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41 U.S. DEPARTMENT OF JUSTICE POLICY |(See MAOP, Part I,
1-1.) | ‘

|(1)] It is the policy of the U.S. Department of Justfge t
prohibit discrimination in employment because of race, color, - -:
religion, sex,|sexua1 orientation,|national origin,|marital stégﬁs,
political affiliation,|age, or physical or mental disability, or.
reprisal for previous involvement in an EEO-protected activity and to.,
provide equal employment opportunily in each organizational element of -
the Department. Management at all levels will take positive action to
eliminate any internal policy, practice or procedure which denies '
equality of opportunity to any group or individual on the basis of
race, color, religion, sex, including sexual harassment,|sexual
orientation, |national origin, |marital status, political affiliation, ]
age, or physical or mental disability, and will assure that questions
and complaints of discrimination are promptly and thoroughly
investigated, and resolved without reprisal or threat of reprisal to
the employee or applicant.

| (2) Discrimination based on marital status and/or
political affiliation is prohibited only by DOJ policy. Inasmuch as
marital status and political affiliation are not protected classes
under federal statute, allegations of discrimination based on marital
status and/or political affiliation will not be addressed as EEO
violations.|

EFFECTIVE: 03/07/97 o
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4-2 .°..  EQUAL EMPLOYMENT OPPORTUNITY:CO

N
"

o

.~ The EEOC has Presidential authority“to
provide leadership and guidance in the ‘conduct;of Equa

Opportunity (EEO) programs for the civi11an|emﬁlbyees|bf“
applicants for, employment within the exebutivgidepaggmgggs an
agencies, and to review agency EEO program accomplishments .
periodically. The Commission has broad authority for inspecting : .
agency programs and application thereof. Equal employment opportunit
has been long-standing Bureau policy. LT

EFFECTIVE: 12/12/91

4-3 REGULATIONS

, (1) Departmental Order 1713.4 dated November 16, 1972
which incorporates Change 1, dated February 21, 1973 contains the
Department's equal employment opportunity regulations for implementing
the EEO program in the Department of Justice (D0J). Departmental
Order 1713.5 dated October 30, 1973 contains information on the _
Volunteer Representatives program for EEO complainants. Copies of ’ .
both orders must be maintained permanently on appropriate bulletin
board(s) to ensure employees and applicants observe and review these
orders. The Department's regulations (pages 15 through 18) outline
procedures for processing and resolving complaints. '

(2) The DOJ Policy Statement on Sexual Harassment dated
June 29, 1993, and the FBI Policy Statement on Sexual Harassment dated
November 2, 1993,|as well as the DOJ Poliey Statement on Sexual
Orientation dated June 26, 1996, and the FBI Policy Statement on
Sexual Orientation dated November 6, 1996,|are to be displayed on key
bulletin boards along with above—described Departmental Orders and the.j
following information: the posters captioned "The FBI's Policy is  :.%
Equal Opportunity" with names of EEOQ Counselors; "Discrimination on
Basis of Handicap in the Federally Conducted Programs and Activities
of the Federal Bureau of Investigation is Prohibited"; the Upward
Mobility Plan; blue cover pages captioned "Multiyear Affirmative
Employment Program Plan, FY 1988 - 1992"; "Annual Affirmative = .
Employment Accomplishment Report"; and tan cover pages. captioned
"Disabled Veteran Affirmative Action Program, Fiscal Year 1991" and-
"Affirmative Action Program for Individuals with Handicaps." The
cover pages indicate where the reports are accessible to all )
interested employees. (See MAOP, Part I, 1-2.1 (9) and 4-6.1.)
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EFFEcyiVE: 03/07/97

4-3.1 Race and National Origin Identificafiaérl FD-
(1) The FBI is required to collect race and national:
origin data in accordance with Federal regulations and directivesvy
Form FD-758, Race and National Origin Identification, superSéﬂég
Office of Personnel Management Standard Form 181.. Regulatiﬁﬁgﬁa N
Privacy Act Statement, instructions and five racia1/ethnic/ﬁ§tional'
origin categories are defined on the FD=758. The form must be - _.
completed by each employee at the time of entry on duty or as .
necessary to clarify records. It is utilized to enter informationiiy;
into Headquarters' automated Bureau Personnel Management System (BPMS) ' -
for reporting statistical data and is subsequently destroyed. The’
FD-758's and other data entered into the system are afforded proper::
control to preclude unauthorized access. ) S LA

(2) Management is to supervise the collection of data to
ensure compliance with Federal requirements. Guidelines provide that
agencies must accept the race and national origin data which is
voluntarily submitted. In unusual cases, if it is apparent the
employee furnished inaccurate information, the employee should be
counseled as to purpose, confidentiality afforded the information, and
need for accuracy. If, after counseling, the employee still declines
to change the categorization originally selected, the agency must
accept the designation provided by the employee, except in certain
instances. If an employee refuses to identify himself/herself, the
agency is authorized and required to identify the employee's race or
national origin as that which is visually perceived to be the correct
classification for the employee.

EFFECTIVE: 12/12/91
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be completed by each” employee ‘at the" t1me of. entryJ n‘@g'

LY 4

change occurs in an employee's handicap’ status and/or to
records. All employees, 1nc1ud1ng Spec1a1 Agent personnelﬁ are

denoted by Code 05.
entered into FBIHQ's BPMS for comp111ng statistical data.” Coli
of the requested information is authorized by the Rehab111tati6“”Act‘f i
of 1973 (Public Law 93-112). Data is used for the purpose of.- . _
producing statistical reports to show progress in hiring, placement o
and advancement of persons with disabilities. The form is
subsequently destroyed and data entered into the BPMS is afforded
proper control to preclude unauthorized access. T s

EFFECTIVE: 12/12/91

|]4-3.3 Applicant Background Survey — FD-804

(1) The Applicant Background Survey Form (FD-804)
captures gender, race/ethnicity, sex, and a d1sab111ty code for Agents
and Support applzcants. The purpose of the form is to track and study
the efforts made in the FBI's recruitment/hiring programs. The FD-804
contains regulations, a Privacy Act statement, instructions, gender,
defines five (5) racial/ethnic/national origin categories, and eleven
(11) disability codes. The FD-804 will be presented to ALL
APPLICANTS. The FD-804 should be completed, returned, along with an
application for employment from each prospective Bureau applicant to
initiate the applicant process. The information obtained through this
form is entered into the FBI's Bureau Personnel Management System ’ L
(BPMS) that compiles statistical data. Following the entry of this’ =~ .- T
information into the BPMS, the form is subsequently destroyed. Such : a7
data entered into the BPMS will be afforded proper control to preclude : .
snauthorized access. '

(2) Guxdelxnes provide that agencies must accept gender,
race, national origin, sex, and a disability code which is voluntar11y
submitted by the applicant. Should the applicant desire not to return
the FD-804, the entry into the FBI's BPMS should be N for the

respective codes.

(3) The applicant background survey form will not REPLACE

Sensitive _ : i
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44 EEO COMPLAINTS (See MAOP, Part I, 1-2.1 (5).)

T
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Forms FD-758 and SF-256 which MUST be executed by

.aLl ém
entering on duty.] Lo

e

EFFECTIVE: 10/13/93

An employee or applicant for employment in the FBI who
feels discriminated against because of race, color, religion, sex, )
iné¢luding sexual harassment,|sexual orientation,]national origin, age,
physical or mental disability, or reprisal for previous involvemént in
an EEO-protected activity must bring the matter to the attention -of an:
EEO Counselor for the office or division in which the question arose
prior to filing a discrimination complaint. The concept here is that
most questions or grievances will be such that they can be resolved
informally without the employee or applicant resorting to a formal
complaint. The EEO Counselor must be contacted within 45 calendar
days after the action in question has taken place, although continuing
problems may be discussed at any time. Failure to contact an EEO
Counselor within 45 calendar days of an alleged discriminatory action
will likely result in forfeiture of a complainant's right to pursue a
claim of discrimination.

EFFECTIVE: 03/07/97

4-4.1 EEO Complaints on the Basis of Handicap in FBI Federally
Conducted Programs and Activities

(1) Complaints of discrimination can be filed on the
basis of handicap against any of the federally conducted programs or
activities of the FBI (i.e., FBI training programs, as.well as FBI
office space, tour facilities and the Training Academy facilities)
which are available to individuals receiving such services. These
complaints of discrimination will be processed in accordance with the
procedures set forth in Title 28, Code of Federal Regulations, Part
39.170. As indicated in this regulation, there are major distinctions
in the processing of these complaints compared with employment
complaints filed by handicapped empl or applicants. The Office
of EEO Affairs at FBIHQ, extensio hould be contacted promptly
if such a complaint is received. i .

Sensitive
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R (2) In addition, this regulation und
requires agencies to provide:notice to appr%sgigmﬁl

participants, benefiéiariegy;apd other persons;of thg:fighfs and
protections afforded them under this regulation. . The poster ~iu
captioned, '"Discrimination on the Basis of Handicap in th )
Conducted Programs and Activities of the Federal Bureau 5‘
Investigation is Prohibited," must be retained permanently

prominent bulletin boards available to the public and emplo

i 0% Heweow -
T D

EFFECTIVE: 12/12/91

4-5 £EO OFFICIALS AND SPECIAL EMPHASIS PROGRAM MANAGERS

The Director of Equal Employment Opportunity for the
Department of Justice is Assistant Atlorney General for
Administration, Department of Justice, Washington, D.C. The Chief of"
the FBI's-Office of Equal Employment Opportunity Affairs (OEEOA) [is*
assisted by two Assistant EEQ Officers, one in charge of the
Complaints Processing Unit and the other in charge of the Special
Programs Unit. Identities of these individuals as well as identities
of program managers within these entities are listed on the poster
entitled, "The FBI's Policy is Equal Opportunity." The OEEOA]is under
the direction of the|FBI's|Deputy Director. Implementation of a
positive equal employment opportunity program and application of the
regulations are the responsibility of division heads, SACs, and their -
managerial staffs.

" EFFECTIVE: 12/12/91

4-5.1 EEO Counselors (See MAOP, Part I, 3-3.1(1).)

(1) It is the responsibility of each SAC and each o )
Assistant Director to ensure that an adequate number of EEO Counselors
are available to provide timely counseling and ready access to .. ..
procedural information which may be needed by complainants. A minimum -
of two employees who are not members of the supervisory staff in thé:f“'
field or in a division at FBIHQ are to be selected in accordance with
instructions set forth in 4-5.1(4). In some situations supervisory
personnel may serve as EEQ Counselors; however, ensure persons other
than supervisory staff are available as Counselors. To provide - ... - .-
diversity in Counselors, promote the opportunity for peer counseling™ _

i -
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Part 1

and maximize opportunities for informal resolutio
Agent and support personnel” should ‘be *sele ed i
serving as Chief Division Counsels (CDCs) shoul
serve-as EEO Counselors. As an EEO ‘Counse [
complaint against management personnel, ‘ 11¢ _
position of counseling the complainant. At the same-time; he/she’may;
be the person called upon to provide legal advice to the agency: and
assist in representing the Bureau if the complaint is not%r§§pLVe;?
and/or an adversary proceeding results. Theréfd?é;ithédﬁgz&dfwﬁﬁc
EEO Counselors i's disallowed to alleviate any perceived confliét of
interest in precomplaint counseling. S o7
(2) Employees assigned to the Legat Offices and the El".. .
Paso Inteiligence Center (EPIC) who may need EEQ information and/or-a---
Counselor should contact the OEEOA at FBI Headquarters. If an EEQ
Counselor is not available within an employee's work entity, referral

to a Counselor will be made by the OEEOA. . e

Jem,

(3) Names of EEO Counselors for each division and each™
field office, along with their telephone extensions and names of FBIHQ.
EEO Officials and Special Emphasis Program Managers, must be
publicized on the poster captioned "The FBI's Policy is Equal
Opportunity.' The poster should be prominently displayed at all times
on key bulletin boards in clear view of all employees and all
applicants. In complaints involving class action considerations, the
FBI's EEO Officer should be contacted regarding the assignment of a
Class Action Counselor.

(4) The selection of Agent and support personnel to
perform as EEO Counselors is to be a participatory process with
selections emanating from the entity's career board(s). Guidance on
composition of Special Agent career boards is set forth in MAOP, Part
I, Section 3-3.1 and for support personnel career boards in MAOP, Part . L
I, Section 7-6.4.2. The views of SAC/Assistant Director and the OEEQA "~ -: =
on the candidate(s) may be considered by the selecting career board., T
The OEEOA should be promptly advised of the Counselor(s) name. The
OEEOA has the authority to remove an ineffective EEO Counselor for e
cause. (See 4-5.1(1).) :

(5) Employees serving as EEO Counselors|may|receive a. - .
Basic EEO Counseling coursé as soon as possible following their K
selection. The course is offered at regional area training centers by
the Office of Personnel Management and isloptional.] Training should
be coordinated through the OEEOA, utilizing Standard Form 182, 7 o
"Request Authorization Agreement and Certification of Training." 1In
addition, employees selected as EEO Counselors must also attend

Sensitive . B
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- pes, ot &
intensified EEOfQounselgFffEaining provided.
- R ey e PR W et .
_ (6) EEO Counselors receive guidance.fr .
Officér. They are responsible for this collateral duty:underithe
direction of the EEO Officer. Special Agents, and, ere applicab
those support employees who record their‘tiﬁgyﬁéigﬁ'thé'TURKsﬁggiﬁg%
acting in the capacity of EEO Counselors, should attribute thé" tine
spent by imdicating the 280B classification on their TURK Form (FD-

420a). _ » L

)]
remain vigilant in those circumstances involving the replacement of a
EEO Counselor to ensure that the outgoing Counselor's notes are "
appropriately packaged and forwarded to the OEEOA, FBIHQ (see MAOP, C

Part I,|4-5.1.5).] . s

e

EFFECTIVE: 02/14/97

4-5.1.1 Role of EEQ Counselor

| (1) | The Counselor's role is to establish convincingly an
open and direct channel through which employees may raise questions,
discuss grievances, get answers, and on an informal basis, getl
resolutions of problems connected with equal employment opportunity.
The Counselor is responsible for trying to clear up problems which are
brought up by employees by discussing the employee's problems with the
employee and with the employee's supervisors or associates, if
necessary, and provided the employee gives permission to do so; by
advising employee of the merits of the.matter and by finding solutions
to problems where it is possible to do so. The EEO Counselor must
exercise good judgment, be objective and fair, be able to secure the
confidence of employees who are to be counseled, and be able to work:
and communicate effectively. EEO Counselors must carefully comply ‘1;f L

with their role as outlined in the Department's regulations. L

|(2)1t is preferred that EEO Counselors not be utilized
on career boards/selection panels. This places Counselors in the
position of potentially being involved in a grievance/complaint™ ™
régarding a selection issue. This then results in a conflict and
ultimately their disqualification thereby reducing the number of
counselors available. Counselors may be members of selection panels -
if they are serving based on their subject-matter expertise pertaining
to the position being filled, i.e., Accounting Technician, Training

Sensitive e
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‘Techniéian, Computéf Sseﬁiaf
Counselors. ’ ’ '

EFFECTIVE: 10/12/93

o
R
B

4-5.1.2 Files and Records Available to EEO Counselors (See|M
Part I,[280-2.2.)]| ) L i

(1) EEO Counselors are authorized to review all relﬁ@an
files in order to effectively attempt an informal resolution. This
includes relevant personnel files in the field offices, FBIHQ-;MH“;ﬁﬁ
Divisions, as well as the Official Personnel File (OPF) at FBIHQ. -
Relevant OPFs include only the files of those persons logically-
connected to, or having some bearing on the allegations of ‘
discrimination. In addition, the Counselor is authorized to review
pertinent administrative records in field offices and FBIHQ which have
a bearing on the matter under counseling. Such records include, but
are not limited to, control files, medical records,
administrative/eriminal inquiry files of the Office of Professional
Responsibility (OPR) and the Administrative Symmary Unit, as well as
written documentation and/or taped recordings of Career Board
deliberations, to the extent such records have a bearing on the

allegations being raised by the aggrieved employee.

(2) With regard to field office and FBIHQ Career Board
records, and/or field office or FBIHQ OPR records, EEO Counselors must
contact the OEEOA for guidance and approval PRIOR TO requesting access
to these records. Access to OPR documents is currently limited to the
predication only for pending matters, or the investigative file on - ...
closed matters. Access to any of these records through the informal
EEO precomplaint counseling process is limited to those situations .
.where an aggrieved employee has clearly articulated a specific basis
which falls within EEO jurisdiction. This is necessary in order to
provide an aggrieved employee with a viable opportunity to informally
resolve the matter, and yet protect the integrity of the Career Board
and OPR processes. EEO Counselors must note the name of the OEEOA _ )
employee they spoke with and the date of the OEEOA authorizatiﬁﬁ in -
their notes, and in any subsequent Report of Counseling should the”’
matter proceed to the formal stage. OEEOA approval to review taped
recordings of Career Board deliberations will be closely coordinated
with the affected field office, FBIHQ division, and/or the Special
Agent Mid-Level Management Selection (SAMMS) Board pursuant to

Sensitive ;
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prior ‘written authorization, or a statement" eV1denc1ng such
of confidentiality, from the subJect of such files. '

EFFECTIVE: 12/11/95

| 4~5.1.3  [Counselor Matters Data Base N

(1) The Equal Employment Opportunity Commission mandates. s
each agency to report EEQO counseling contacts at the end of each )
fiscal year. To properly capture this information, as well as manage,.."
the Counselor Program, a Counselor Matters Data Base has been
developed and can be accessed through the Bureau Personnel Management
System (BPMS) on the FBINET. Each active EEO Counselor is required
to report his/her counseling activity on a quarterly basis.

