2 to Step 3
	

	Step 3 to Step 4
	

	Step 4 to Step 5
	104 weeks

	Step 5 to Step 6
	

	Step 6 to Step 7
	

	Step 7 to Step 8
	156 weeks

	Step 8 to Step 9
	

	  Step 9 to Step 10
	



D. Creditable Service.  The following time is considered creditable service:
1. Time in pay status including paid leave; 
2. Time spent in a term appointment, both during the term appointment and after if the employee is appointed to a permanent position with no break in service;
3. Time spent in a temporary limited appointment if the employee is appointed to a permanent position with no break in service;
4. Time spent in a temporary promotion if the employee returns to the former grade after the temporary promotion;
5. Time in a non-pay status when receiving injury compensation under the Federal Employee Compensation Act (FECA), subject to applicable rules;
6. Non-pay status due to military service;
7. Other time in non-pay status (e.g., leave without pay, furlough, suspensions) up to the following maximum amounts:

	Step Change
	Maximum Non-Pay Hours (Full-Time Schedule)

	Step 1 to Step 2
	80

	Step 2 to Step 3
	

	Step 3 to Step 4
	

	Step 4 to Step 5
	160

	Step 5 to Step 6
	

	Step 6 to Step 7
	

	Step 7 to Step 8
	240

	Step 8 to Step 9
	

	  Step 9 to Step 10
	



Amounts listed are pro-rated for part-time employees.  Time in excess of the amounts listed will extend the waiting period.
V. [bookmark: _Toc301360631]PROCESSING
A. Granting WGI.  HCM will process the WGI automatically on the scheduled due date when the employee meets waiting period requirements and the most recent rating-of-record indicates an ALOC.

B. Denying WGI.  HCM will not process the WGI if the most recent rating-of-record is below an ALOC.
1. HCM Employee Relations will assist the supervisor in preparing written notification to the employee that the WGI is denied.  Notification will contain:
a. The reason(s) for the negative determination;
b. Performance improvements required in order to be granted a WGI; and
c. The employee’s reconsideration rights.
2. HCM will process a subsequent WGI with an effective date the first day of the following pay period after an employee’s performance reaches an ALOC and the supervisor or manager completes a new rating-of-record.
3. The supervisor or manager must make another ALOC determination within 52 calendar weeks following the original due date for the WGI.  

C. Delaying WGI.  HCM will not process a WGI if the supervisor or manager has failed to assign a current rating-of-record.  HCM Employee Relations will assist the supervisor in preparing a written notice of the delay in WGI to the employee.  HCM will process a WGI retroactive to the original eligibility date upon receipt of a rating-of-record that reflects an ALOC.

D. Exceptions.  HCM will waive the ALOC determination and process the WGI when an employee has not served in any position for the minimum appraisal period (90 days) for the following  reasons:
1. Absences that are creditable service (see Section IV.D.);
2. Paid leave;
3. The employee received service credit under back pay provisions 5 CFR 550, Subpart H;
4. Details to another agency or employer for which no rating has been prepared;
5. The employee has had insufficient time to demonstrate an acceptable level of competence due to authorized activities of official interest to the agency; or
6. Long-term training.

E. Process.  The SF-50 Notification of Personnel Action form implementing the pay increase is the employee’s official notice of the favorable ALOC determination and the granting of a WGI.

F. Ratings-of-Record.  Ratings completed within 90 days of the end of the appraisal period to grant or deny a WGI may become the employee’s annual rating-of-record. 
VI. [bookmark: _Toc301360632]RECONSIDERATIONS AND GRIEVANCES/APPEALS
A. Reconsiderations.  The employee or his/her representative may request reconsideration of a negative determination in writing within 15 calendar days of receiving the WGI denial notice (see 5 CFR 531.410(b) for information on extensions to the 15-day time frame).  Appendix A specifies the managerial level that has the delegated authority to reconsider WGI denials.  If the reconsideration result is positive, HCM will grant the WGI retroactively to the date it would have otherwise occurred.  If the reconsideration result is negative, the employee will receive a written notice with the appropriate avenue for an appeal.

B. Grievances/Appeals.  
1. An employee covered by a collective bargaining agreement will follow the negotiated grievance procedure to grieve a negative reconsideration determination.
2. An employee not covered by a collective bargaining agreement may appeal a negative reconsideration determination to the Merit Systems Protection Board (MSPB) within 30 calendar days of receiving the negative reconsideration response.  See 5 CFR 1201.22 for specific timelines. 
VII. [bookmark: _Toc301360633]RESOURCES
http://www.opm.gov/oca/pay/html/wgifact.asp 
http://www.opm.gov/oca/pay/html/wgiqa.asp 
VIII. [bookmark: _Toc301360634]REFERENCES
· 5 U.S.C., Chapter 53, Pay Rates and Systems
· 5 CFR, Part 531.401 – 531.414, Subpart D, Within-Range Increases
· BPAM Chapter 400/500, Compensation, Position and Organizational Management
· BPAM Chapter 400/700, Employee Relations Program
· PL 430-01 and PL 430-02, Performance Appraisals
· PL 432-01, Taking Action Based on Unacceptable Performance



/s/ Roy B. Fox

Roy B. Fox
Chief Human Capital Officer


Attachments (1) – Appendix A:  Authority

BPA Personnel Letter 531-01
Human Capital Management
June 26, 2012
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[bookmark: _Toc301360635]APPENDIX A:  AUTHORITY


	Action
	Position to which Authority is Assigned
	Lowest Level to which Authority can be Assigned[endnoteRef:1] [1:  The appropriate Tier 1 manager retains the authority to approve all assignments of responsibilities.  Assignments must be in writing, signed by the appropriate Tier 1 manager, and are filed in the Employee Relations Office (ER).  Actions cannot be reassigned to a level lower than the level listed in this column.  Reassignments of responsibilities to Hourly Foreman positions require coordination with Labor Relations staff that, in turn, will consult with the appropriate union.] 

	Review
	References and Related Information

	1. 
Deny a Within‑Grade Increase
	Rating Official with Reviewing Official concurrence
	N/A
	Required review by ER
	· 5 CFR, Part 531, 
Subpart D
· PL 531‑01
· PL 432‑01
· MAS Handbook, Ch. 4

	2. Receive reconsideration request for Within‑Grade Increase denial 
	Tier 1 manager
	One level above Reviewing Official
	Required review by ER
	· 5 CFR, Part 531, 
Subpart D
· PL 531‑01



