BONNEVILLE POWER ADMINISTRATION

HUMAN CAPITAL MANAGEMENT

Portland, Oregon

PERSONNEL LETTER (PL): 630-01, Chapter 13
DATE:  August 9, 2010
SUBJECT:  Discretionary Creditable Service for Annual Leave Accrual as a Recruitment Incentive
PURPOSE
 TC "PURPOSE" \f C \l "1" 
This Personnel Letter – 
· Describes procedures allowing managers to credit job-related non-Federal experience and uniformed military service toward advancing a selectee’s annual leave accrual category as a recruitment incentive.  

REVISIONS TC "PURPOSE OF REVISION" \f C \l "1" 
· Creates a new Personnel Letter/Chapter to reflect OPM regulations allowing agencies to credit certain non-Federal experience and uniformed military service towards a selectee’s annual leave category as a recruitment tool for well-qualified candidates.
POLICY SUMMARY TC "POLICY SUMMARY" \f C \l "1" 
BPA managers and supervisors may request HCM approval to credit qualifying non-Federal and uniformed service experience toward enhanced annual leave accrual rates for well-qualified selectees.  This authority allows managers to more effectively recruit well-qualified applicants to essential positions.
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I. DEFINITIONS TC "I.  DEFINITIONS" \f C \l "1" 

Active Duty Military Uniformed Service

Performance of duty on a voluntary or involuntary basis in a uniformed service under competent authority and includes active duty as further defined in Title 38 United States Code, Section 4303. 
Creditable non-Federal Work Experience

Work experience outside the Federal sector or during a period of active duty in a uniformed service credited toward advancing annual leave accrual categories when the duties directly relate to those of the position being filled.
One-Year Continuous Service

Civilian employment at DOE including annual, sick, and other leave with pay without a break in service.  Leave without pay and/or absence without leave is not counted as continuous service and extends the one-year service requirement by the time spent in such status. 
Reappointment

Reemployment of former Federal employees after a break in service of 90-days or longer.

II. DISCRETIONARY SERVICE CREDIT FOR ANNUAL LEAVE ACCRUAL TC "II. DISCRETIONARY SERVICE CREDIT FOR ANNUAL LEAVE ACCRUAL" \f C \l "1" 
A. As a recruitment tool, a selecting official (SO) may offer a candidate credit for prior non-Federal work experience that is otherwise not creditable toward advancing the selectee’s annual leave accrual category once HCM approves the request.  Approval of the Discretionary Service Credit requires Selecting Officials demonstrate by memorandum the appointment satisfies two distinct Elements.

ELEMENT 1 – Experience acquired through performance in a non-Federal or active duty uniformed service position having duties that are:


1.
essential to performance of the new position; 


2.
directly related to the duties of the position to which he or she is being appointed. This information is also verified on E-form 3330.12e, Certification of Creditable Service for Non-Federal or Uniform Service (See Attachment A); and

ELEMENT 2 – the skills and experience the employee possesses are essential to achieving an important agency mission or performance goal. (See Sample Memorandum at Attachment B)
B
Selecting officials may apply the incentive to new appointments or reappointments with a break in Federal civilian service of 90 calendar days or longer.

C.
A selecting official must secure approval through the chain of command and CHCO for the additional service credit before the selectee enters on duty – approval cannot be made retroactively.

D. Additional service credit for leave purposes is a discretionary recruitment flexibility intended to meet strategic human capital needs and is not an employee entitlement.

III.
 RESPONSIBILITIES TC "V.  RESPONSIBILITIES" \f C \l "1" 
A.
The Selectee:

1.
Provides written documentation for military service (i.e., DD-214 member 4 copy) to receive service credit for active duty assignments.  Other than dishonorable discharge from uniformed service is required for credit under this PL.  All written documentation must be approved prior to the effective date of the employee's entry on duty.
2.
Certifies the creditable service determination (see Attachment A, E-form 3330.12e) upon entry on duty.

B.
Selecting Official:

1.
Document ELEMENTS 1 and 2 by memorandum:

a.
how the candidate’s non-federal or uniformed active duty experience are essential and relevant to performance of the new position; and


b.
the importance of the appointment to BPA mission goals and performance (e.g., the position’s relevance to the strategic workforce plan, see Attachment B, Sample Memorandum); 


2.
Routes written documentation and requests for advancing leave categories through appropriate authorizing officials (i.e., Executive Vice President, Senior Vice President, or Vice President) for CHCO approval.

C.
Chief Human Capital Officer (CHCO), or through his or her delegate:

1.
Coordinates with the Selecting Official (SO) to incorporate discretionary service           

credit into recruitment strategies.


2.
Verifies that amount of creditable service to advance the applicant’s annual leave accrual rate is supported by justification and applied correctly using E-Form 3330.12e Certification of Creditable Service for Non-Federal or Uniform Service (see Attachment A).  
3.  Approves final package prior to selectee’s entry on duty.