(2) All active EEQ Counselors are granted access to the
Counselor Matters Data Base via their User ID. Newly trained
Counselors are granted access immediately following training. To
access the data base, Counselors must enter their User ID and
password, and then select the call key for the Counselor Matters
application. Appropriate selections are available depending on the
nature of the entry, i.e., initial entry, modify entry, delete.
Specific information necessary to close out the record is prompted to
ensure it is entered. A detailed instruction guide on this
application is available through the .OEEOA. . -

(3) On a quarterly basis, the OEEOA will run reports from,,,,, .
this data base and reconcile any discrepancies. Counselors: that have . U
not entered their counseling activity (which includes a selection i " ‘ :
that they had no counseling actxvxty for the quarter) by the 21lst day
following the end of the quarter, will be contacted by the OEEOA and
requested to enter the data immediately.| e s

EFFECTIVE: 02/14/97
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4-5,1.4 Report(6§:C8ﬁ@$ellﬂé‘(léb-379

F. =gty 5

= The EEO Report of Counseling, JMD-37
by the counselor only whén-a’formaI;Cbﬁﬁléfﬁffﬁgé
employee or applicant wherein he/she made an allegatio
question or grievance based on rabe}"color,'reliéidﬁ,”
sexual harassment, |sexual orientation, |[national origin, "age,
or mental disability, or reprisal for involvement in protected
activity incident to the EEO process. This reference to formal® =
complaint is noted inasmuch as it is probable applicants.or employees]
will raise questions that can be readily responded to or'¢1a;ifiéd i
with no need for a formal complaint through the EEQ process and n
requirement for execution of the Report of Counseling. The Report of "~
Counseling is the initial document in the precomplaint phase. t, e
together with the Counselor Matters Data Base, is used by OEEOA in' i
reporting instances of precomplaint counseling throughout the Bureau.
In situations where the Report of Counseling is to be executed, the™ .
counselor should develop the facts as would be done in any other type -
grievance or personnel matter requiring consideration and approval. :
If the employee or applicant does not give permission to use his/her
name, anonymity must be safeguarded and identity may not be divulged
by the counselor to anyone. Where anonymity is desired, point out to
the individual that it may be difficult to develop full facts although
as much information as possible should be ascertained by the counselor
while safeguarding anonymity of the complainant. A written Release
from Anonymity form should be executed in every instance where
anonymity has not been requested. Reports of Counseling must be
submitted by the EEO Counselor to the OEEOA within 7 days of being -
advised by the OEEQA to furnish same. Notes created during the
counseling activity are not to be included in these reports. Instead,
the Counselor should retain and properly store his/her notes for a
period of two (2) years. (See MAOP, Part I, 4-5.1.5 & Part II,
2-4.5.15.)

EFFECTIVE: 03/07/97
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[4-5.1.5] Storage of EEO ‘Counselor's Notes” (S
S 45.1(D), [4-5.1.40) S

el -

(1) . Each EEO Counselor_wil}.bemrespppgikle forith
storage of notes created during the course of EEO'dﬁungeling
activities. Such notes should be stored in a secure or locked;
such as a desk or safe to which access is restricted to the EEQ
Counselor. These notes should be retained for a period of two
years from the date of their creation, at which time they should,

destroyed. Each EEQ Counselor will be responsible for cféatibﬁ;qﬁﬁa
his/her tickler system for the destruction of these notes (see MAOP,

Part II, 2'4.5.15). . EEES

{2) It should be noted that there may be instances wheré,-_
prior to the passage of the two years, the EEO Counselor may be .
suspended or terminated, may retire or resign from the FBI's
employment, may be transferred from one office of assignment to
another, or may decide to relinquish his/her duties as an EEQ'
Counselor. As a result of such change of circumstances, and to ensure
the integrity of the confidentiality required in the EEO process, it
will be incumbent upon the Counselor to have the notes forwarded to
the OEEOA, FBIHQ for appropriate storage.

(3) Each SAC and Assistant Director should likewise
remain vigilant in those circumstances involving the replacement of an
EEO Counselor to ensure that the outgoing Counselor's notes are
appropriately forwarded to the OEEOA, FBIHQ. In those instances
where, due to unusual circumstances, the office management is tasked :
with forwarding the notes of an outgoing EEO Counselor, extra care '
should given to the handling of such material to ensure that adequale
confidentiality is maintained for these materials.

EFFECTIVE: 02/14/97
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4-5.2  EEO Investigators (See MI
: B (1) EEO investigations are conducted by;ﬁpeﬁ“m
the FBI {(Series GS 1811) as voluntary, collateral duties*to
normal investigative responsibilities. Each FBI field offi
required to maintain a specific number of trained EEQ Investigatd

set forth by the OEEOA, and the. SAC is responsible for ensuringéﬁbah@

those Investigators are impartial and professional ;epresentativés*3¥5
that division. - e

cifculating a memo outlining the duties and qualifications of.the. o
position. Interested qualified employees may directly volunteer by .. .. "L’
making their interest known to management, or management may encourage . :
such qualified employees to volunteer. No formal posting is required,
but individuals selected for this position must be experienced relief
supervisors committed to the Career Development Program (CDP), and who
"have exhibited an ability to conduct THOROUGH and OBJECTIVE o
investigations in a timely manner. Divisions may choose to select EEO
Investigators through established Career Board procedures.

(2) The Investigator position can be filled throﬂgﬂ'

(3) Following selection, Investigators will be scheduled
to attend the next available training course at the FBI Academy. Case
assignments will not be made until completion of the training program.
Investigations will be assigned by the Unit Chief of the OEEOA's
Complaints Processing Unit (CPU) following concurrence with the
respective Assistant Special Agent in Charge of the office where the
Investigator is assigned. Investigations are assigned based on )
geographic region, but are NEVER assigned to an Investigator within
his/her own division. During the investigatien, Investigators are
directly supervised by various personnel within Lhe OEEQA, including
the Supervisory Special Agents assigned to the CPU, the CPU Unit
Chief, and the EEQO Officer.

: (4) Relief supervisors who aré promoted to supervisory
positions, or who resign from the CDP will be removed from the list of
active Investigators. Exceptions can be made by the OEEQCA on a case-
by-case basis. An Investigaltor who receives a nonpromotional transfer
from one field division to another becomes a part of their new.
division's complement of EEO Investigatoers if they are still 7 S
jnterested and available. It is the responsibility of each field '
office to immediately advise the OEEOA, by|communication,|of any
personnel changes (retirements, transfers, promotions, etc.) involving
EEO Investigators. Offices experiencing a reduction below the
recommended complement of EEO Investigators will be notified -by the A

Sensitive
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OEEOA ‘and given preférentisl onsiderati
availgplg(EEO‘Ihvestigator's in-sefﬁicé?ff"f

) : . Ce e s
S, . R X

“ = (5)""At the cortlusion of éach investigationy:
will provide an.evaluation of the Inves;igg&g&'ﬁﬁwqfkhhqéﬁﬁe SACS
Investigator's Rating Official, and the Investigator. The evaluati
is to be used as a measuring tool of the Investigafdf's“éﬁEzlfgﬁﬁggvi
as an EEO Investigator and DOES NOT constitute an official performan
rating. The significance given to this evaluation__in‘the'M " “,‘J:
Investigator's annual Performance Appraisal .Report will be lef £
discretion of the Rating Official. The OEEOA has the diiéyéﬁipn;and'
authority to remove an ineffective EEQ Investigator for cause in the
event the quality of that Investigator's performance or work product
does not meet the OEEOA's standards. Examples of such grounds wqpid“
be blatantly biased behavior and/or reporting, or failure to follow

OEEOA instructions regarding an investigation.

(6) Special Agents conducting EEO investigations should
attribute time spent on TURK Form (FD-420a) as subclassification 280A.

EFFECTIVE: 12/11/95

4-5,2.1 Authority and Role of EEO Investigator (See MIOG, Part I,
| [280-2.1.) |
| -
EFFECTIVE: 12/11/95 ' SR
S
4-5.2.2 Files Available to Investigator (See MIOG, Part I, ey
| | 280-2.2.) | _

EFFECTIVE: 12/11/95
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4~5.2.7  |Deleted|
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Manual of Administrative Operations and Procedu
Part I ' B

A7

. F
LT

. - i gL
4-5.2.3 EEO Investigation and Documentation. (Seé

[280-2.3.) | - e

EFFECTIVE: 12/11/95

4-5.2.4 Investigative Report/Review by Office of the
General Counsel (See MIOG, Part I,[280-2.4.)|

EFFECTIVE: 12/11/95

4-5.2.5 Theories of Discrimination (See MIOG, Part 1,|280-2.5.)]|

EFFECTIVE: 12/11/95

4-5.2.6 |HMoved to 4-5.3]

EFFECTIVE: 12/11/95
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EFFECTIVE: 12/11/95%:
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|4"5.3 Subcléssifications (See MIOG, Pérf 1, 5041; MklP; Part .
= I, 3-1.1, 3-1.2, 3-3.2(3) & 3-4.5(5).) ' ._;b. T

e

(1) 2804 (EEO Investigations) — Should ONLY be utilized
for EEO investigative files and to record time spent on EEO
investigations. FILE USE RESTRICIED TO OEEQA ONLY,

(2) 280B (EEO Counseling) - Should ONLY be utilized for
recording time spent counseling.

(3) 280C (EEO Conferences) - Should ONLY be utilized to
record time spent at conferences and training seminars.

(4) 280D (EEO Administrative) .— Utilized for EEO
administrative files that are unrelated to specific complaints of
discrimination or that make reference to a complainant by name.

EFFECTIVE: 12/11/95

[ 4-6 | AFFIRMATIVE EMPLOYMENT | PROGRAM

_ The Bureau's|Affirmative Employment Program|is|a
continuing program for the recruifment of minorities and women to
eliminate underrepresentation in various categories of employment and
to ensure equality of opportunity by tracking and monitoring such
activities as recruitment, hiring, disciplinary actions, promotions,
and training.|

o

EFFECTIVE: 12/12/91
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5-6.1 - Plan of Action-sz

~ -

o Field office responsibility in minority group-Fecr] ”
is set forth in the FBI'S'Hﬂlti?EEF"AffifﬁﬁfiVETEﬁﬁfﬁ?ﬂéht~Pf3§f§ﬁ &
Plan FY 1988 =~ 1992 under Recruitment and Hiring. Copies of thi_s‘;:%'é

should be maintained accessible to employees with the location 3ff§
reports posted on blue cover pages displayed on key bulletin boards:

EFFECTIVE: 12/12/91

4-6.1.1 Recruitment of Persons with Disabilities, Minorities and
Women

(1) Suggested means of attracting individuals with
disabilities are: contact various rehabilitation agencies, state
employment services and Veterans' Assistance Centers, participate in
job fairs, conferences and other events that focus on employment of
persons with handicap conditions.

(2) Suggested means of attracting members of minority
groups and. women are: contacts with high schools, business and
specialty schools, colleges and law schools, women's colleges and
organizations; contacts with eivic, professional, business, and
religious leaders; contacts with minority groups such as Urban League;
contacts with military separation centers and other logical military
bases including the transition officers at such centers and bases;
contacts with graduating seniors who are also receiving commissions in
the military as a result of ROTC programs at colleges having a
predominance of minority students, suggesting career potential as SA
in FBI following separation and that while in military they may be in
contact with minority officers being separated from military or who
would be inclined to separate if they were assured of a good job;
contact with law enforcement agencies; contact with local offices of
pertinent Federal and state employment opportunity programs for the
underprivileged; contact with state employment services; mention in
the press, particularly appropriate women's, minority, and foreign
language newspapers, i.e., Spanish, including publicity on
achievements or career information on our individual women and
minority employees; treatment during radio and television broadcasts,
particularly over minority-oriented stations, including participation
by women and minority employees; explanation of the program and
opportunities by Special Agents incidental to their many and varied =
contacts while on investigative assignments; treatment during speeches
before groups which include a representative number of women and

ASénsitive
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minority group members; utilization of
friends, neighbors, etec., and treat@}nt*@d&jhé‘
These-suggestions are by no means=all=inclusive

supplemented consiggen;'withgiggjyiduallfielg(qggéglﬁnrmm
FBIHQ division heads must ensure that handli g of all app
Y N S R & el
proper, and that coverage of sources offapplicants is comple
positive EEO program implemented by each field office -must be

the personal direction of the SAC who must ensure that 'the o

applies a positive and. forward-looking aﬁproach'tpwérd:f's
.this area. TnE

B

EFFECTIVE: 12/12/91

4-7 EMPLOYEES' AWARENESS OF EEO PROGRAM

(1) SACs and FBIHQ division heads must ensure that all -
employees are familiar with the EEO policy and the responsibilifY'bf'
employees under the Department's regulations, and that all supervisors
are fully knowledgeable on this subject and particularly as to their
responsibilities. This should be brought to the attention of
supervisors at the time they are designated as such. Supervisors must
make certain all employees thoroughly understand pertinent parts of
the program and are aware of wWhere details on the program can be
located. It is imperative that all employees fully understand that
allegations of discrimination must be brought to the attention of an
EEO Counselor within|45|calendar days of the action in question, and -
that failure to contact an EEO Counselor within the required|45]
calendar days will result in forfeiture of the complainant’'s right to
pursue a claim of discrimination. ' '

£} - R PN

(2) To supplement training offered through management and
‘supervisory courses on EEO at the FBI Academy and other FBI training
sessions, supervisors and managerial staff, in particular the ASAC,-
Supervisory SAs, |Administrative Officers (A0s) |and : _:.ghfify,;
Assistant|A05|shou1d attend EEO training provided through the dffiggti
of Personnel Management, the Equal Employment Opportunity Commiﬁéion?
and/or seléected training which has been approved by the OEEOA.

EFFECTIVE: 10/12/93
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4-7.1 - Conferences
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~ The policy pertaining to EEQ must: be
discussion at'annual'copﬁerences‘of"Agent?aqg‘
field and at FBIHQ and should be appropriately;
discussions should describe in general terms the dis nati
complaint process and in particular the fact- that ‘all allegatio
discrimination must be brought to the attention of an EEO Counsel
within 45 calendar days of the action in question, and that féi}u

contact an EEO Counselor within the required 45 calendar days W
result in forfeiture of the complainant's right to pursue a cl im’

T
discrimination. It must be emphasized during such lectures thét;alfﬁ

personnel actions in the Bureau are based on merit and fitness and .

that there must be no discrimination as to race, color, religion, sex,
| including sexual harassment, | sexual orientation, |national origin, age,. -

or physical or mental disability, or reprisal for previous involvement

in an EEO-protected activity. Employees should be urged to consult

their EEO Counselor at any time should they have any question(s) on.

this matter. Names of these EEO Counselors should be brought to the

attention of the conference attendees. (See MAOP, Part I, 1-2.1 (8)

(a); Part II, 8-1.3.2(4) and 8-2.2(1), (2); Legal Attache Manual,

Sections 2-12.1 and 2-12.3.)

EFFECTIVE: 03/07/97

4-7.2 SpeciallEmphasis Program Coordinators

(1) To enhance opportunities for results-oriented

programs and increase employee awareness of the Special Emphasis
Programs, 15 major offices (Atlanta, Baltimore, Boston, Chicago,
Cleveland, Dallas, Detroit, Houston, Los Angeles, Miami, Newark, New
York, Philadelphia, San Francisco and Washington Metropolitan Field .
Office) are required to designate coordinators as follows: American
Indian/Alaskan Native, Asian American/Pacific Islander, Black Affairs,

| Federal Women's, Hispanic Employment, and|Persons with Disabilities|

" (hiring and placement of persons with disabilities). The Applicant
Coordinator is to coordinate the active recruitment of persons with
disabilities and, where feasible, handle all matters pertaining
to persons with disabilities and serve as the|Persons with
Disabilities|Coordinator. In certain instances, such as the New York
Office, there is a need to fill the responsibility of handling matters ~

| pertaining to the|Persons with Disabilities|Program by an individual

in addition to the Applicant Coordinator.

Sensitive .- - - .
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*; (2) In the above-named officés;the cooidinator
formulate an EEO Advisory Committee. Each coordinator and/
committee, collectively, should serve as a resource bodyio
management officials on concerns of the targeted group he/she :
represents. These coordinators are to maintain contact.withithe F
Special Emphasis Program Managers for necessary guidance and
direction. '

(3) Training for each coordinator, apropos to the progra
for which he/she is responsible, is offered through the Office of* '
Personnel Management (OPM). The coordinaters should arrange to attend_ .
the regional training provided through OPM or comparable courses -
approved by the OEEOA. Standard Form 182, "Request Authorization
Agreement and Certification of Training," must be utilized.

EFFECTIVE: 12/13/96

4-8 - |EXECUTIVE DEVELOPMENT AND SELECTION PROGRAM (EDSP)

FBI Policy Statement dated July 26, 1994, reiterates long-
standing policy under the Affirmative Employment Program Plan for
Minorities and Women as follows:

"As the Director of the FBI, I strongly encourage women
and minorities to participate in the voluntary Executive Development
. and Selection Program (EDSP), and I, personally, support initiatives
to affirmatively recruit women and minorities into the EDSP.
Increasing the number of women and minorities participating in the
EDSP at the entry level position of relief supervisor will broaden the
pool of women and minority candidates eligible for selection as : ' s
supervisors, mid-level managers and, ultimately, for selection as L
senior executives. It is my objective to encourage participation in
the EDSP by sufficient numbers of highly talented and motivated women
and minority SAs to ensure that women and minority SAs achieve
leadership positions in the FBI, including the Senior Executive .

Service."|
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EFFECTIVE: 11/18/94 -

6-8.1 [Moved to 4-9.1]

EFFECTIVE: 11/18/94 T

Consistent with Departmental Order 1411.2 and instructions
previously issued by the Civil Service Commission (Federal Personnel Bt
Manual Letter 713~27 dated June 28, 1974), the FBI developed an upward
mobility plan. This plan lists certain target positions to which
lower level employees (grade GS5-8 and below or any equivalent Wage
Board employee) can aspire to enable them to realize their full work
potential. The plan is designed to serve as a basic reference to
ensure a continuing results-oriented program of upward mobility within
the FBI. Copies.of the plan should be maintained on key bulletin
boards in each division and field office so that every employee will
have ample opportunity to observe and review same. In addition, .
information concerning upward mobility should be discussed at annual L
conference of support personnel. It must be emphasized during such
lectures that upward mobility must conform with merit principles and
equal opportunity requirements, and employees should be urged to
consult their upward mobility counselor should they have any questions
on this matter.

EFFECTIVE: 11/18/94
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|]4-9.1| . Role of Upward Mobility Counselor

v
e oo

Instructions regarding the selection of "UpWar
counselors are listed under Career and Educational Cou seli
FBI's Upward Mobility Plan. The counselor's role is.aﬁ.eéiégpxai
element in our upward mobility plan because the counselor7aE§f‘
match the employee's interests, skills and potential to our i
organizational needs by bringing together people and job ~ _
opportunities. Such career counseling is designed to provide.-: i
information and advice on ways employees can use their skills, acquirq‘
more job satisfaction, and choose the education and/or training "
necessary to advance. Counselors should be able to deal effectively.:-
with all persons found in our diversified work force, including- - . . -
persons with disabilities. The Counselor should have an understanding’
of merit principles, performance evaluation procedures, Bureau RA
promotional policy and other information necessary to assist employees
so these employees will not have their hopes raised unrealistically .~
with promises which cannot be realized. To ensure counselors are well
versed in personnel procedures, they should review FBI's promotion
policy, and they also should thoroughly familiarize themselves with
the target positions listed in the FBI's Upward Mobility Plan.

Counselors should furnish pertinent information te FBIHQ on a

quarterly basis regarding the employees who seek them out for
individualized counseling on upward mobility. This information should
include the employee's name, entry-on—duty date, current position,

series number and grade, and what upward mobility target positions, if
any, the employee was advised he or she could aspire to in the future.
Such information should be forwarded to the Bureau's overall Upward
Mobility Coordinator, Ms. Barbara Dean Finch, who is assigned to the
Office of Equal Employment Opportunity Affairs, Room 7901, under .
office of the Deputy Director. ' '

EFFECTIVE: 11/18/94
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|4-10  PERSONS WITH DISABILITIE tFonnE
© i PLACEMENT) BROGRAM - . s

Placement) Program (PDP), located within the Off1ce of Equal-
Employment Opportunity Affairs (OEEOA) mon1tors and report ,
recruitment, hiring, testing, placement’, ‘and "advancement of" persons
with disabilities within the Bureau. The PDP also prov1des trainin
to Bureau personnel regarding the employment of 1nd1V1duals with
disabilities, general awareness, reasonable- accommodation and other_
related issues. In addition, the PDP receives, reviews, researches,’
coordinates and makes recommendations upon requests for reasonable B
accommodations received from employees and applicants. =
Recommendations for reasonably. accommodating persons with
disabilities are generally made with the assistance of the FBI's
Reasonable Accommodation Committee (see MAOP, Part I, 4-10.2).

EFFECTIVE: 12/13/96

4-10.1 Regulations Pertaining to Employment of Persons with
Disabilities

(1) The Rehabilitation Act of 1973 (Public Law 93-112), el
as amended by Public Law 93-516, the Vietnam Era Veterans'
Readjustment Act of 1974 (Public Law 93-508), and the Americans with
Disabilities Act of 1990 require that agencies within the Executive
Branch of the federal government develop and implement affirmative
action program plans that will expedite the: hiring, appointment and
promotion of persons with disabilities and develop policies that do R
not unnecessarily exclude or limit persons with disabilities because e
of architectural, procedural, communication, transportat;on or o
attitudinal barriers. " _ -

-

(2) Federal law and EEOC guidance provide the following
definitions:

(a) "Person with a disability" is an individual who
has a physxcal or mental impairment which substantially limits one or
more of the person's major life activities; has a record of such an
impairment; or, is regarded as having such an impairment.

. Sensitive - : »§f:;wr-~;ﬁ
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(b) "Physical or ment pairment” :in
physiological disorder or condition;' cosmetic disfigureme:
anatomical loss affecting one or more of, the: following body:sys!
neurological; musculoskeletal; special sense organs; %
including speech organs; cardiovascular; reproductive;
genitourinary; hemic and lymphatic; skin; .and;i endocrine; o
mental or -psychological disorder, such as mental retardation) X
brain syndrome, emotional or mental illness, and specific learning’
disabilities. In addition, Congress included the followiﬁg'§x§mples
"of conditions, diseases and infections as physical or mental T¥Ho ™
impairments under the Americans with Disabilities Act of 1920;}~'
aleoholism: cancer; cerebral palsy; diabetes; drug addiction;
emotional illness; epilepsy; and, infection with the Human
Immunodeficiency Virus (HIV).

al i

P

(¢) '"Record of an impairment" means that the.
individual has a history of, or has been misclassified as having a
mental or physical impairment that substantially limits one or more
major life activities. ' ' ’ 3

(d) "Is regarded as having an impairment™ includes:

1. individuals with physical or mental
impairments that do not substantially limit a major life activity,
but are treated by a covered entily as constituting such a
limitation; -

2. individuals with a physical or mental S T
impairment that substantially limits a major life activity only as a
result of the attitudes of others toward the impairment; or,

3. individuals with no physical or mental
impairment who are treated by a covered entity as having such an
impairment. :

(e) "Major life activities" include those basic ' o
activities that the average person in the general populatiﬁn can ‘ o
perform with little or no difficulty. Examples of these activities 77
include but are not limited to: caring for one's self; performing o
manual tasks; walking; seeing; hearing; speaking; breathing;
learning; and, working. .

(£) "Substantially limits" means that the individual
is unable to perform or is significantly restricted as to the 577" ' -
condition, manner or duration under which he or she can perform a . - e e
major life activity as compared to the general population. -

Séﬁﬁitive u‘_ ;“f“
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Temporary, nonchronic 1mpaxrments of short ddrat
no long-term or permanent 1mpact _are not' usually “eonsi
dxsabllzty. ¢

£

(g) "Quale1ed
purpose of employment, includes those persons who, W, or. v
reasonable accommodation, can perform the essentxal funct1on .
employment p051t10n that the 1nd1V1dual holds or desxres. ’

(h) "Reasonable accommodation”
adjustment to a job, the work environment or the way th1ngs are;
usually done, that will enable a qualified individual Wlth é
disability to attain the 'same level of performance or enjoy equa b LG
benefits and privileges of employment as are available to a sxmxlarly
situated employee without a disability. Reasonable accommodatxon  Bay;
occur in three phases of employment: in the applxcatxon/recruxtmen '
process, in the performance of essential functions of a job; and/or..
in the receipt of all benefits of employment. Within the FBI, all
requests for reasonable accommodations received from employees or
applicants will be coordxnated through the OEEOA.

EFFECTIVE: 12/13/96

4-10.2 Reasonable Accommodation Committee (See MAOP, Part I,
4-10.)

On 3/10/94, the Director approved the establishment of the .
Reasonable Accommodation Committee (RAC) within the QEEOA to assist
the PDP in addressing individuals' requests for reasonable
accommodation. The RAC is made up of representatives from the OEEOA,
the Personnel Division and the Office of the General Counsel? -(0GC) - to,;
include: the Persons with D15ab111t1es Program Manager; the-Medical :
Officer (MO); the Safety Officer; and personnel from the Facilities
Management, Staffing, Position Classification, and Health Care .
Programs Units. In addition, as necessary, personnel from the
Employee Assistance-and/or Employee Benefits Un1ts are requested to
assist. Each request is addressed separately with information’ and
input solicited from the individual with the disability and his or
her supervisor or management.

Sensitive
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| 4-10.3 Reasonable Accommodation Process e }%ﬂﬁw

(1) The Rehabilitation Act of 1973 and the Americans with
Disabilities Act of 1990 require that employers make”réﬁ?%ﬁéb}?“'
accommodations to the KNOWN physical or mental 1:'.:11itati6nfofl_’-'w -
otherwise qualified individuals with disabilities. If the ‘employer
is unaware of the person's disability, there is no obligation to make

a reasonable accommeodation. - T

(2) 1In general, it is the responsibility.of the employee .
or applicant to inform Bureau management of his or her need for ‘
reasonable accommodation. However, in situations in which an. )
employee with a known disability is having difficulties in performing
the essential functions of his or her position or is unable to enjoy
the full benefits of employment, it is permissible for the employer
to discuss the possibility of reasonable accommodation with the
employee.

(3) Once an individual's need for reasonable
accommodation is known, the employing division or field office will
be responsible for trying to reasonably accommodate the employee in
his or her current position or in another available position for -
which he or she is also qualified within the division or field ST
office. Supervisors and managers are strongly encouraged to work
with the employee or applicant to develop an accommodation that is
effective and reasonable for both the Bureau and the individual with
the disability. FBI Forms FD-856 (Request for Reasonable
Accommodation) and FD-839 (Authorization for Disclosure of Medical
Information), as well as an Office of Personnel Management (OPM) Form
SF-256 (Self-Identification of Handicap), should be completed and
forwarded to the OEEOA. It will be the responsibility of the.
employing division or office to implement the accommodation,

(4) 1If the division or field office is not able to _
reasonably accommodate the employee or if adaptive equipment must be ¢

W

purchased as part of the reasonable accommodation, the above-i~
~ | referenced forms should be completed and forwarded to the OEEOA.

Supporting medical documentation submitted by the employee detailing
the condition will be reviewed and summarized by the FBI's MO. ' If -
additional medical documentation is required, the FBI's MO will-
request, review and summarize same from the individual's personal

B
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physician and/or .therapist.® /=

(5) In those cases where the- employxng "divisiol
is unable to accommodate ‘the individual and follow;hg=
supporting documentation and related case law, a determxnatu%}gﬁ$%§§
regarding whether or not the individual has a disability as defined:
within the pertinent laws will be made by the OGC. The request w111
be referred back to the employing d1v151on or field office 1f i
determined that the employee does not have a disability. ' If the OGC*”
determines that the employee is a "qualified individual with a_ i i
disability," as that term is defined within applicable laws, the
request will be referred to the OEEOA and, if necessary, the RAC.
" thése situations where the reasonable accommodation is not known or
obvious, the employee making the request and his or her management . SRR
will meet with members of the RAC to discuss possible reasonable ; ‘
accommodation solutions. The OEEQOA will then be responsible for
making recommendations to the employee's management regarding
reasonable accommodations. As necessary, adaptive -equipment will be
purchased using OEEQOA Reasonable Accommodation funds. The employee's

management will be responsible for 1mp1ement1ng the recommended
reasonable accommodations.

(6) An employee may appeal decisions made by the OGC or
recommendations made by the OEEOA directly to the Inspector—in—Charge
of the OEEOA. Appeals must be made in writing and include copies of
all relevant documentation, including forms. Following an appeal to
the Inspector-in-Charge of the OEEOA, a subsequent appeal may be made
in writing to the FBI's Deputy Director.

EFFECTIVE: 12/13/96

4-10.4  Request for Reasonable Accommodation Form — FD-856

(1) A standardized form, Request for Reasonable
Accommodation (FD-856), has been developed for use in reasonable
accommodation requests made by FBI employees. This form will serve
as documentation of the request for reasonable accommodation £6r an
individual's disability or medical condition and the process utilized
to attempt a reasonable accommodation for the employee. The FD- B56
should also be utilized for those employees whose medical condition
or disability worsens or the previously provided reasonable
accommodation no longer enables the employee to perform the essential

Sensitive - : N
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(2) Thxs form andt1ts attachments must

from unauthorxzed dxsclosure,“and may be fzkgq%in the'

iy

files only. The FD-856 may not be filed within an employee_s‘
personnel record and should be stored separately from such records
the employee's Sub M file. Medical information in this form"nd:
attachments may be provided to nonmedical personnel only to. th@ -
extent that such information is requ1red in the performance of’ thexr
official duties. Specifically, superv:sors and managers may be
informed about restrictions on an employee's work or duties and _
necessary accommodations. First aid and safety personnel may be . - :
informed, when appropriate, if the disability or condition might.

require emergency treatment. Personnel in the OEEOA, Office of the _
General Counsel, some units of the Personnel Division, and members of o
the Reasonable Accommodation Committee may be provided such® '
information as may be necessary to process the request or make
related determinations.

PR

(3) The employee will be responsible for completing and
signing the EMPLOYEE INFORMATION section of the FD-856, as well as
the SF-256 and FD-839. Supporting documentation may be attached.
Employees should note that all requested information must be
submitted in order to process requests and that processing time can
be substantially shortened if all pertinent information is included R
with the request. ' "

. (4) The employee's supervisor will be responsible for

completing the SUPERVISOR INFORMATION section. Management must also,
complete and sign the ACCOMMODATION WITHOUT REFERRAL section if the _ A
request can be accommodated by the division or field office: . e
Completed forms should be forwarded to the OEEOA for review; A :

(5) Management must complete the REFERRAL TO FBIHQ N .
section ONLY if the request cannot be accommodated by the d1V1$10n or ER
field office or if adaptive equipment must be purchased. Support1ng
documentation, teo include information regarding the essential
“functions of the employee's position AND 1nformat10n regarding. thew‘ a T
accommodation attempted, must be included. Completed forms should be "
forwarded to the OEEOA for further action. It should be noted that. .
incomplete forms, including those without the appropriate s1gnatures, '
will be returned, thus delaying processing of the request.

Sensitive
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EFFECTIVE: 12/15756h”

documentation detailing the applicant's diagnosis, prognosxs,
limitations and recommendations for accommodation. Documentation
from the applicant's physician or therapist should be forwarded to
the OEEOA along with an explanatory communication from the division -
or office requesting assistance._  Generally, applicants will be . .- &30
provided with accommodations such as sign language interpreters, .
large print versions of written materials, or up to double time to .
complete written port:ons of application tests. Each request will be’ e
addressed by the OEEOA in coordination with the Personnel vaxsxon. o

EFFECTIVE: 12/13/96

Sensitive .
PRINTED: 02/10/98



Part I

SECTION 5: -

5-1 PERFORMANCE MANAGEMENT SYSTEH (PMS) (See MAOP
21-2(4); & Legal Attache Manual 4 2.)

facets of personnel management.
appraisal, but also such performance-based personnel decisions.as’
promotions, Personnel Resource List transfers, W1th1n-grade and
gquality step increases, and superior accomplishment awards. The PHS
||covers all non-Senior Executive Service employees.| =

EFFECTIVE: 10/09/96

5-1.1 Purpose

l ‘ The purpose of the PMS is to provide a tool for executing
basic management and supervisory responsibilities by:

(1) Communicating and clarifying agency goals and
objectives;
(2) Identifying individual accountability for the
- accomplishment of organizational goals and objectives;

(3) Evaluating and improving individual and ' P T
organizational accomplishments; and

(4) Using the results of performance appraisal as a basis
I for adjusting basic salary, determining performance awards, training,
rewarding, reassigning, promoting, reducing in grade, retaining, and -
removing employees.

EFFECTIVE: 10/09/96
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The Personnel Offxcer is respons1ble

PP O

_ FBI-' 5 PHS as+1t apg}ix‘
support personn In this regard “the ?é
that the performance appraxsal and’ recognxt
administered and applied. At any time deemed’ o
Personnel Officer or his/her designee will conduct
review and validation of any Performance Plan[Performance Ap 1
Report (PAR) and institute any actions necessagywto_enéﬁ?%‘c6551§§nce V%
with applicable law, regulation, or polxcy‘as“set ffrth héfﬁ' Tﬁe 5
specific responsibilities of other executxves, management off:cxals;

and superV1sors follow: . B

praisa

(1) Heads of offices (e.g., Special Agents in Charge ore,_ﬂn
Assistant Directors) shall personally ensure that: SRR -

(a) Employees under their jurisdiction are-
adequately informed of their rights and responsibilities under the
[[PMS|in a timely manner,

"(b) Managers and supervisors under their
jurisdiction who serve as rating and/or reviewing officials are given
training and periodic reminders of their duties and responsibilities
under the|PHS,|1n addition to receiving supplementary directives as
necessary;

‘ {¢) Instructions governing the identification and
establishment of critical elements (CEs) and performance standards
(PSs), within prescribed parameters, are developed for use within, and
tailored to, their respective organizations;

(d) Periodic evaluations of the performance
appraisal processes within their offices are conducted and that only
employees whose performance exceeds normal expectations are rated at
or above Fully Successful' : i o

(e) Ratings of record issued to employees in their
offices are approved; and ' Co :

(£) Performance-based peraonnel action’
recommendations are revieyed and approved.

_ (2) Reviewing officials are|at a higher organizatioﬂal
level than|rating officials and as such will ensure that:-
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) (a) |
beginning of the appraxsal bé}1od are in FUrthi era
the entity served; o o

(b)_ PARs completed by rat1ng off1c1als
and accepted or adjusted as warranted; and

(¢) Rating officials provxde advice or
as appropriate to subordinates. : R

(3) Rating officials are normally the employees' L
immediate supervisors who train, assign, and review the employees' h
work. In appraising subordinates, rating officials are to: T

(a) Prepare, with employees' input where feasible,
Performance Plans for all subordinates ensuring that plans provide a
basis for appraising the performance of each subordinate's critical,
as well as collateral, functions;

~(b) " Collect and maintain specific examples of
employees' accomplishments and deficiencies throughout the appraisal
period; :

(c) Afford guidance to all subordinates;
{d) Issue PARs to employees as prescribed; and

(e) 1If applicable, review the performance appraisal
practices of subordinate supervisors and provide advice as
appropriate. :

(4) Employees subject to the PMS are responsible for:

(2) Participating, as requested, in the development
of their Performance Plans; e

(b) Actively engaging in performance discussions
during Progress Review Sessions and at other appropriate times; and

(¢) Maintaining current knowledge of their r1ghts
and responsibilities under the PMS.

Sensitive . e
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EFFECTIVE: 10/09/96" -

5-1.3 - Authority

\ The FBI's PMS was designed in accordance with appliéabfé

[ portions of Title 5, United States Code, Chapter 43, and Txtle 3, Cod
of Federal Regulations, Parts 430 and 432, Through the appra1sal
process, employees are placed on notice of the critical vy~ R
functions/duties of their positions and of acceptable performan
levels established by management.
controls and/or influences various personnel actions.

EFFECTIVE: 10/09/96

f

_(ﬂJ;[ 5-1.4 [Deleted|

EFFECTIVE: 10/09/96 .

5-2 PERFORMANCE PLANS

(1) DEFINITION: A Performance Plan is the complete
collection of all of an employee's written|critica1 elements (CEs) and
performance standards (PSs).l :

(2) ISSUANCE OF A PERFORMANCE PLAN: An original Plan,ii’s
comprised of a Notice Page|(FD-727) and Critical Element and: ., .
Performance Standards Page(s) (FD-727a),|is to be issued within 30
days of an employee's entry on duty, change in position due to.a.
change in grade or reassignment, |or deta11|(temporary duty)
|assignment|expected to last longer than 90 days. |Upon completion of a .
Plan, a copy should be furnished to the employee and the or1g1nal '
immediately forwarded to the Performance, Recognxtxon and Awards Unit
(PRAU), FBIHQ. |

(3) RENEWAL OF PERFORMANCE PLANS: When the same Plan is
being continued from one annual appraisal period to the next, the

- ST :Sensifiﬁpiﬂf .
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Performance Appraisal Reports.

(4) DEVELOPING PERFORMANCE PLANS: Employees and” rat1 g
officials are, whenever feasible, to jointly participate in develop1ng
Plans, i.e., identifying CEs and establishing PSs; however, rat:ng«
officials are responsible for the contents and proprlety of the Plans
Rating officials are to encourage employees' input in the development
of Plans through any of the following, or other appropriate means:

| (a) |Employees|and rating|officials|may discuss and
develop Performance Plans together; )

: (b) |Empioyees|may provide rating|officials|with
(:i draft Performance|Plans;

(¢) |Employees|may comment on draft Performance
|Planstprepared by rat1ng|off1cxals,

[ (d) |Performance Plans|may be prepared by a group of
employees occupying similar positions.