IV.
APPLICABILITY TC "III.  APPLICABILITY" \f C \l "1" 
A.
Discretionary service credit may only be offered for non-Federal and active-duty uniformed experience that is:
1.
Essential to the new position;

2.
Acquired through performance in a Non-Federal or active duty uniformed service position service position having directly related duties to the position being filled, and 
B.
Service credit is available to secure candidate acceptance of an employment offer 

where failure to appoint the candidate negatively impacts the BPA mission or 
performance goal.  
C.
Discretionary service credit for enhanced annual leave accrual must be approved prior to the candidate’s entrance on duty.
V.
CREDITING NON-FEDERAL OR UNIFORMED SERVICE TC "IV.  CREDITING NON-FEDERAL OR UNIFORMED SERVICE" \f C \l "1" 
A.
Creditable service may include non-Federal prior work experience, and/or active duty uniformed service directly related and essential to the new position and not otherwise creditable under 5 U.S.C. 6303(a).
B.
The amount of non-Federal or active-duty uniformed service credited for annual leave accrual purposes is computed on a month-for-month basis and may not exceed the actual time the selectee spent performing duties to be credited for annual leave accrual purposes.
C.
Once a selectee is permanently credited with a period of non-Federal service or active duty uniformed service experience (after completion of 1 full continuous year with DOE), it cannot be credited again to further advance leave category in another position.  
D.
Creditable service for prior non-Federal or uniformed services work experience is granted on the effective date of the selectee’s appointment.  Credit towards the annual leave accrual rate becomes permanent upon completion of one full year of continuous service with DOE.  

VI.
SEPARATION TC "VI.  SEPARATION" \f C \l "1" 

A.
When an employee separates from Federal Service or transfers to another Federal agency outside of DOE before completing one full year of continuous service:

1. The employee is not entitled to retain service credit for non-Federal or active duty uniformed service work experience granted under this guidance.

2. Prior to separation or transfer, the service computation date (SCD) will be adjusted by subtracting the service credit that was granted for the non-Federal or active duty uniformed service work experience.

3. All unused annual leave accrued and accumulated by the employee that remains after the additional service credits are deducted, stays with the employee.

4.
Remaining annual leave balance must either be transferred to the new Federal agency or paid in a lump-sum payment if employee is separated from Federal service or moves into a position to which annual leave cannot be transferred.

B.
Additional service credited under this PL is not creditable for retirement or reduction-in-force purposes.

VII.
RECORDKEEPING TC "VII.  RECORDKEEPING" \f C \l "1" 

A.
Pursuant to regulations at 5 CFR 630.205(e) BPA must maintain records suitable to reconstruct the agency determination and application of discretionary leave accrual credit.  
B.
Records should include at a minimum:

1.
Manager’s approved justification for service credit for annual leave required under this Personnel Letter. 


2.
Copy of E-form (3330.12e) Certification of Creditable Service for Non-Federal or Uniform Service 
VIII.
REFERENCES TC "VIII.  REFERENCES" \f C \l "1" 
· 5 CFR 630.205 - Credit for non-Federal and uniformed service for determining annual leave accrual rate.
· OPM - CPM 2005-07, Memorandum on Creditable Service for Annual Leave Accrual, April 29, 2005.
· 2004 Workforce Flexibility Act. 
· 5 U.S.C. 6303(e), Annual Leave; Accrual.
Roy B. Fox

Chief Human Capital Officer

Attachments (2)
1 –
Attachment A – E-form (3330.12E) Certification of Creditable Service for Non-Federal or Uniform Service

2 –
Attachment B – Sample Memorandum for Discretionary Creditable Service 
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	U.S. DEPARTMENT OF ENERGY
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	Electronic Form Approved by Forms Mgmt. 08/31/2010

	CERTIFICATION OF CREDITABLE SERVICE FOR

NON-FEDERAL OR UNIFORMED SERVICE

	PRIVACY ACT STATEMENT

The collection of this information is authorized by 5 USC § 6303, as amended, and OPM Government-Wide Privacy Act System of Records (OPM/GOVT-1).  The information is used by BPA’s Human Capital Management office to determine the amount of non-Federal or uniformed service that can be credited for leave accrual purposes.  Disclosure of the information is voluntary, but failure to provide the requested information will disqualify you from receiving service credit.  This information may be disclosed to DOE and OPM in the event of an audit.  Additional disclosures authorized as routine uses for this system of records are listed in OPM/GOVT-1.  

	Upon appointment, discretionary service credit may only be offered for experience that:  (a) is essential to the position the employee is appointed to; (b) was acquired through performance in a non-Federal or uniformed services position with duties that directly relate to such position; and (c) is considered necessary to achieve an important BPA mission or performance goal.  The amount of annual leave accrual will be computed on a month-for-month basis for all creditable service and approved prior to an employee's entrance on duty date.