(5) |MODIFYING PERFORMANCE PLANS: When an office wishes
.to add, delete, or adjust information in a Performance Plan, a copy
of the proposed modification must be submitted to the PRAU via
written communication. The proposed modification will be reviewed by
the PRAU as soon as practicable after receipt. In response, the
office will be provided a copy of the revised CE(s) and advised of
the action required to finalize the modification or reasons for th';é
“denial of the request. | - '

(6) |MODEL PERFORMANCE PLANS: When a model Performance
Plan has been written for a particular position by the PRAU, it is
mandatory that the model Plan be utilized. The contents of model - .
Plans as well as all identifying information, such as pos1t10n “number
and coding information, should not be changed, retyped, or modified.

o

However, if an office prefers to develop their own Plan or must :
modify a model Plan, the office is required to submit justification’ - =
for doing so to the PRAU. The office must advise the PRAU of the ' I

Sensitive
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along with the’ alternate Plan. Thereafter, RA
approve the Plan.. The Plan w111 be rev;ewed tB?" s

currently on record, all applicable portzons of the Un1ted"5féte'
Code and the Code of Federal Regulations, and the polxcxeskandﬁ
requxrements of the PMS. During the time of PRAU's review,..the
office is required to place their employee(s) on the model P1
that position until the alternative Plan can be reviewed and” approve
Faxlure to obtain approval prior to placxng an employee on

Plan and/or any CE, as well as the dxsallowance of any apptaxsal
based on such a Plan.]

|(7)| CEs are to be determined through consideration of the
organxzat1ona1 goals of the entity served and the requirements set
forth in employees' official position descriptions. Each|CE|must be
of such importance that the rating official would, in the face of - SR
unacceptable performance, recommend the reduction in grade, )
reassignment, or removal of the employee. Rating officials must
ensure that any previously approved coordinator, specialty, or
coliateral duty(s) that an employee is responsible for performing is
included in at least one CE of the employee's Plan, as long as .
consistency with the requirements set forth in the employee's official
position description is maintained. '

[(8)[ PSs are expressed in terms of quality, quantity, ~ . B
timeliness or other appropriate measurement criteria, which must be : s
consistent with the information in the employees' official position
descriptions, as well as with the appropriate definition of the
performance level as set forth below. For each CE, PSs are to be
written for the Minimally Acceptable, Fully Successful, and Superior
levels. The absence of a written standard for the|Except1onal|and L
|Unacceptable|performance levels shall not preclude the assignment of J a
ratings at those levels. Rating levels are defined as follows: .. L ety

(2) Unacceptable: Repeated failure to substantially
meet the Minimally Acceptable level described on the employee's . . N
Performance Plan in that the employee continually required closer
supervision than specified in his/her official position descriptien, s
and/or did not produce a sufficient amount of work at acceptablé C i
accuracy and/or quality levels, and/or exceeded time limits 1dent1f1ed : -

by supervisor. : ' .

(b) Minimally Acceptable: Throughout the appraisal
period, the employee- achieved the minimum level set forth on his/her

Sensitive
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CedE R : b
(c) Fully Successful'

period, the employee achieved the Journeyman level of, perfordgggg fdr

hxs/her posxtxon in that, under less than the normal degr £

;
level, and completed assignments in advance of establ;shed deadlxnes.“
The employee s performance served as a model for other employees '
engaged in the same or similar operations.

(d) Superior: Throughout the appraisal period, the.
employee's performance exceeded the journeyman level for his/her o
position in that, under substantially less than the normal degree :
supervision received as set forth in his/her official position - °~ T o
description, the employee's performance reflected a high degree of
achievement with respect to the quality, quantity, and timeliness
measurements applied in evaluating work performed. In addition, the
employee's performance showed significant contributions to the overall
effectiveness of the organizational entity to which assigned, as
evidenced by increased cost. effectiveness, more eff1c1ency, reduction
in paperwork, reduced staffing levels, or the like.

(e) Exceptional: Throughout the appraisal period,
the employee s performance exceeded the Superior level described on
his/her Performance Plan, going beyond the scope of assigned duties
and responsibilities in terms of valuable innovations and improvements
introduced. The employee continually demonstrated extraordinary '
proficiency typical of expert status within the scope of assigned Ve
duties and responsibilities.

EFFECTIVE: 10/09/96
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5-3 -
- (1) A progress revrew is an evaluat1on “of an 3»Pwry§m£k
progress toward ach1eV1ng a- performance level ﬁatzng“offxcia szar
responsible for imposing and marntalnlng approprxate control
permit the assessment of employees performance throughout h
appraisal period. At the midpoint of the appraisal period,
officials must conduct Progress Review Sessions with their *'
subordinates. If an employee's appraisal period is altered by aZ;
change in grade, the rating official must initiate a review sess
approximately midway through the newly established ratxng perzod.a
Although employees are, at a minimum, to be advised of their level of .
performance on each element in relation to the measurement crlterza 1n
the performance standards, such advice is not to be construed as, .
! an official rating. IAn employee cannot request reconsrderatxon of

his/her progress review ratings.

(2) Progress reviews are mandatory and may be conducted .
.orally. At the conclusion of the Progress Review Session, the date of
l the review is to be recorded by the rating offxcral|1nsxde the
Progress Review block|on the Notice Page of his/her copy of each
subordinate's Performance Plan.

EFFECTIVE: 10/09/96

[ 5-4 | PERFORMANCE-RELATED DOCUMENTATION |

comprised of a Cover Page (FD-728), Evaluat1on Page(s) (FD-728a), and
Narrative Page(s) (FD-728b).| All PARs are "official" and must be.,
afforded the same consideration in their execution. An employee. mustf
have served at least 90 calendar days on notice of hrs/her|cr1t1cal
element(s)|and|performance|standards before a PAR may be issued. _H‘“f

‘ (1) |PERFORMANCE APPRAISAL REPORTS (PARs): A PAR is

| @ |REVIEWING PARs WITH EMPLOYEES:| Most performance

appraisal procedures are to be accomplished through direct contact

with the employee. Inasmuch as certain assignments may preclude face-

to-face contact because of geographic location or the sensitive nature

of the assignment, telephonic contact may be considered an appropr1ate
substitute. When personal contacts are not possible for a reason

other than undercover assignment, performance appraisal documents are -
to be forwarded to the employee in an envelope marked "Personal and- =

Sensitive
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‘Confidential" for”ﬁigyﬁir“rev;gw“éﬁﬂf%ubsequqntv51gnzng'

date on which the matter becomes final.
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appropriately marzéq:);[ygpnﬁigéﬁénééubf_ﬁlfKHfié’¢$§§ shoul
furnished to the employee.| - =~ 7%=~ e :

(NOTE:. Rating officials are to ensure classified mater

oot 3
Lk ot A

R I

T - Yo L b i AT,

_ (3) |MAINTENANCE AND DESTRUCTION OF PERFORMANCE-RELATE
INFORMATION/DOCUMENTATION: | ‘Unless otherwise instructed by:FBIHQ}¥alljs
performance-related information and documentation, including{ ng_ggtu
limited to, information maintained in any performance file or 'folder
other than the employee's official FBIHQ or field officéiPersonnel ™
File, must be maintained for a period of one calendar year from the
date of the end-of-annual PAR. Further, any and all performance-
related information and documentation, whether maintained in_}hp;p'
employee's performance folder or otherwise, which is not part of the
employee's official FBIHQ or field office Personnel File, must be
destroyed within 30 days after the expiration of the one-year period : -

as specified above.

(3) Information or documentation which is relevant
to a pending complaint, charge, or internal investigation should be
maintained until final resolution of the matter. Whenever
performance-related information and documentation is maintained for a
period longer than one year after the date of the end-of-annual PAR,
written notification must be made to the Personnel Officer|(Attention:
Performance, Recognition and Awards Unit, FBIHQ)lwithin 10 business
days of the conclusion of the one-year period. Performance-related
information and documentation which is maintained pending a complaint,
charge, or internal investigation will be destroyed one year from the

(b) Any copies of file review sheets which are _
maintained in an employee's performance|folder/used in determining an
employee's performance rating|must be destroyed as instructed above.
However, the above provision does not apply to original file review ‘
sheets which are maintained for inspection and other purposes not”’ - - -
related to the performance appraisal process. : - ' e

(4) |EMPLOYEE ACCESS TO PERFORMANCE INFORMATION AND
DOCUMENTATION:| Rating and reviewing officials are to make available
to each employee, upon request, any and all performance-related. -
documentation, whether maintained in the employee's performance file
or folder, or otherwise, which has been or will be used as a basis
for, or the development of, a progress review session or PAR. | (See
MAOP, Part I, 5-5 (4).)] ) St : T

(a) Copies of classified documents (e.g., PARs,
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p;dgreés-review information, and fhé{fike)rmé§fﬁéf?§i
employee; however, the employee should be cautioned ¢
release of such material to any R

- (b). There may
preclude the release of certain performa
documentation to the employee. These circumstances may include, d
are not limited to, information or documentation which is relevant to

a pending complaint, charge, or internal investigatlpn. For guiﬁaﬁﬁ%
ocumentation

on withholding performance-related information or d
rating officials should consult with theIPRAU.‘

(¢) 1f a rating official makes a decision to .
or documentation from any.T ... -
to this policy, the employee ..

withhold performance-related information
employee who has made a request pursuant e
will have the right to appeal the rating official’s decision to the " — 7
Special Agent in Charge (SAC) or head of office. This appeal must be
in writing, and must be submitted to the SAC or head of office within

15 business days of the denial of access to this material. The ™
submission must then be revi

ewed and a_wiitten response provided to
the employee within 10 business days of the receipt of the employee's
appeal. )

EFFECTIVE: 10/09/96 -

5-4.1 Appraisal Periods

|Employees’ performance is|to be appraised on an annual .
basis, according to|the following schedule: . -

(1) |Special Agents (SAs): April 1 through March 31, - - ft*;:f"’
For probationary SAs, see MAOP, Part. I, 5-4.3.] ‘ S e

| (2) |Support:
| (a) Field: July 1 through June 30,

| (b) FBIHQ: December 1 through November 30.]|

Sensitive y . S o
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EFFECTIVE: 10/09/96

5-4.2 Tyées of PARS

| (1) End-of-Annual Pefiodi. . R _ . o
(a) Special Agenls (SAs): |Immediately after Marc
31 for any employee who has not received 3 PAR since e
January 1 and who has peen in grade and on notice of critical :
elements (CEs) and performance'standards (pSs) for at least 90 days

For probationary SAs, see MAOP, Part I, 5-4.3.

(b) Support: | Inmediately after June 30 .
(field) /November 30 (FBIHQ) for any employee who has not received a.™,
PAR since April 1/September 1, respectively, and who has been in
grade and on notice of CEs and P3s for at least 90 days.|

When an employee has not received any PAR and is not eligible for a
rating by|June 30 (field) /November 30 (FBIHQ) for support

personnel and March 31 for SA gersonnel,lthe annual period must be
extended until the employee completes 90 calendar days on notice of

| his/her|CEs]and|PSs.l The next annual period begins the first working

day after the PAR is issued.

d a PAR within 90 days of his/her end-of-

the PAR may be marked as an end-of-annual
tisfy the end—-of-

When an employee is issue

annual appraisal period,
PAR, and another PAR does not need to be issued to sa

annual period requirement.

(2) Position Cﬁange/TransEer: Whenever an employee is
scheduled to leave his/her official position, due to reassignment,
tion and/or demotion (changelto 2 lower|grade), after meeting the -

promo
90-day appraisal requirements since h;s/her last rating..

|(3)| Headquarters' Request: |For example, when a
recommendation is due for the denial of a within-grade increase. L
(WIGI) and the last PAR issued is over six months old or the WIGL -
denial decision does not support the rating of record, the Policy,
Pay, and Leave Unit, FBIHQ, will request a new PAR with thes .-

recommendation.

| (4)| Current Appraisal: Whenever an emplbfee's last o
s more than 90 days old and the office desires to update - Do

rating i
performance appraisal information or to capture performance Lo date
; ne ' _ .

Sen;itive L
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whén a significant change in duties occurs:
squad 'to Chief Division Counsel). K cufren 1
| 90-day period, is necessary when a|WIGI|decision isinot siipporte
the Tating of record.: Also, a PAR7is required in some.instances
the issuance of a Warning Resolutien. - =~ "u o

N SO S LR
'(5) Conclusion of Detail:| At the expiration of a detai:

when an employee has been on notice of CEs|and|PSs|fo§'at_[§a§t 90 ...

days.
| | 6) | Unacceptable - Warning: Whenever an emplo&ée's]{"
performance deteriorates below the Minimally Acceptable level in any oot
CE. o '

I | (7) | Warning Resolution: At the conclusion of an
opportunity period to resolve an employee's warning status.

. Tt

EFFECTIVE: 10/09/96

| 5-4.3 Probationary Agents |(See HAOP, Part I, 5-4.1 and 5-4.2.)|

(1) 1In accordance with the provisions of the Probationary
Agent Program (PAP), as set forth in the MAOP, Part II, Section 8, the. ..
first annual period for new Special Agents {SAs) ends upon completion
of the first year on duty; if the new SAs were appointed on or after
December, 1994, the second annual period ends upon completion of the
second year on duty (§ee MAOP, Part I, 21-1). Subsequent annual
periods are in accordance with established Performance Management
System policy. .

'(2) The PAP requires complete NARRATIVE SUMMARIES, SRR .
including specific examples of the SAs' accomplishments and - . =
deficiencies, for each CE rated in the PAR issued at the end of th
SAs' first annual period and second annual period, if serving a two-
year probationary period, regardless of the level achieved. (See
MAOP, Part II, 8-1.2.3 (4).) : ' o

(3) With the PAP's emphasis on supervisory continuity, it~
| should rarely be necessary to issue a PAR to a new|SA|before the
completion of his/her first year on duty. Any PAR issued to a new
|SA|prior to the end of the first year (for example, due to|recognition
of sustained superior performance),|must include narrative summaries

Sensitive . )
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as described above. . - .3

EFFECTIVE: 10/09/96
5-4.4. Issuance éf PARs

(1) When an appraisal is due, the rating official must:

" review his/her documentation of the employee's performance, to includ
the documentation pertaining to any previously approved coordinatoryy
specialty or collateral duty(s) that the employee IR T ' &
" performs, to determine the level achieved on each|critical element
(CE) }in which the employee has had the opportunity to perform by -
comparison with the performance standards of the employee's -
Performance Plan. In preparing PARs at the end of the annual pqiiéﬁﬁ-
the rating official must also consider any prior PAR issued during the”
annual period. The appraisal of a disabled veteran may not be lowered
pecause the veteran has been absent from work to seek medical

treatment.

(2) A NARRATIVE SUMMARY of the employee's performance,
including specific accomplishments and deficiencies, must be provided
forlEACH CRITICAL ELEMENT,]regardless of the|rating level received.
Any narratives|provided for|a CE that includes|an approved
coordinator, specialty, or collateral duty(s) must make specific ST
reference to the employee's performance of this duty. |Alnarrative for '
any|CE rated|below Fully Successful must include the assistance to be -
afforded the employee in improving. Such assistance|must|inc1ude,
| furnishing the employee with a copy of his/her Performance Plan for
review to reconvey the performance requirements for his/her position.
Additional [assistance may include, but is not limited to, formal or
informal training, counseling, change in work assignments, T

‘|reassignment, jand closer supervision. |(See MAOP, Part I, 5-4.7° ‘j?? ‘.
and 5-4.7:1.) : - RS

EFFECTIVE: 10/09/96 T e
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5-4.5

must be at a hxgher level in the organzzat1on than thé™f
official, |for approval BEFORE it is presented to the employ
‘reviewing official has the authority to accept or modify any PAR
keep1ng w1th the proper app11cat10n of these prOV131ons. ™

to include specific examples of performance that support the ratxng.
level, are to be attached to the PAR.

EFFECTIVE: 10/09/96

5-4.6 fEntry of PARs into the Bureau Personnel Management System
- (BPMS)

PARs are to be entered into the BPMS, and the originals
submitted to the Performance, Recognition and Awards Unit, FBIHQ, no
later than 42 days after the appraisal period has ended. After -each
PAR is entered, a notation at the bottom left-hand side of the PAR
should state the date of the Performance Plan which was used to rate

the employee.]
EFFECTIVE: 10/09/96

5-4,6.1 |Moved to 5-4.7.1| R

EFFECTIVE: 10/09/96
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[15-4.7]

Performance (See MAOP,,Part I,

- —— — ”

14 4.2.
(1) . Ass:stance must be’ pro¢1féa to employeespzn
performance rated at a level below Fully Successful " In LHi§ F gaf ;wf
at any time an employee's performance in one or more|cr1t1ca1 eléments
(CES)]1s rated below Fully Successful, the rat1ng official is to
provide a551stance|by furnishing the employee with a copy of h1s/her-
Performance Plan for review, to reconvey the performance equ1rements
for his/her position, and|through formal or informal trai 1ﬁg, o N
counseling, closer supervision, or other appropriate means, " such’ as a :
reissignment. |The rating official must append a separale statement~ e
on plain white bond paper, as part of the PAR, 'regarding the :.3.
assistance to be offered the employee to 1mprove. (Also see MAOP
Part I, 5-4.4 and 5-4.7.1 (1).]

, (2) 1In some instances, performance may be found to be of
such significance (e.g., demonstrating a reasonable potentxal for : _
jeopardizing physical safety) that treatment through the performance. RN
appraisal process would not be appropriate.. Other situations may
i combine poor performance and actions subject to policy governing

disciplinary matters, as set forth in the MAOP, Part I, Section 13.
Except in cases meeting requirements for action under BOTH the
performance appraisal system AND disciplinary policy, it is generally
unnecessary and inappropriate to recommend a disciplinary action such
as probation when issuing an Unacceptable-Warning PAR.

(3) Unacceptable performance is a basis to reassign,
‘reduce in grade-or remove an employee. Such remedial action may be
taken only after an employee has been provided with notice of the
unacceptable performance, in the form of an Unacceptable-Warning PAR,
and given a reasonable opportunity to demonstrate acceptable
performance. A rating of Unacceptable on any CE results in a Summary‘}
Rating of Unacceptable REGARDLESS of the performance leVels achxeved

on other CEs.

| () A copy of an employee's Plan must be submitted to th§
Performance, Recognition and Awards Unit, FBIHQ, along with any PARs
containing CEs rated at the MA and/or Unacceptable levels. |

EFFECTIVE: 10/09/96

Sensitive L FU T L

PRINTED: 02/10/98




|
I

|eritical element (CE).| Narratives for each CE rated Unaccebﬁ;ﬁ[
" include specific instances of performance below the Minimally

“assistance to be offered the employee to improve, Such asséspénéb

bt 1eal?
HE
R s
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|5—4.7.1| Warningé, Resolutions, a&QwPe;gdﬁﬁ
-~ (See MAOP, Part I,|5-4.4 and|14-4.

i T

IR , SR . o E o
(1) . Unacceptable-Warning PAR - NARRATIvﬁésUH§£§¥£S_of“ ;

performance for the Unacceptabie-ﬂarnihg PAR MUST be provided-fo

Acceptable| (MA) |level. The rating official must append a’separat
statement on plain white bond paper, as part of the'PAR;sﬁegaféiﬁ
must, without exception, include affording the employee the o
opportunity to review his/her Performance Plan, thereby reconveying . i+ ¢
the requirements of the|MA|level, for eacthE,]which must be . i :
achieved/maintained throughout the opportunity period. |A copy of the
employee's Plan must be furnished to the Performance, Recognition and .
Awards Unit (PRAU), FBIHQ, along with any Unacceptable PAR. (See

MAOP, Part I, 5-4.7.)| .

(a) Length of Opportunity Period — The opportunity
period is uniformly set at|90 calendar days for all employees.| An
office may extend the opportunity period for an additional 30 calendar
days if the rating and reviewing officials determine that the employee
(1) has improved, (2) may yet achieve the|MA|level if given.some
additional timé,|and/or|(3) requires additional time due to an unusual
circumstance, such as absence|due to|sick/maternity/military leave.
Given concurrence by the head of the office, a|written|communication
regarding such extension must be forwarded to the]PRAU as soon as" -

possible.

_ (b) Interruption of Period — Once an employee 1is
given a Warning PAR, he/she should NOT be reassigned/transferred prior
to the completion of the opportunity period. Circumstances may
necessitate the reassignment/transfer of an employee to protect an
investigative operation or the employee; however, generally,” -~ » - -7 S
reassignments/transfers are supervisory options which should. be - ;
exercised before issuing a Warning PAR. ) N

(c) |Termination of Period - To terminate an
employee's opportunity period for any reason (e.g., reassignment, . . . - .
transfer, or at the employee's request) will nullify that employee's- ‘' "

chance to demonstrate positive performance with respect to the CEs in” -~
question. As a result, the Unacceptable - Warning PAR must be
considered unresolved, and no recommendation for reduction in grade

or removal may be made. The office should notify the PRAU of such =

termination by written communication.| o

: Sehsitiﬁe
PRINTED: 02/10/98



S

specific examples of performance demonstrated and - tﬂgﬁlevel_achxeve
“during the opportunlty period, . The narrat1ve for any element rat

afforded. When the Resolution PAR satisfies the end-of>theé- - .-
annual- per1od|requ1rements,[the rating official must con51der al

anriual period.

) (a) Positive Resolution — If the employee
consistently demonstrates performance at least at the|MA|1evel durlng
the opportunity period, no less than the|MA|level may be ass1gned L IE
all elements are rated|MA, |the Warning is considered to be resolvea‘ét'f'
a positive level and no recommendation for remedial action may. be .
made. J(NOTE: A positive resolution serving as an end-of-annual PAR .
may contain a Summary rating of Unacceptable and also successfully

fulfill the opportunity period requrrement )|

e

Jeopardy Period - When a warning is resolved at a positive level, a
separate statement on plain white bond paper, initialed by the
employee, must be appended to the PAR indicating that the employee "has
been advised of his/her responsibility to maintain an acceptable level,
of performance. . The statement must include advice that failure to R
maintain at least the Minimally Acceptable level in the CE(s) for

which the opportunity period was provided, for one year from the date

of issuance of the Warning PAR, will be cause for the immediate ‘ )
issuance of a PAR at the Unacceptable level and the submission of amn ~ " =~ - .
appropriate recommendation for personnel action.

4 ESOINS

(b) Unacceptable Resolution — If the employee AR
continues to .perform below theIMA|1eve1 during the opportunity period,
a recommendat:on,lby the SAC or head of the off1ce,]1n accordance with -
Title 5,|United States Code, Section 4303, {to-reassign, reduce in :
grade, or remove is to be set forth in a cover communication
forwarding the PAR to the PRAU, FBIHQ. The recommendation must be‘ W aaE
based on the unacceptable performance addressed by the Resolution PAR . =~
and should reflect consideration of the employee's record - a factor
not addressed by the PAR, but appropriate for inclusion in a
recommendation for personnel action.

.II(NOTE: Failure to issue Unacceptable—Warning and Warning Resolution

Sensitive
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‘s.unacceptable p ;forménc
moval dec1sxons )|

employee based on a PAR at the Unacceptable level
entitled to: 30 days' advance written notice of the proposed
This notice will be provided to the employee byIFBIHQ The w:;t
notice will identify instances|of less than|HA|performance A‘% 1
actions taken to assist the employee to xmprove, adV1se the employee
of hls/her right to representation by an attorney or’ otheréegﬁﬁse ¥
and provide the employee with 10 days to respond to the proposed R

action orally and 1n|wr1t1ng.[

|Expiration of the 30-day Notice Period —=.
Upon expiration of the 30-day Notice Period, action will be taken by
FBIHQ to reassign, reduce in grade, or remove the employee, unleSS“
otherwise notxfled by the head of office. o

e

3. Written Decision — A written decision will
be provided by FBIHQ. This decision will describe instances of less
than Minimally Acceptable performance by the employee on which the
reassignment, reduction in grade, or removal is based. A written
decision to reassign, reduce in grade, or remove the employee will be
made as soon as practicable after the date of expiration of the
notice period. Furthermore, in the case of a2 reassignment, reduction
in grade, or removal, the decision must be based on those instances
of Unacceptable performance by the employee which occurred during the
.one-year period ending on the date of the advance written notice of
the proposed action. The employee will also be advised in this
decision of any appeal rights available to him/her.

[(3)| 1f, because of an lmprovement in performance by the
employee during the notice period, the employee is not|reass1gned |
“reduced in grade, or removed, and the employee's performance contxnues
to be acceptable for one year from the date of the advance wr1tten” :
notice, the Warning Resolution PAR and ANY entry or other notation N -
‘with reference to same MUST be removed from ANY OFFICE or FBIHQ RECORD x, o
relating to the employee. i

e

ety

EFFECTIVE: 10/09/96
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[|5-5|  RECONSIDERATION REQUESTS | (Formerly 56) |

[T T - g

+ [

(1) An employee who is dissafisfied;gigg his/

) 4,

|Performance Appraisal Report (PAR) must respond igxw;iﬁiﬁg'FO'h

. -

rating/reviewing officials within 10 business days'(a’f;qq5gfw
extension of this time will be considered by the Perfo?géﬁggi

Recognition and Awards Unit (PRAU), FBIHQ, on a case-by-case’b
setting forth the specific basis for his/her dissgtisfaétiaﬁfk"l copy.
of this response must also be immediately forwarded to the Personneli:
Officer (Attention: PRAU). The Personnel Officer mqgt#ﬁg notified -
of the date on which the rating/reviewing officials were provided the
reconsideration request. (NOTE: An employee must direct a - L e
reconsideration request of a PAR issued or reviewed by the Personnel ;f;l'
Officer to the Assistant Director, Personnel Division.) | ST

- ‘(2) |An employee's written request must clearly set forth®
the specific aspect(s) of the appraisal of which the employee seeks
reconsideration (i.e., the Summary rating and/or the rating for an
individual critical element(s) (CEs)). In addition, the request must
set forth all relevant facts and performance-related information,
which, in the opinion of the employee, supports an adjustment to the -
PAR. In effect, this document must provide the factual basis.upon
which the employee chooses to reguest reconsideration of his/her o
performance appraisal. In the event that an employee seeks. to
receive a higher Summary rating or a higher rating for an individual
CE(s), the employee must provide sufficient documentation to support
that action in his/her reconsideration request. The employee should
not only refute the information in the PAR but provide specific
examples of work performance.l

' (3). [When a reconsideration request is filed by an
employee, it will be the responsibility'of his/her reviewing official
to ensure that the rater and employee attempt to identify not only -3, "Tu
the issues which are the basis for the employee's discontent, but, if . .~ . .-
possible, to reach an agreement on the factual basis for those issues. '
as well, These discussions should serve to crystallize the specific, .
factual issues and/or points of disagreement between the rater and N
the employee in their respective assessment of the adjective e
rating(s) assigned to the performance level(s) for CE(s).| 77

LG R
Pl

(4) An employee must be allowed a reasonable amount of
timelat the discretion of management,lto prepare his/her _
reconsideration request. |An employee must also be allowed access to -
the personnel folder/performance related documentation maintained by

- - Sensitive -
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the ratxng/reV1ew1ng1offiézafé; )
reconsideration request (See MAOP Part I

1nformat1on )[

10 business days (a-request for an extenszon of thxs txme w111 be
considered on a case-by-case basis by the PRAU) COmment1ng ‘on- the

-

1ssues ra1sed by the employee. Th1s f1nd1ng will set forth the

response should address the validity of the facts, if any, pres
by~ the employee in h1s/her recons:deratxon request. Inforﬁatioh

statements set forth by the rating official in the contested
appraisal, additional facts presented by the employee in hxs/her
reconsideration request, and any response prepared by the ratxng
official to that information.

Issues/deficiencies which were not addressed in the contested - o
appraisal by the rating official may not be introduced by the

reviewing official in the reconsideration request process, unless in
specific response to new facts/issues presented by the employee. A
rever1ng official may sustain and/or adjust rating levels for CEs 5
in the appraisal, to include the Summary rating. (Note: If the

reviewing official decides to adjust ratings assigned in the PAR, and

the PAR has been previously sent to FBIHQ, the reviewing official

should make the adjustments to the office copy of the PAR, present .
the PAR to the employee for signature and date, and submit the g
adjusted copy with the employee's signature to PRAU. A copy of the
adjusted PAR should be retained in your office.) | - R

(6) |Upon presentation to the employee, the employee must
sign and date the document indicating formal notice that a decision.
has been received. In the event that the employee disagrees' wzth the
facts related in the document, he/she must note the poxnts&pg%;ﬁtﬁfu N
_disagreement on that document. | S A ORI

@) [The original copy of the reviewing official's written
decision must be provided to the employee and a copy must be . -
immediately furnished to the Personnel Officer (Attent1on' PRAU) I -0

(8) [If the reviewing official decides to adjust the-~ S
appraisal, he/she will change the appraisal document to reflect the . .
rating levels which he/she believes the employee has attained and -
will attach a copy of his/her written findings regarding the _.

Sensxtlve




facts utilized in the-appraisal..

(9) |1f the employee is satisfied with the reviewing - A
official's findings and does not wish to pursue the matter further

the employee must notify the PRAU, in writing, that the - ;ﬁ-"sq
reconsideration request matter has been satzsfactor11y resolved
in-house. |

kS

[(10)} If an employee wishes to continue his/her
reconsideration request of the appraisal following receipt of the
reV1ew1ng official's written decision, he/she must inform the . )
reviewing official and the Personnel Officer of that fact within two L
bus1ness[days {(a request for an extension of this time will be '
considered on a case-by-case basis by the PRAU).| The notice|to the
Personnel Officer (Attention: PRAU) must be in writing.

it

Upon notification by an employee that he/she wishes to continue the
reconsideration process, the reviewing official must notify the :
Personnel Officer (Attention: PRAU) of that fact by telephone call -
on that date and confirm that notice by written communication. The
written communication will also be used to forward the originals of

the reviewing official's written decision, the PAR, and the - -
employee's written responses to the rating/reviewing officials, to

.the Personnel Officer (Attention: PRAU) for use in adjudicating the
reconsideration request. A photocopy of any material maintained by

the rating official in connection with the employee's PAR, as well as

the employee's Plan, must be included as an enclosure to the
communication. All enclosures must be initialed and dated by the
employee. | ' . ‘_“Uf;»f"

I(ll)( A reconsideration by the Personnel Officer w111
include]a review of [the facts/issues discussed in the employee's
appraisal, those presented by the employee in his/her reconsideration
request, and the information supplied by the reviewing official. The
Personnel Officer may sustain, modify by increasing or decreas1ng the
I level assigned to any CE, to include the|Summary rating level, or.
invalidate the PAR to ensure its compliance with PMS policy.

] (12) | An employee will be informed in writing of the - -
decision of the Personnel Officer in adjudicating his/her

R Sensitive.
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reconiidération':pﬁuest?F Sigéghthe‘Diibéfﬁ?;ﬂi?fdé ega
authority for adjudication of PAR_réconsideEatiqparéﬁ !
Personnel Officer, the decision|made|by the Personnel Of
Final o O T

- . -

| (13)| In the event a PAR is ‘adjusted by the Per‘Bhﬁ3;
Officer, a copy of the adjusted PAR will be provided to the issuin
division/office for the employee's review and for retention in, lieu; of#
the original appraisal issued to the employee. A

EFFECTIVE: 10/09/96

5-5.1 |Moved to 5-6.1|

EFFECTIVE: 10/09/96

5-5.2 |Moved to 5-6.2|

EFFECTIVE: 10/09/96

[|5-6] DETERMINING SUMMARY RATINGS | (Formerly 5-5) | - "

The summary rating is determined through the arithmetic
process of adding the numeric values for the performance levels -
| achieved on all critical elements| (CEs) |and dividing that total by the
number of critical elements rated. : ' L

N
J . e

EFFECTIVE: 10/09/96
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Part I

|5-6.1]

e o e o
Summary .

Performahce Le el Element Numeric

Value . Range
Unacceptable 0 N/A :
Minimally Acceptable 1.4 1.4 - 1.99 -
Fully Successful 2.4 2.0 -2.99° -
Superior : 3.4 3.0 - 3.99 .
Exceptional 4.4 4,0 - 4.4

| (NOTE: A rating of Unacceptable on any CE results in a Summary. ratlng_
of Unacceptable regardless of the performance levels achieved on . o
other CEs.) |

EFFECTIVE: 10/09/96 o

I1}5-6.2] Rating Tables |(Formerly 5-5.2) |

(1) Two Critical Elements

Individual Element Summary
Rating Combinations Rating . . CL
MA - MA MA
MA - FS§S Ma
MA - § _ FS
MA - E FS
"FS - FS FS - P LA
F§ - 8 ’ FS

FS - E S

S§-85 S .

S-E S :

E-E E Lt

. o ST
(2) Three Critical Elements

"Individual Element Summary oo T

Rating Combinations Rating

SEHSItlve‘”;v
PRINTED' 02/10/98
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MA - MA - MA, ‘e

‘MA - MA - F§ - -

MA - MA - S

MA_.HA_E - I . .

MA - FS - FS§ ‘

MA-FS - §°

MA - FS - E

MA- S-S

MA - S - E

MA - E- E

FS - F§ - FS§

FS - F§ - S 5
FS'- FS - E 5
FS - 8- 8§ s
F§ - §- E S
F§ - E- E S
§- §- 8§ S
S- §- E S
S§- E- E E
E- E- E E

(3) Four Critical Elements

Individual Element Summary

Rating Combinations Rating

MA - MA - MA - MA MA
MA - MA - MA - FS . HA
MA - MA - MA - S HA
MA - MA - MA - E "
MA - MA - FS - FS HA
MA - MA -~ FS - S FS
MA - MA - FS - E FS i B
MA - MA - S - 8 7S J
MA-MA- S- E FS
MA-MA- E- E TS ' s
MA - FS - F§ - FS FS B
MA - FS - FS - § FS
MA - FS - FS - E FS
MA-FS- S- S FS Lo
MA - FS - § - E FS | o
MA-FS- E- E S |
MA- S§- S-S FS
MA- S- S- E 5 7
MA- S- E- E S
MA- E- E- E S

—_ BT Sensitive ECR ;
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_ FS - FS = FS: = FSi * %

FS - FS -~ F§ -. §

'FS — F§ - FS - E

FS -—F§ —-- § - §° "5
F§ ~FS - § - E S
FS - F§ - E- E.. S
FS- §- §- 8§~ 5
FS - §- §- E S
FS- §- E- E S
FS- E- E- E 5
$- §5- 8S- 8§ 'S’
$- §- §~- E S
§— 8- E- E 5
§- E- E- E E
E- E- E- E E ;

(4) Five Critical Elements
Individual Element ' Summary
Rating Combinations . . Rating

MA - MA - MA - MA - MA MA
MA - MA - MA - MA - FS MA

MA - MA - MA - MA - 8 MA

MA - MA - MA-MA- E FS

MA - MA - MA - FS - F§ MA

MA - MA - MA-FS - § FS

MA - MA - MA-FS - E FS
MA-MA-MA- §- S FS
MA-MA-MA- S§- E FS

MA - MA-MA- E- E FS

MA - MA - FS - F§ - F§ FS

'MA - MA - F§ - F$ - § FS

MA -~ MA - F§ - FS - E FS
MA-MA-FS- §--8§ FS .
MA - MA - FS - S5 - E FS

MA - MA - FS - E- E FS
MA-MA~- S- S-S FS

MA -MA- S§- S- E FS
MA-MA- §- E- E 5
MA-MA- E- E- E [

Ma - FS - F§S - FS - F8§ FS -7
MA - FS—~ FS - F§ - § FS

MA - FS - F§ - F§ - E FS
MA-FS-FS- S§5- 8§ FS
MA-FS-FS- §- E FS

e e e el Do . Sensitive €5 ings
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MA - FS - FS — EszeEfmo. o
MA~FS—- 8§- 8= §-
MA'-F§S - S- S - E
MA-FS- S~ E- E—
MA-FS-.E- E- E o
MA- §- §- §- 8§ :
MA- S- §- S- E e
MA~- S~ §- E- E 4
MA - §- E- E- E
MA- E- E- E- E
FS - FS - FS - F§ - FS§
F§ - F§S - F§ - FS - §
FS™- FS - F§ - FS - E
FS-FS-FS - S- §
FS - F§S - FS§ - S - E s
FS - FS - F8S - E- E S
FS-FS- §- §- § . S
F§ - F§s - §- 8§ - E S
FS - F§ - §- E- E S T
F§ -~ F§ - E- E - E S
F§- §- &§- §- 8§ S
F§ - 8§~ §8§- §- E S
F§S - §- §- E- E S
FS - §- E- E- E s
FS - E- E- E - E E

s- §- §-- 8- 8~ s

s- §- §- §- E S

s- §- §- E- E s

§- §- E~- E- E E

§- E- E- E~- E E

E- E- E- E- E E

(5) Six Critical Elements

Individual Element Summary = "
Rating Combinations Rating
MA — MA - MA - MA - MA - MA MA
MA - MA - MA - MA — MA - FS MA . .
MA - MA -~ MA - MA - MA - § MA
MA - MA -~ MA - MA - MA - E MA -
MA — MA - MA - MA - FS - -FS MA
MA - MA - MA - MA-FS - 8§ MA

MA - MA - MA-MA-FS - E FS
MA - MA-MA-MA- S - § FS
MA - MA - MA-MA - S5 - E FS

Sensitive™ - ~=.
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HA_
F§ -
FS -
FS -
FSi -
FS -
FS -
FS -
FS -
FS -
FS -
FS -
FS -
FS -
FS -
FS -
FS -
FS -
FS -
_FS -
FS -
FS -

munwmnwmnnn
|

Individual Element

1 .
FS - FS - FS - FS
FS ~ F§S - FS§S-—~ F§
FS - FS - FS - FS,
FS - FS - FS.- §
FS - FS - FS - §
FS—-— F§ - F§ - E
F§S - F§ - § - 8
FS-FS - §- §
FS - F§ - § - E
FS - F§ - E - E
F§ - §- 8§~ §
FS- §- §~- §
F§ - §- §- E
F§ - §- E- E
FS - E- E - E
s- §- §- 8§
s- §- §- 8§
$s- §- §- E
§- §- E- E
S-.E- E- E
E- E- E- E
s- §- §- 5§
s- §- §- 8§
Ss~- §- §- E
§s- §- E- E
- E- E- E
E~ E- E- E
E- E~- E- E
(6) Seven

Rating Combinations

EEEEEEEEEEY
Eﬁﬁﬁﬁéﬁ%ﬁ%%
EEEFEEEREREER
EEREEREEEEER
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Critical Elements

Summary -
Rating "

- MA - MA MA

- MA - F§ MA

- MA - S HA

- MA - E ‘MA

- FS - F§ MA

-F§S - 8§ MA

- FS - E MA

- 8- 38 HA

- §- E FS

- - E FS .