	

	A. APPLICANT INFORMATION AND CREDITABLE SERVICE (To be completed by Human Resources)

	1. Full Name (first, middle, last)
	2. Title Series and Grade Level of Position Offered

	     
	     

	3. Vacancy Announcement Number
	4. Proposed Date of Entry

	     
	     

	5. Documentation Provided

	 FORMCHECKBOX 
 Non-Federal Service Position(s) and/or
	 FORMCHECKBOX 
 Uniformed Service Position(s) (Attach DD-214 and relevant proof of service)

	6. Job Title and Complete Dates of Employment for Prior Position(s) to be considered (Credit
    cannot exceed actual qualifying service dates. (i.e. 06/25/1985 – 06/25/2007.))
	Years/Months of Applicable Creditable Service:

	
	YEARS
	MONTHS

	a.      
	
	

	b.      
	
	

	c.      
	
	

	d.      
	
	

	e. 
	
	

	
	Total:
	0
	0

	B. Certification (Approved by the Human Resources Specialist; applicant certifies below)

	Leave Accrual Rate (non-Federal and/or uniformed service documented above):

	 FORMCHECKBOX 
 4 hours per pay period (Accelerated Credit)     FORMCHECKBOX 
 6 hours per pay period      FORMCHECKBOX 
 8 hours per pay period

	

	I UNDERSTAND that if I separate from Federal service or transfer to another Federal agency prior to completing (1) full year of continuous service with BPA, I am not entitled to retain the service credit determined for prior non-Federal service or uniformed service. BPA will subtract the additional service credit from my total creditable service, and a new service computation date for leave will be established before I separate or transfer to a new Agency.

	

	Annual leave accrued or accumulated during service with BPA will remain to my credit, even if I fail to complete (1) full year of continuous service with the appointing agency. BPA will transfer my annual leave balance to my new Agency if I transfer to a position to which annual leave may be transferred, or provide a lump-sum payment for unused annual leave if I separate from Federal service or move to a new position to which annual leave cannot be transferred.

	

	Human Resources Specialist Approval and Signature
	Date

	 FORMCHECKBOX 
 Approve    FORMCHECKBOX 
 Disapprove          
	     

	Applicant’s Signature (By signing this agreement you certify the qualifying service credit is supported by actual time in qualifying position(s), and understand and agree to the conditions as described above)
	Date

	     
	     






ATTACHMENT A:  E-FORM (3330.12E) CERTIFICATION OF CREDITABLE SERVICE FOR NON-FEDERAL OR UNIFORM SERVICE.

SAMPLE MEMORANDUM FOR NON-FEDERAL OR UNIFORMED SERVICE CREDITABLE TOWARD ADVANCING ANNUAL LEAVE CATEGORY
DATE:

November 22, 2011
FROM:

Milt Walkey, Manager



Production Sales, Supply, Services, Support and Technology - PSSSST
SUBJECT:
Justification for Offering Discretionary Creditable Service for Newly B. Appointee
TO:

N. Charge, Senior Vice President


Production Sales, Supply and Services Team – PSSST; and


Manager, Talent Acquisition



HCM, NHQ-1

In accordance with Personnel Letter 630-01, Chapter 13, please find documentation to justify offering Ms. Newly B. Appointee credit for her non-Federal and uniformed military service towards advancing her annual leave category upon her entry on duty in support of PL 630-01, Chapter 13, Elements 1 and 2.  [NOTE:  Manager must apply critical thinking in developing these Elements.  Instructions and template elements are not included in your memorandum.  Memos must be prepared on official letterhead in accordance with the BPA Correspondence Manual.  The examples below are for illustration only.]    


ELEMENT 1:  The experience listed in Ms. Appointment’s application is essential to perform the duties of the position because as a Captain in the U.S. Department of Army, she supervised the production, sales, services and support of various mechanical components similar to those critical to our operations.  These duties are directly related to the new position as the major duties involve supervision of the production and support functions in the mechanical component unit.  

ELEMENT 2:  Ms. Appointee’s appointment serves important BPA mission and performance goals.  Her appointment supports the following key elements of our strategic plan (instruction:  outline elements).  Her experience is critical for our department to reach its performance goal of doubling our output of specified mechanical components, and her expertise is necessary to secure that goal.  Her qualifications will support component production, sales, services and support supervisors are scarce in the industry, we have no other well-qualified candidates available, and delay of her appointment will delay our efforts in meeting this year’s performance goals for mission-critical operations in the component production, sales and services arena.  
For the foregoing reasons, I request approval to move forward with crediting allowable non-Federal and uniformed military service on a month-to-month basis to advance Ms. Appointee’s leave earning status.

Approved:  _________________________________

Date: ______________________



N. Charge, Senior V.P., PSSST

Approved:  _________________________________

Date: ______________________
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