- FS - F§ MA
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. Part I s o

E’
8., g i
B Sa ! :f-s s E
§-'"8-"8="Eir E .
s S-.E- E- E- E
FS- §- E- E~ E~- E~ E
FS- E- E- E- E- E- E
S- §- §S- §- §- §- 5§
§- §- §- §~- §~- 8§~ E:
S- §- §S- §- §- E- E
$- §s- Ss- §- E- E- E
S- §$- §- E~ E~- E- E
S- §$- E- E- E- E- E
S- E- E- E- E- E- E
E- E- E- E- E- E- E

EFFECTIVE: 10/09/96 .

| 15-7 DELETED| -
EFFECTIVE: 08/25/89

| [5-8 DELETED | : _ . PR

EFFECTIVE: 08/25/89

| j5-9 DELETED| ‘ SR
EFFECTIVE: 08/25/89
[ ]5-10 . DELETED|
EFFECTIVE: 08/25/89
Sen'sitj'..v.etj"*‘;'; oA
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|[5-11 = DELETED|: -

EFFECTIVE: 08/25/89 ~ -~ -

||5-12 - DELETED|
EFFECTIVE: 08/25/89
5-13 RECOGNITION AND AWARDS
EFFECTIVE: 08/25/89

5-13.1 Legal and Administrative Bases

(1) |Tit1e 5, U.S. Code Annotated, Chapters 45, 53, and

54|
[(2) Title 28, Code of Federal Regulations (CFR), 0.137| oo

{(3) Title 5, CFR, 430.501-506; 451,101-107; and
531.501-508|

| (4) | Departmental Order DOJ 1451.1A

[ ] (5)] The Director is authorized by the Attorney General
to grant Quality Step Increases (QSI) to qualified employees at ™™
intervals of not less than 52 weeks, within the limits of ava11able
funds. The Director is also authorized to approve for Burea
employees, other than attorneys and supergrades, special ach1eg§§ent_
(incentive) awards up to $5,000. Spec1al achievement awards in exE%ss
of $5,000 are referred to the Department of Justice for’ approval

are all recommendat;ons for cash awards for attorneys and supergrades.

EFFECTIVE: 08/25/89

- Sensitive. - - -~
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1mprove the economy and effxcxency of. Gover!

e

purpose is to motxvate employees to 1ncrea

-requirements and performance standards.

_ (2) The FBI has established several means by wh1cb‘ﬂ
employees may be recognized which are described in th:s port;o:;p
manual. These include QSIs, incentive awards based on susta:ned

performance or special achievement, and letters-of commendatxon

of recognition and should ensure that only the most deserV1ng A
employees are recommended for recognition through these awards. They
should also bear in mind that the performance level and contributions
of employees being recommended for the same matter differ and should: o
indicate same in their recommendations. Careful consideration should. .y -
be given to the appropriateness of the award recommended in compar1son'
to the performance or achievements of the employee.

(3) For all performance-related awards, the employee must '
be shown to have significantly exceeded the requirements of his/her
position., The position description and performance appraisal of the
employee will be reviewed, as applicable, to determine the propriety
of granting incentive awards. Those recommendations deemed not
meeting the criteria for the[award including those without appropriate
and sufficient Just1f1catxon,]w111 be denied and the submitting
division head or SAC so advised through a formal communication. .

(4) Promotions are ordinarily considered sufficient:
recognition of sustained employee performance and must be taken into
consideration prlor to the recommendatlon for an 1ncent1ve award.

-}«..ﬁ”,..te‘r’ [

(5) Division heads end'SAce should ensure, on at least an
annual basis, that supervisory personnel are knowledgeable of the -
intent of the recognition program, and their effective use of the .
program should be taken into consideration with regard to their own
performance. . .

(6) If an employee is assigned to an offlce other than _ G
the one making the recommendation for recognition, the employee s ' ‘
division head or SAC should be contacted, and the recommendation--. -~ - - - — - - - -
should state that the recommendation is being made with the ' T
concurrence of the employee's division head or SAC.
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5-14 QUALITY STEP INCREASES (See HAOP 'Part I 8- 8 1(2)

‘Lnfg:--

(1) QSIs are intended to recognxze those exemplary .
employees whose sustained, high—quality performance is at’a level that
substantially exceeds an acceptable level of competence by_author;zxng-
faster than normal step increases. FBI policy provides that QSIswhay
be. granted, within limits of available appropriations, on an annual,
basis. Therefore,]FBIHQ will request recommendations for QSIs to be Lo
submitted April 1 of each year for Special Agent personnel; July 1 for °
field support personnel; and December 1 for FBIHQ support personnel.l

(a) |The|Performance, Recognition and Awards Unit R
will advise each division head and SAC, |prior to the date
recommendations are required, of the number of QSIs allotted for|their
"respective offices. QSIs will be distributed at the discretion of
management, not to exceed the authorized number of allotted QSIs.

(2) Criteria Necessary for QSI Nominations

(a) An employee may be recommended for a QSI only L
when his/her|annua1lperformance appraisal reflects a summary rating of ’
EXCEPTIONAL with no critical element rated below Fully Successful.

{b) The employee must have occupied the same
position or a similar position at the same grade level for at least
six months prior to the time a QSI is recommended. Furthermore, the. .
employee should be expected to remain in the same or similar position
for at least 60 days following the awarding of the QSI.: If an ‘- . - .
employee is scheduled for promotion within 60 days, he/she should NOT
“be recommended for a QSI. .

i e

(c) The employee should not have been granted any
other cash award for sustained, high-work performance during the
preceding 52 weeks. An award for a special act or achievement dur1ngj
the 52-week per1od is not disqualifying.

(d) The following employees may not be recommended
for QSIs: Federal Wage Scale; employees who have reached step 10 of
their GS grade; employees who have reached statutory salary

‘ Sensxt1ve_ n
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limitations (the pay cap);
the Executive Pay Act.
(e) A cash award may “pe' Tec '
for an elzg1b1e GS employee who has reached step 10" of theﬂ :
when the employee would enjoy the benefits of a QSI. for' an *%A'
insufficient length of time. Also, eligible Federal Wage Scale

employees may be recommended for cash awards in lieu of QSIs

-

FD-608 is to be used to submit nominations for QSIs. This foEm hot
be completed and submitted in duplicate. A narrative setting fo thi
the accomplishments of the individual is required as an ;ttachment,t
this form. This narrative is required even though the employee may’-.
" have received an appraisal for which narratives were prepared in, '
support of the adjective rating(s).

(4) Relationship to Regular Within—Grade Increases. An L
employee who receives a QSI does not start a new waiting period to P
meet the time requirements for a regular within-grade increase;
however, if a QSI places the employee in the 4th or 7th step, the
waiting period is extended by 52 weeks. For example, a QSI is awarded
‘to an employee in step 3 who has completed 40 weeks of creditable
service to the 4th step. After the QSI places the employee in step 4, .
a 2-year (104-week) waiting period, the employee will only require 64
more weeks of creditable service to complete the 104-week waiting
period for advancement to the 5th step. (See MAOP, Part I, .
8-8.1(2).) ‘ -

(5) Presentation of QSIs. To increase employee
understandlng of the QSI program, FBIHQ division heads, Assistant
Directors in Charge, and SACs will make presentations of QSIs at an
office ceremony attended by employees in the immediate work area, with
statements of specific reasons why the employee's contrxbut1on merited’
the QSI including its impact on the d1V1sxon.J_ o . S

(6) Certificates for Exceptional Performance. Although
not all recipients of Performance Appraisal Reports with a Summary i
rating of Exceptional may be selected to receive a QSI, they may
receive a certificate in recognition of this accomplishment. At the
‘beginning of each year, blank certificates for the signature of the
head of office will be provided by the Printing Unit, Personnel
Division, to division heads and SACs for appropriate presentation.

Sensitive ..’ T
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5-15 °

exceeding normal requ1rements over a period of time or on’specz
achievements or service-type contributions of a one-time,. nonrecurrxng
nature, connected with or related to official employment. -

(2) Criteria to be Met for Nominations Based on Sustained"
High Performance.

(a) Sustained above-average performance of‘majorv-
work-related and official duties performed for a minimum of szx months S
in a manner clearly exceeding normal job requirements or performed in X
a superior or exceptional manner characterized by abnormal workload,
temporary shortage of personnel or other unusual circumstances.

(b) The employee must not have received another cash
award for sustained performance within six months preceding the date
of nomination. A special achievement award for a special act or
service during the six—month period is not disqualifying.

(¢} The employee must have on record an overall
Superior or Exceptional performance appraisal. This appraisal must be
in the same grade as the grade for which the sustained performance -
award recommendation is based and in which the employee has served for - _:7
at least six months. If the employee has not been appraised in this o
grade, a special appraisal may be presented to support the. award _
recommendation. _ _ ‘ Co e o e

fe oy

(3) Documentation for Sustained Performance Awards. - o

(a) A brief description of employee's major job
duties, and, if appropriate, a description of the unusual workload or
requirements durzng the period of service on which the recommendatzon
for the award is based.

(b) A narrative showing how the employee s actual- — -
performance exceeded the normal standards or expectations during the . Sl
period of service on which the recommendation for the award is based
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PRINTED: 02/10/98




nominations will be considered on a case-by-case bas1s, therefore$ﬁ35’
much detail as possible concerning the employee's performance ehould
be included to ensure an appropriate evaluation. The recommendatxon
should also clearly state the complexity of the task(s) performed and .
the significance of the contribution(s). Furthermore, a rank;ng of 1.. - -
minimal, moderate, significant, or substantial should be provided at '
the end of the recommendation to distinguish the level of’ recogn;tlon'
requested. PRAU will make a final determination on the actual“award
amount based on the justification provided .in the recommendation and -
established cash award precedent,

(a) Performance which clearly overcomes unusual .
difficulties. State specifically what these difficulties were (7 g.,
staff shortages, lack of proper equipment, working with uncooperatxve
outside sources, etc.) and how the employee overcame them. '

(b) Creative efforts which have increased efficiency
or improved service. State the amount of initiative displayed by :- .
.employee {(e.g., conducted outside research, established liaison with
beneficial source, streamlined a work process, etc.) and provide clear
examples of the employee's creativity which resulted in efficiencies
or improved service being achieved. -

. (e) Performance of assigned duties with spegialk
effort or innovation which resulted in significant economxes"or other
highly desirable benefits. State the amount of initiative d1splayed
by employee (e.g., produced larger volume of work than expected, etc.)
and provide clear examples of the special effort/innovation

undertaken.

(d) Performance of assigned tasks so that one or -
more important job requirements are significantly exceeded. Provide
specific details (e.g., Agent has developed many ‘productive -~
informants, secretary has accurately typed unusually large number of S
“documents, etc.). ) '

Sensxtlve
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and performed in an excellent fashion but not beyond normal ]Ob
expectations for his/her grade and experience. ce e

(b) An investigation which makes an interesting case“t g
write-up but which fails to describe what: employee did to exceed R
normal job expectations. e

(c) A case receiving favorable publicity but which
does not describe employee's performance exceeding normal job B
expectations, o e

(d) Overtime for which an emplaoyee has been
compensated by overtime pay or compensatory leave.

. (e) Performance has nol been work-related while on
duty or in the performance of official duties.

(6) Group awards are granted to two or more employees who
performed the same task and whose contributions are such that they are
all considered equal. Each member of the group will be granted an
equal amount of the overall group award.

(7) Multiple award recommendations may be made for two or
more employees whose contributions to a particular situation are not
considered of equal merit. These award amounts will be determined
proportionate to each employee's contributions and the overall.}%“
significance of the project/case; therefore, clear Just1f1cat1on must
be provided to ensure that all employees are recognized equxtably.
Recommendations for multiple awards should rank the employées to
clarify the level of their contributions, utilizing the terms——
minimal, moderate, significant, and substantial. To determine each - e
employee s ranking, the complexity of their assigned duties and the
significance of their contributions to the final results attained - N
should be considered. The recommending official should make ‘every
effort to identify all employees contributing to the matter an T
include a statement at the end of the recommendation certlfyxng that
all reasonable steps were taken to ensure that all appropriate '
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EFFECTIVE: 04/03/97

5-15.1 Form FD-255 (Recommendation for Incentive Award).

(1) Form FD-255 should be used to submit recommendations
for sustained above-average performance and for special achievement
awards. Instructions on the form should be carefully followed and the
documentation should include clear, specific statements of|fact,
including the following:

(a) The specific time frame employee worked on the

project/case.
| " (b) The initiative displayed by the employee.

(¢) The complexity or difficulty of assignment and
if it exceeded the level of work expected of employee's grade and job -

description.

(d) Any unique situations or unusual circumstances
and how they were handled.

| (e) The specific results achieved.

_ (£) The significance of employee's efforts to the.-. . = s
results attained.

(g) Benefits obtained for office, overall Bureau,
local community, intelligence community.

(h) The request of the recommending office (cash
award or letter of commendation, ranking employees as appropriate).

(i) Any prior award(s) employee has received for

same project/case. |
AN
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then submxt the " form te the- Performance, Recognztxon an.
Personnel D1vxs1on. However, the SAC or d1V151on head g

submit the FD-255 with-a cover communication lncludzng ahy éoﬂmEHt

he/she may have regardxng the recommendat1on.

_ (3) Form FD-255 may also be used to recommend awards
under the Principal Relief Supervisors Program. (See MAQP, Part I‘
5-15.5.)

(4) Sustained above-average performance should not be T
checked on FD-255 unless the recommendation is for a sustained :
performance award since this category represents sustained overall
performance. Although an employee may have aided in an 1nvestlgat10n
or project for a sustained period of time, if the performance doés not‘d
represent his/her overall job responsibilities, sustained would be
inappropriate when the recommendation is for a special achievement
award.

Wy

EFFECTIVE: 03/25/97

' 5-15.2 Amount of Awards

The amount of an award will be determined by
|FBIHQ based on the details in the justification provided with
consideration given to the ranking provided by the recommending
official; |therefore, the specific amount of an award should not’ be
recommended by a division head or SAC. |Instead a ranking of A
"minimal, moderate, significant, or substantial should be provided. .
Furthermore, when two or more employees are recommended for a T L .
particular matter, they should be ranked in descending order to . '_17
"~ indicate those who deserve greater recognition, if such is the case,
pursuant to Section 5-15(7).]|

EFFECTIVE: 03/25/97 ‘ Do
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5-15.3  _|Deleted]

EFFECTIVE: 12/17/93

5-15.4 [Senior Executive Service (SES) Cash Awards
i SES members are ineligible for cash awards throughout thew****w*..
year and awards will be granted only incident to their annual o
performance appraisals. Any exceptions would be based on highly R
unusual events and would require the approval of the SES Board and the . s
Director, with concurrence from the Department of Justice.] ' ' )

EFFECTIVE: 10/25/93

5-15.5 Principal Relief Supervisor Awards (See MAOP, Part I,
3-2.2 & 5-15.1(3).)

(1) Criteria for Nomination of Principal Relief
Supervisor for an Incentive Award. -

(a) The individual must have been officially
designated as the principal relief supervisor or the Assistant
Supervisory Senior Resident Agent for at least six months.

(b) - The recommending official must state in the
submlttxng communication that the individual is at least fully
successful in all of his/her other duties.

) (¢) The individual must perform or have performed
relief supervisory functions an average of eight hours per pay period
for at least the past six months; and

(d) The individual's performance in the principal
relief supervisor capacity must be considered superior and documented
as such on an FD-255 (Recommendation for Incentive Award). The field
division head or acting field d1V1sxon head must personally endorse
the recommendation.

Sensitive

PRINTED: 02/10/98




S
L{w«'\:’ir t}‘

" .Part I’ e

U.‘_._Ja.._,

SR (2) A quale1ed 1nd1V1dua1 may only: 't
" particular award once in a 12-month per1od -howev
'1nd1V1dual may be- recogn:zed durlng subse L
qua11f1c3t1ons continue to be met.
the amount of |$1,000.
within 60 days following the reassxgnment of the pr1nc1pal‘

super\usor . l

(3) Nominations for the principal relief supervxsor'cash
award may be submitted at any time. All nominations must state that
the recommended individual meets all of the above crxter1a.»

EFFECTIVE: 12/06/96 ' .

5-15.6 On—the—Sﬁot (0OTS) Cash Awards Program ' L e

OTS awards are designed to recognize, through immediate
.recognition, FBI employees who perform quality service in an
exceptional manner while on duty or in the performance of duties
related to FBI employment. These awards do nol replace any existing
awards, and employees who receive them may be considered for other
recognition.

(1) Amount of Awards

) S50 and $100. The awards will be net and will be
ordered in amounts to cover withholding to ensure actual amounts of
$50 and $100. . . o

(2) Eligibility

_ All FBI employees at GS-13 and below levgl’é;dMWG
employees at the -equivalent of the GS-13 or below level are eligible.
An employee may receive no more than four (4) OTS awards in one fiscal
year. -

3) Qualifying Criteria - . -

Must be for work-related performance while on duty or in
the performance of duties related to FBI employment; performance of . T
additional duties while maxntaxnxng his/her own workload; = .. T
accomplishing office goals in meeting short deadlines; solving unusual

Sensitive R ; .
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work-related performance.

. i: %) Nom1nat;on _____ .7‘;ffe:“ff

(a) A supervisor may nom1nate any deserVLng e
by completing Form FD-788. This form contains all necessary
accountlng and author1zat10n data, space to provide a brief’ narratzv

supervisor. Nominations should be made no more thén twoi(Zyyﬁee
after the occurrence of the achievement being recognized, wheﬁev
possible.

(b) OTS awards should be granted individually. o
Groups cannot share the OTS awards. Withholdings are reflected in the
salary records of the[award|recipient for tax purposes.

(5) Approval

(a) The supervisor (nominating official) should
forward the completed form to the office/division head, or
anlapproving|official designated by him/her, for approval. The Eh
approving official must be one level higher than the nominating
official. The|approving[official should sign the form, attesting
compliance with applicable policy.and return the certificate portion,
along with a copy of the form, to the recommending supervisor
(nominating official). The original should then be forwarded to the
Incentive Awards Program in the Performance, Recognition and Awards
Unit (PRAU), Personnel Division, where|an award|will be ordered and
forwarded[in the same manner as the employee's paycheck.

(b) If an employee is assigned to an office other _
than the. one making the recommendation for recognition, the employee 5.
division head or SAC should be contacted, and the recommendation =
should state that the recommendation is being made with the
concurrence of the employee's division head or SAC. The funds for the
0TS award will be deducted from the allotment of the office making the
recommendation.

(e} A facsimile copy may be forwarded to the PRAU in
the interest of timeliness. However, the original must be forwarded
to the PRAU to ensure compliance with recordkeeping requ1rements and- )
program controls. _ : ot
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recipféht‘ and; at that txme, he/she should be'édV1sedmthat

YRR b xweeet)

award|w111 be forwarded|1n the same man?er as h1s/her paycheck

7 Award Allotment

Each office/division will be allotted an’ amo
money based on the budgeted funds for the fiscal year and the®
of eligible employees in the division/office. The Ellotments may
used for $50 and/or $100 awards. The PRAU wxll notify” eaéﬁ%”"
office/division of the allotment

(8) Office/Division Head Responsibilities

Office/Division heads are responsible for desxgnatxng
an awards coordinator and establishing the necessary controls to
ensure that supervisors and employees comply with the policy for OTS“
awards. Also, a control log/file should be maintained to track the *
awards for each office/division to ensure compliance with the OTS
awards policy and to account for the allotment.

EFFECTIVE: 10/25/94

5-15.7 Time Off From Duty as an Incentive Award

The Time—Off Awards are an enhancement of the Incentzve

Awards Program (IAP) to expand recogn1tzon afforded FBI employees for
their excellent efforts -and performance which is substant:ally above
normal job requirements and performance standards. This program
allows the presentation of time off, without loss of pay or chargé}
leave, in lieu of monetary recognxtxon as an incentive award. Tlme.,
Off Awards are intended to recognize superior accomplishments or other
personal efforts that contribute to the quality, efficiency, or
economy of government operations and are not intended to be a

substitute for monetary recognition through the IAP.

(1) Criteria : : L L

The following are the types of contributions an " LT
employee must make in order to be eligible for a Time—Off Award. . All - .- .
contributions must be work-related performance while on duty or
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completing an assignment or project before a deadlxne.

(¢) Using initiative and creat1VLty in makxng
improvements in a product act1VLty, program or serv1ce.

(d) Ensuring the mission of the FBI is accompl:shed.
during a difficult period by successfully completxng additional work
or a project assignment while still maintaining one's own workload

(e) Sustained high—level, or above-average,
performance for a period of at least six months. (Note: The employee -,
must have on record an overall Superior or Exceptional performence"'
appraisal. This appraisal must be in the same grade as the grade for
which the sustained Time~Off Award is based and in which the employee
has served for at least six months.)

(f) Producing additional benefits to the government
as the result of especially effective and timely evaluation of an
employee suggestion.

(2) Eligibility

(a) All employees are eligible for Time-Off Awards.
An employee may be granted a Time—-Off Award regardless of h1s/her
length of service, and the receipt of a prior award is not R
disqualifying. However, the same contributions should NOT be used as
the basis for a Time—Off Award and another award unless the Time-Off
award or other award is deemed clearly NOT adequate to recogn1ze the
value of the employee 5 contr:butxons. g : - S e

(b) Time-Off Awards for Senior Executive Service
(SES) members will be granted only incident to their annual
performance appraisals, and they will be ineligible for Time-Off
Awards throughout the year. Any exceptions will be based on highly
unusual events and will require the approval of the SES Board and the
Director, with concurrence of the Department of Justice. '

(3) Amount of Award and Limitations

(a) The minimum amount of time off that may be glven

Sensitive VTJ ' ' 'uf”;f'. R
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that meets the criteria.

B

(¢} Time off granted to an employee mist- be
scheduled and used within one year after the award is made, and .this

Leave not used within a year of receipt will be forfeited and’ 15"
restorable.

(d) The total amount of time off a full-time
employee may be granted during any one leave year is 80 hours.

(e} For part-time employees or employees with e
uncommon tours of duty, the maximum amount of time off that can be
granted during any one leave year is the average number of hours of
work in the employee's biweekly scheduled tour of duty, and the
maximum amount that can be granted for any single contribution is one-
half of the total leave year maximum.- -

(£) A Time-Off Award cannot be converted to cash
under any circumstances. Time off can be transferred between offices
within the FBI, but cannot be transferred to another federal agency. N
Also, time off cannot be recredited to an employee's account if the
employee has a break in service from the FBI for more than three
calendar days.

(g) There will be no limit on the number of
employees who can be recognized with Time—-Off Awards in a particular
office.  Each division/office head will have the authority to grant
the amount of time off he/she deems approprlate and which is w1th1n _
the bounds of good management to ensure that the functions of the :
division/office are not adversely affected by the use of Time-Off
Awards. - When granting or recommending Time-0Qff Awards, consideration
should also be given to the recipients' leave status, i.e., end-off
the-year '"use or lose,' when time off could be a burden on the - .
division/office and adversely impact on operational needs. . - .

(h) Employees in leave without pay (LWOP) status R
cannot use Time—-Off Awards.
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- . «: i IR ey
- (i). Use of a Time-Off Award”
employee s|Avazlab111ty Pay. | - - :

, an
average, work-related performance while on dhty or ;%hthé ‘above

award. However, the same contribution should not be used as the basxs
for a Time-Off Award and another award, unless the time off is deemed
clearly not adequate enough to recognize the value of the employee § v
contribution. In such rare cases, it may be appropriate to couple a ...
Time-Off Award with a cash award. '

(5) Approval Levels

(a) Awards may be approved by the division/office
head, except for awards for those in the Senior Executive Service,
provided he/she is at a level higher than those making the
recommendations for the awards. Therefore, a Special Agent in Charge
(SAC) may not recommend and approve an award. However, the Assistant
Special Agent in Charge may make the recommendation for the SAC's
approval. Appropriate justification must be submitted to the
Performance, Recognition and Awards Unit (PRAU), Personnel Division,
after the award has been granted.

(b) If an employee is assigned to an office other
than the one making the recommendation for recognition, the employee's
division head or SAC must be contacted, and the recommendation should-
state that the recommendation is being made with the concurrence of
the employee's division head or SAC. The employee's office of g
assignment will be respon51b1e for entering the time off,

RS
e

(c) All Time-Off Award recommendations for members
of the Senior Executive Service (SES) must be submitted to the PRAU
where they will be forwarded to the SES Board and to the Director for
their approval and to the Department of Justice for concurrence WIth
the recommendatxon. . o7

(6) Form FD-812 : S S

Form FD-812 should be used to submit recommendations
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to the;PRAU.
of employee; urs
granted; and a narratéygrof the employee s performanc
the recognition. - When)éwards are for’ exght hours

narrative may be a short, 1nformat1ve paragr T o
the reason(S) for the award. -

{(7) Time-Off Award Certificate

. After the FD-812 has been approved by the _
division/office head, the Time-Off Award certificate should ‘b
prepared for presentation to the employee. The certificate shoul
contain the following information: Name of employee; Number of hoursW~
of leave being granted; and the Date presented. e

(8) Documentation Requirements

A Time—Off Award must be supported by written
_justification which indicates that the employee's contribution met one
of the criteria for the granting of this award and clearly merits the
amount of time off approved. Time—Off Awards written justifications
must be provided to the PRAU., The PRAU will ensure that the
recognition is included in the employee's personnel actions history
and personnel file. Also, the documentation may be submitted to the
Office of Personnel Management (OPM) upon request from OPM. 1In
addition, the amount of time off granted must be documented on
Standard Form 50, Notification of Personnel Action, and a copy will be
retained in the employee's personnel file at FBI Headgquarters.

(9) Time Capture Record

Upon presentation of & Time-Off Award, the award
should be recorded in the Bureau Personnel Management System (BPMS)
through the screen specifically designed for these awards. ‘The, date.g
presented is to be entered as the effective date. The leave can’
be requested and used by the submission of an FD-282 (Leave Requést)lfm
A notation should be made on the FD-282 that the request is for'a
Time-Off Award. The used leave should also be recorded in the BPMS
and on the FD-420 (Attendance Register) |or the FD-420a (Attendance
Register/TURK) |as a Time-Off Award.

(10) Audits

Periodically, audits will be conducted by the PRAU
for compliance with the criteria and limitations for Time-Off Awards.
These audits will ensure that leave granted through the program is

Sensitive g .
PRINTED: 02/10/98 P



EFFECTIVE: 10/13/95 et

5-16 LETTERS OF COHMENDATION

(1) A letter of commendation may be recommended when ar

are of such significance that recogn1t1on is warranted.
(2) Types of Letters of Commendation -

: (a) From the Director. Recommendations for a
commendation letter from the Director should be made only when the
recommending official is convinced that certain elements of the
employee's performance are above normal and reascnable performance .
expectations sufficient to warrant special recognition but do not meet
the standards for a cash award. '

(b) General Letter from the Director.

Recommendations for general letters of commendation may be submxtted
when several employees warrant recognition, but their performance is
not such to justify cash awards or individual letters of commendation e
from the Director. However, each employee to be included in a general
letter of commendation must be named in the recommendation and brief
.justification submitted describing his/her efforts which are deserving
of a general letter.

{c) Letter from the division head or SAC, Division
heads and SACs should commend their employees over their own L -
signatures when. it is believed an employee's performance warrants"
recognition but does not meet the requirements for an “individual or
general letter of commendation from the Director. A copy should be
sent to FBIHQ, Attention: Performance, Recognition and Awards Unit

[IPersonnelIDivision, if a copy is to be placed in personnel file,

(3) Recommendations for commendation letters from the
Director and.general letters of commendation may be submitted in
regular memorandum form for the attention of the Performance,
| Recognition and Awards Unit, IPersonnel|D1V1s1on. However, if v
recommendations are being made for letters of commendation in add1t1on -
to recommendations for incentive awards, they may be added to the FD-

Sensitive - ;- - -
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EFFECTIVE: 04/21/94 . .

5-17 LETTERS OF APPRECIATION TO NON-BUREAU PERSONNEL

Letters of appreciation may be recommended to recognééf

the efforts of 1nd1V1duals other than employees ‘of the ‘'FBI who have

furthering our mission. Recommendations for such letters’ should bq
submitted on Form FD-468 (Correspondence Matters, Recommendation for?
Letter from Director), not on Form FD-255 (Recommendation for ..

Incentive Award), and forwarded to the|Executive, Congressional, and
Public Constituent Services Unit (formerly Correspondence

Unit), [Office of Public and Congressional Affairs, FBIHQ. (See MAOP,
Part II, 11-1.2, for details.) - S

[

EFFECTIVE: 05/13/96

5-18 PUBLIC SERVICE AWARDS PROGRAM AND CERTIFICATES OF
APPRECIATION

Cooperative relationships between the FBI and the public
have many benefits. There are three effective means to appropriately _
recognize the contributions made to the FBI's mission by private .
citizens or organizations. ' o

EFFECTIVE: 08/30/91
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5-18.1.

SACs must therefore establish proper procedures, 1nc1ud1ng 1nd
checks and a control file, to ensure that all candxdates meet th
following guidelines. | : i R

‘- : . .
(2) |Division heads and SACs should|demonstrate
individual .or organization provided one of the following:

. (a) Exemplary service in an advisory capacity to the
FBI. ’

(b) Direct assistance to the FBI through actions or
useful ideas which are beneficial in eliminating or minimizing - -- -
problems or actively contribute to the FBI mission accomplishment.

/ .
_ -~ (e¢) Assistance to the FBI of a highly significant
nature through the cooperative use of facilities, equipment or
manpover. '

(d) Courageous or heroic action in support of FBI
activity or mission,

(3) |The field office can then use their supply account to
purchase the plaques. The use of appropriaztion funds to purchase
plaques for on-board Department of Justice employees is prohibited.|

(4) |Plaques may be obtained from outside commercial _
sources, including the FBIHQ Recreation Association Store, or a local
establishment of office's choice. | : >

EFFECTIVE: 02/27/95
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5-18.2°

- (1) SACs or divisio , o5 |
Appreciation for’ presentat1on to-an individual tha ,«mdﬂﬂk
assistance and/or cooperation to the Bureau, 1n 11eu of lett
apprecxatxon. . A-_» )

(2) The request with supportxng Just1f1catxon should b
directed to the Executive, Congressional, and Public Constxtuentt L
Services Unit| (formerly Correspondence Unit), |OPCa, Room 6236, usxng
Form -FD~468. There are six different certificates which should‘beé
identified accordingly when requests are made. it

(3) The Certificate of Appreciation is signed Sﬁ;fheiv :
Director and enclosed in a paper folder -or a leatherette diploma - R
holder with a gold FBI seal applied on the cover. :

EFFECTIVE: 05/02/97

5-18.3 Certificate of Appreciation for Use by the Special Agent
in Charge

(1) Each FBI field office has a supply of Certificates of
Appreciation enclosed in a blue paper folder designed to be signed and
presented by the Special Agent in Charge. The criteria of this
certificate are established by the Special Agent in Charge.

(2) |The National Press Office, OPCA, |should be contacted
for additional Certificates of Appreciation. for use by the Specxal
Agent in Charge,

EFFECTIVE: 02/29/96
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management to reward those employees who make s1g

Eh

in carrying out the FBI's programs or mission.

(3) Criteria for Consideration of Suggestion"

(a) The suggestion must be outside the employee s
responsibility. In rare cases, contributions within the employee's
job description may be awarded if they are so superior or merxtorzous<
as to warrant this special recognition., The official posxtxon .
description and performance requirements will be used to measure the ™ °
acceptable level of competence and as the basis for determlnlng what
is normally expected of an employee occupying that position.

_ (b) The benefit to the FBI in terms of direct " .-~ ~. . ..
contributions in efficiency or economy must be equivalent to a savings

of $250 in order to qualify for a cash award. Benefits will usually

be based on the first full year of operation following adoption of a
suggestion. Benefits may be determined by estimating the net savings

over a longer period when there are high first-year costs required to
~implement the suggestion., In instances where the value cannot be

determined by estimated net savings, it will be determined by

reference to the intangible awards table (see 5-19(6) (c)).

(¢) Suggestions that deal with routine employee
services, benefils, working conditions, housekeeping, or ma1ntenaqce¢
of buildings and grounds should be handled through normal B
administrative channels and not accepted into the suggestion system.. )
Items of supply which can be procured through simple requisition, or: 7
proposals which offer no specific means to improve operations, should
not be entered into the program unless the contribution te economyuh_
efficiency or increased effectiveness of operatxon can be clearly
demonstrated. Also, proposals which would obviously cost more to
process than the tangible benefit achieved will not be evaluated under

this program but will be returned for oral acknowledgment. T

(d) Inventions and patent disclosures may serve as

Sensitive S

PRINTED: 02/10/98




Manual of Administrative Operafﬁons and Procedures
Part I '

ats

forth above. The patent: applxcat;on and an analysxshof

o yy h#‘ci'?\hi

'dzrect dollar bgpgfxts wxll meet the minimum Hocumentatxén

requxrements.~AM~uw;

@)

(a) Form FD-252 should be ut1l1zed to subm1t ST
'suggest1ons (original and three copies). If the suggestion relates to”®
‘a form, submit four copies of the current form and four copxes of the'
proposed form.

(b) Form FD-252 must be signed by the]suggester and¢ un-;t 
forwarded to the Performance, Recogn1t1on and Awards Unit, |Personne1
‘Division for appropriate action.

(¢) A brief description of the current bractice or
procedure, if any, should be noted, as well as any manual C1tatxon,
appropriate.

(d) A description of the suggested change to
existing practice or procedure, or if it is a suggestion to add a new
practice or procedure, a description of what is to be added.:

(e) An analysis of the direct estimated net dollar
benefit which would resulf over the first 12-month period after
adoption should be set forth. The suggester is to document as fully
as possible the actual or anticipated savings which will result from -
adoption of a suggestion.

(5) Adoption of Suggestion and Group Awards

7 (a) Suggestions not adopfed when made remain active

for two years. If adopted within the two-year period, the or1g1na1

suggester will be entitled to consideration of an appropr1ate award’
Suggestion becomes invalid if not adopted within two years.y_w

) (b) When awards are granted in connection with
adopted suggestions, the use of the suggestion by the United States
shall not form the basis of a further claim,

(c) If two or more employees independently and
simultaneously submit identical suggestlons, any award will be equally
divided, s

(6) Amount of Cash Award for Adopted Suggestions

Sens1t1ve~ .
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.award wxll be determ;ned_by FBIHQ, _therefore; - the sp cxf'
an award should not- be recommended by a d1V1s1on

be determ:ned in accordance with the following scale. for suc
benefits: '

TANGIBLE BENEFITS . AWARD: -

Up to $100,000 10 percent of beneflts
$100,001 and above $10,000 plus 1 percent eg
in benefits . benefits over $100,000 -

: (¢) Cash awards resulting in intangible benefits
will be determined in accordance w1th the following scale: (See MAOP,
Part I, 5- 19(3)(b) ) :

VALUE OF BENEFIT EXTENT OF APPLICATION
Limited Extended ~ Broad General
Moderate S  25-125 S 125-325 $ 325-650 $ 650-1,300

Substantial § 125-325 § 325-650 $ 650-1,300 $1,300-3,150

‘High $ 325-650 $ 650-1,300 $1,300-3,150 $3,150-6,300

Exceptional § 650-1,300 $1,300-3,150 $3,150-6,300 $6,300-10,000
(d) Cash awards for suggestions will not affect the

annual salary of an employee, however, federal w1thhold1ng tax w111 be
deducted from such award prior to payment. wo

) (7) Streamlining Committee or Suggestion Coordinator -
(Optional). Each division may designate either a Suggestion
‘Coordinator or Streamlining Committee. Their function is to
facilitate suggestions to improve Bureau operations. This decision
will be left to the discretion of the division head or SAC who is
responsible for lending appropriate support to the Suggestion Program,

Seneitive_ A S ?;J
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5-20

follows:
(1) 10~Year Service Award
(a) Congratulatory letter e ‘n“
(b) 10-year service award key
(2) 20-Year Service Award -
(a) Congratulatory letter

(b) ' 20-year service award key

T (3) 25-Year Service Award
(a) Congratulatory letter X
(b) 25-year service award key"
(4) - 30-Year Service Award | S e e
. (@} Congratulatory letter
(b) 30-year service award key : -

(5) 35-Year Service Award

Séroil Award
(6) 40-Year ServicelAwa%d] . | . T
(a) Congratulatory letter e
(b). Service award key cluster . - e

(¢} Engraved watch
Ad)
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by Director. “% .o '

;3 (7) 45- Year SerV1ce Award

,,‘
%

(a) Congratulatory letter

Yoty RN A Tar o

(b) Three-dimens:onal plaque of FBI- Sealﬂw-

(c) Personal gift B oR

A (d) Employees may travel to FBIHQ for presenta 
by Director ’

B (8) 50-Year Service Award | - A»J;;i
(a) Congratulatory letter - | o
(b) Cuff links and tie clasp for men
(c) Brooch for women

. (d) Employees may travel to FBIHQ for presentation
by Director

EFFECTIVE: 08/29/90

5-20.1 Computation of FBI Service
(1) Based on total period(s) of active duty

(2) Leave without pay in excess of six months is deducted

{3) In general, any period of separatxon Erom the e ST
Bureau's rolls is deducted. Military service is credited for those : :
employees who possess mandatory restoration rights to the pos1t1qns e
they hold when they enter the military and who fulfill any-criteria

necessary to protect such rights.

EFFECTIVE: 08/29/90 .
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ye h
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EFFECTIVE: 08/25/89

5-20.3 Loss of Service Award Key

A duplicate key, at employee's expense, may be ordered by
informing FBIHQ, Attention: Performance, Recognition and Awards Unit,
IIPersonnellDivision.

EFFECTIVE: 04/21/94

5-21 FEDERAL SERVICE EMBLEM

A Federal service emblem, with FBIHQ concurrence, is
available at the employee's specific request when an employee does not -
qualify for a Bureau service award key under the following
circumstances:

(1) Employee must have cdmpleted at least 10 years of
civilian and/or military service, exclusive of FBI service,

(2) Employee must have completed at least one year of FBI
service.

EFFECTIVE: 08/25/89

Sensitive ) . L T
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of FBI service. These employees may be’ elzg1ble for ret1\
the provisions of the Civil Service. Retxrement System he, .
Employees Retirement System. Spec1al Agent badges and credent1al
support employee credentials or identification cards may bi

appropriately mounted on the plaque. The employee may request a
walnut shield-type plaque without badges, credentials or cat
retirement plaque will reflect only the dates of FBI service.

EFFECTIVE: 0B8/25/89

5-22.1 . Request for Retirement Plaque

(1) Type of plaque and employee's desire for such plaqie, v
as well as approval by division head or SAC, should be determined at
time of exit interview and appropriately indicated on the exit
interview form (FD-193).

(2) FBIHQ division heads and SACs should ensure that
credentials and badges or identification cards are submitted by
routing slip to FBIHQ in a sealed envelope at least 45 days prior to
retirement date. Credentials and badges or identification cards: --- - -
should be submitted to FBIHQ by registered mail, Attention:

_Employee Benefits Unit,|Personnel|Division.

EFFECTIVE: 04/21/94

5-22.2 Presentation of Retirement Plaque

(1) The Director will personally present, as his schedule
allows, retirement plaques to employees assigned to FBIHQ and to‘the'
Washington Metropolitan Field Office, at the employee 5 wrztten'
request. These reguests should be made at the time of the ex1t
interview to Attention: Employee Benefxts Unit, [Personnel]D1vxs1on.

(2) In the Director's absence, retxrement plaque wxll bef L
presented by the FBIHQ division head or -SAC. - ‘ S

_Sensitiye:rﬂ-- e _”¥;
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(3) In the f1e1d exclusxve of Hash1ngt;

e e I

plaque to rec1p1ent employee.: i_ NS

EFFECTIVE: 04/21/94

5-23 MEMORIAL PLAQUE

A memorial plaque is guthorized, but only aftef the
specific request of surviving family member(s), for a Bureau employee.
who dies while on the rolls, without regard to age or length of Bureau' )
service. Requests should be forwarded to FBIHQ, Attention: RS

| Employee Benefits Unit,[Personnel[Division.

(1) - In each instance, the availability of a plaque should
be communicated to the next of kin.

(2) The memorial plaque will be identical to the employee
retirement plaque, with the exception of the inseription and the
perforation on the credentials.

(3) The inscription plate will read "Presented to the
Family of , in Memory of his (her) Loyal and Devoted
SerV1ce to the Federal Bureau of Investigation, 19_ - 19 ." ' T

(4) Deleted

EFFECTIVE: 04/21/94

5-23.1 Memorial Plaques for Agents Killed in the Line of Duty but
Not Necessarily During an Adversarial Confrontation

(1) The FBI has long honored Agents killed in the line of
duty as a result of direct adversarial impetus—-that is, at or by the
hand of an adversary, or who die as a result of an adversarial - ' .
confrontation. These Agents' names have been placed on a permanent
plaque so that their great sacrifice will always be Tremembered. The ’
inscription on this plaque reads: "In memory of SpeC1al Agents of the - -+ -
Federal Bureau of Investigation who were killed in the line of duty as

Sensitive
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impetus——that. is, -at- -or-by the hand of an- adJé?EiE;

4 e T e

result of an adversarzal confrontation." The plaqpedconelsts °
names of the Agents under the Special Agentnbadg*“gm RS ’

(2) The FBI also honors those Agents'who los
in the performance of their duty, but not necessarily duri
adversarial confrontatioen. The inscription on-this plaque will, read
"In memory of Special Agents of the Federal Bureau of Ilwesi!:1g£li:i61:‘1"n
who lost their lives in the performance of a law enforcement duty..
This would include situations involving "hot pursuit™ of criminals and

when death results from the Agent taking immediate action to save tﬂe,

life or lives of others. It would not include deaths caused, in whole_;l%

or in part by voluntary intoxication of the Agent, internal misconduct _
of the Agent, the Agent's intention to bring about his/her death
(suicide) or gross negligence by the Agent. Specific guidelines for
inclusion on this new plaque have been developed. FBIHQ will decide-
which Agents are to be honored.

(3) Both plaques will be prominently displayed, side by
side, in the Hall of Honor at the FBI Academy at Quantico, FBIHQ, and
in all field offices.

EFFECTIVE: 08/30/91

5-24 HONORARY MEDALS PROGRAM (HMP)

| (1) {The HMP is an enhancement of the Incentive Awards
Program and was c¢reated to expand recognition afforded FBI employees
by allowing the presentation of honorary medals in acknowledgement of
their acts of heroism, valor and meritorious achievements. .-The medal'
are: FBI Medal of Valor; FBI Shield of Bravery; FBI Medal for'
Meritorious Achievement; FBI Star; and FBI Memorial Star. The medals
will be 14k gold filled and accompanied by replica l4k gold-filled
lapel pins. The medals will be engraved on the reverse sides with the
names of the honorees and placed in decorat:ve shadow boxes for
presentation.

| (2) These medals may also be presented to federal, state,
and local law enforcement personnel who are detailed to or working - i
with the FBI in an investigative capacity under the Bureau's direction..
for performance in the direct line of duty, or within the scope of w2

Sensitive e
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EFFECTIVE 07/20/94

5-24.1 Qualifying Criterialfor FBI Emﬁloyees|

(1) FBI Medal of Valor N

(a) Exceptional (extreme) act of heroism.
(b) Voluntary risk of personal safety and life.

(c) Act occurs in the direct line of duty and/er s
within scope of FBI employment and in the face of criminal ’
adversary(s).

(d) Resolution and fortitude are of such a degree as
Lo overcome several obstacles to neutralize a significant life—
threatening crisis.

(2) FBI Shield of Bravery

(a) Brave and courageous acts occurring in the
direct line of dutyrand/or within the scope of FBI employment. : T

(b) Voluntary risks in hazardous duties to extend
major assistance to, i.e., task force or undercover operations, grave
situations and/or crisis confrontations assoc1ated with the highest L
priority cases of the FBI. '

(¢) Performance occurs on duty and may include.y :
action in connection with a high-priority police cooperatxon matter or N
organized crime penetration. (For example, involving lead hostage \
negotiators to undercover Agents, continuously exposed to _hostile,
dangerous individuals.)

(3) FBI Medal for Meritorious Achievement

(a) FBI Service

1. Awarded for extraordinary and exceptional L e
meritorious service in a duty of EXTREME challenge and GREAT

Sens1t1ve q; ;'L“ysn:~~4¥*:=
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respon31b111ty, i.e., a suff1c1ent accumulatxon
and ACTS of such magnxtude,ﬂover a requxs1te,t1me per;od

bt J“-Rn\e.'
o

hxghest expectations “(beyond- performance solely ju t1 y1n' Jus
Step Increases, sustained cash awards, or sxgnxfxcantly substa'

cash awards).

2, Extraordinary and exceptxonal achxevement
in connection with criminal or|Nat1ona1 Securxty|cases, as’ well 4s
senior executives who have given long and outstand1ng serV1ce upen
their retirement, etc.

(b) Exceptional Performance

1. A decisive, exemplary act that resulfs in.. )
the protection of life (lives) or the direct saving of life (lives) in . o
severe jeopardy. '

2. The recipient need not be in any risk of
danger to his/her life or personal safety.

: 3. The lifesaving act or deed may coccur. during,
before, or after the employee's official duty hours. For example,
ranging from a support employee's cardiopulmonary resuscitation act to
a SWAT member's success in properly neutralizing an extremely
dangerous subject with hostages.

4, Brave and courageous acts occurring in the
direct lxne of duty and/or within the scope of FBI employment or
voluntary risks in hazardous duties which are not at a level to o : .
justify the FBI Shield of Bravery, but are of such magnitude that a
medal is appropriate recognition. '

(4) FBI Star ,
- S e - e A
(a) Serious injury sustained in the direct line of
duty from physical confrontation with criminal adversary(s),. or by a
device for purposes of ambush.

(b) .Injury inflicted by weapons to include hands,
fists, Feet, clubs, (blunt instruments), knives, firearms,.and
explosives. : ‘

(¢) Gunshot wounds of any variety inflicted as a
result of an adversarial action 1n the direct line of duty are
automatic.

Sensitive , LT e e
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- (d) Injury in the case of all ﬁeépons

severe concussion and broken bones).

(e) Superf1c1a1 abrasions, skin d1scolorat10ns, P
sprains and other minor injuries will be dlsquallfled for
consideration in most cases.

(5) FBI Memorial Star - Death when killed in the 11ne of L
duty as the direct result of an adversarial action; loss of life in =~ "~
the performance of a law enforcement duty; and when actions resulting
in death occur in the scope of FBI employment and in the face of
criminal adversary(s). Note: Under circumstances wherein an Agent is
slain "in the scope of FBI employment,“ the propriety of the actions
must be adjudicated internally prior to the presentation of the FBI

Hemorlal Star.

EFFECTIVE: 07/20/94

| 5-24.2 [Qualifying Criteria for Law Enforcement Personnel

| (1) FBI Medal of Valor

| (a) Exceptional (extreme) act of heroism.

I _ (b) Voluntary risk of personal safety and life.
(¢) Act occurs in the direct line of duty and/or RN

within scope of employment while detailed to or working with the FBI

in an investigative capacity under Bureau direction and in the face of

a criminal adversary(ies).

(d) Resolution and fortitude are of such a degree as
to overcome several obstacles to neutralize a significant life—
threatening crisis.

I (2) FBI Shield of Bravery

(2) Brave and courageous acts occurring in the

Sensitive
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(b) Voluntary risks in hazardous dutxes con

task force or undercover operat1ons, or grave situations and
confrontations associated with the hxghest priority, cases o

‘organized crime penetrat1on. (For example, 1nVOIV1ng lead hg§£§§*
negotiators to undercover roles, continuously exposed to hqggjlg
dangerous individuals.) i

(3) FBI Medal for Meritorious Achievement

(a) Brave and courageous acts occurring in the
direct line of duty and/or within the scope of employment while -
detailed to or working with the FBI in an investigative capacity undér"
Bureau direction or voluntary risks in hazardous duties which are not’
at a level to justify the FBI Shield of Bravery, but are of such s
magnitude that a medal is appropriate recognition. :

(b) - A decisive, éxempléry act that results in the
protection of life (lives) or the direct saving of life (lives) in .
severe jeopardy. . - -

(¢) The récipient need not be in any risk of danger
to his/her life or personal safety.

(4) FBI Star - Serious injury sustained in the direct ,
line of duty from a physical confrontation with a criminal I
adversary(ies), or by a device for purposes of ambush while detalled
to or working on an FBI investigation under Bureau d1rect10n.
= EREL ‘-;» L A
(5) ‘FBI Memorial Star - Death in the line of duty as the
direct result of an adversarial action; loss of life in the - 7
performance of a law enforcement duty; and when death occurs in the
face of a criminal adversary(ies) while detailed to or working with'
FBI investigative matters under Bureau d1rect10n.|

EFFECTIVE: 07/20/94 ' o
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|15-24.3

nomlnat1ons/recommendat1ons for honoréry'm dalk c
be carefully followed and the documentatxon should 1nclﬁd
specific statements of fact. L E

(2) Any FBI employee, or non-FBI employee, hav;n 5
personal knowledge of an act, deed or service believed to Jmerit an FBI
medal may submit a statement of facts in a memorandum of‘f?ftEEjEE”Z ;
division head. Each division head is required to PERSONALLY scfeen e
and attest to the merits of the nomination and submit the” nomxnatlon
to FBIHQ on Form FD-255a. If a division head does not bel:eve that”a
medal is warranted, he/she is required to submit the recommendatxon,
along with his/her comments, to the Performance, Recognition and":
Awards Unit (PRAU). . .

(3) |Recommendations of medals for federal, state, and-
.local law enforcement personnel should be made by the FBI
office/division head where the activity warranting the medal took
place and must also -contain the concurrence of the head of the
employing agency.|

| (4) | The FD-255a should be submitted to the PRAU
Personnel Division.

[(5) [In the interest of timeliness when recommendations - S
are made for the FBI Memorial Star, immediate teletypes may be
submitted to the PRAU. The teletype should include a succinct
description of the circumstances wherein an-Agent|or law enforcement
employee[was killed.

,

EFFECTIVE: 07/20/94
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be honored.

(2) No time restrictions are.placed on admini
consideration of posthumous awards for any FBI Medal. The’ FBI
Memorial Star is intended, however, to be presented to the prlmar =
next of kin as soon as possible after the interments of Spec1al Agents
or federal, state, or local law enforcement personnel killed in the

ol gl

line of duty or in the performance of a law enforcement duty.

| (3)Both the FBI Medal of Valor and FBI Star can be . .
retroactively awarded to on-board employees, bearing in mind the )
stringent qualifying criteria for the awarding of these medals.[ PR .

EFFECTIVE: 12/12/95

5-24.5 Next of Kin _ ' .
The FBI|has adopted regulations set out by the Department

of Defense|that govern posthumous awards and decorations to prlmary

next of kin. The eligible classes of next of kin are desxgnated in v

order of precedence to establish the primary as follows: surviving -

spouse, eldest child, father or mother, eldest sibling, or eldest

grandchild.

EFFECTIVE: 05/02/97

5-24.6 Presentation of Medals

- (1) The FBI Memorial Star will be presented by the
Director or his personally designated representative to the primary
next of kin. The medal w111 be presented accordxng te the wxshes of - -
the surviving fam1ly._

(2) The FBI Medal of Valor will be presented by the e
Director or his designated representative in a2 ceremonial setting IR
within the field office where the recipient is or was last assigned or o

Sens1t1ve . e
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_ o (3) .The FBI Shield of Brav ry FBT
Ach:evement and FBI Star may'be presented b

w1th1n the field off:ce where the recxplent‘zs or washlas
detailed, or at a location at ‘the discretion of the:Dxrector

(4) The Office of Public and Congress1onal£; ;
Affaxrsl(OPCA)lwxll be respons1b1e for issues assocxated w1th the

associated with the presentatiens, pub11c121ng the event through th
Bureauwide Information Program, other FBI communications, or thé medi
as may be appropriate.

| |oPCAlwill eoordinate all aspects of the presentation in a manner which : .
facilitates and directs the actions of Bureau officials involved to
achieve the purpose of the awards presentation as outlined in’ the
protocol. It will be the responsxbxl;ty of the division head in’ whose
division/office the award recipient is currently assigned to prov:de
that staff support which is deemed necessary by the|0PCA|
representatives to conduct the ceremony in a manner which ensures the
values addressed by this protocol are achieved,

EFFECTIVE: 07/14/95

| [5-24.7] FBIHQ Approval Process ) : .

(1) Upon receipt in the PRAU, a panel will review the
recommendations, hear oral presentations from division heads or their
representatzves, and make recommendations to the Deputy Director.r S
concerning the presentations of medals. The panel will consist of two . ;{iyia-
street Agents; two Special Agents in Charge; the chazrperson or a’ . . e
representative from the Shooting Incident Review Group; the A551stant e
Director, PD, or his/her designee; the chief of the Personnel
Management Section, PD; with assistance from a representative from thé ‘..
Behavioral Science Unit and representatives from the PRAU.  Thé. .
criteria for the Memorial Star, and in some cases, the FBI Star, are
sufficiently clear to allow for the presentation of these medals by
the PD without a panel. ST e e

(2) Deleted
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PRINTED: 02/10/98




DR e
0 L ‘-z"

Hanual of Admxnxsfrét'véhOperat1ons and Procedures
Part I B ; . ; S

R

- P

B ~--(4)- -Deleted ~ - - T s

EFFECTIVE: 07/20/94

5-25 DIRECTOR'S ANNUAL AWARDS FOR EXCELLENCE

_ The Director's Annual Awards for Excellence offer the
Director and other FBI officials the opportunity to recognize, in"a-«
public ceremony, Bureau employees for their outstand1ng contr:butxons-; ) )
and exceptional service to the FBI and its mission. There are|17| L.t
categorxes of awards,[and to the extent the quality of the award N '”
nominees warrant, the opportunity exists to present more than one.: S ey
award per category. Also, more than one employee will be el1g1b1e for e

“consideration to receive one award, e.g., a group award.l A two—t1eqed
system will be used with the first tier consisting of three awards.’
The second tier will be only slightly lower in significance and will
| consist of|l4|awards.

EFFECTIVE: 02/29/96 .

.5-25.1 First Tier

(1) The Director's Annual Award for Excellence in
Management

(a) Description: This award is designed for, someone .
in a supervisory position, not necessarily a Special Agent SuperV1sor, -
and is one of the three highest awards the Director can bestow. = ™.

(b) Criteria: The nominee must have demonstrated
outstanding 1eadersh1p and have made extraordinary contrxbutzons or p e
achievements in the improvement of operational or program e LT e e
effectiveness, efficiency or productivity; have reduced or e11m1nated
costs through innovative or special managerial or administrative,
efforts and initiatives; or have benefited the FBI through the_"“

reduction or elimination of fraud, waste, mismanagement or abuse. - B

Sensitive
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. 2)

Investigation

competence in complicated, long—term, and/or sophisticated cases'
major significance. o

(3) The Director's Annual Award for Excellence in
Investigative Support

(a) Description: This award is designed for someone
in a supportlcapac1ty, with e11g1b111ty extended to both support. .. . .
employees and Agents, |and is one of the three highest awards the "‘f"“
Director can bestow. ' |

u

{(b) Criteria: The nominee must have demonstrated
exceptional motivation, initiative, and performance in the support of
investigative efforts and/or displayed extraordinary achievements that
overcame unusual difficulties or unique situations of great importance
to the mission of the FBI.

EFFECTIVE: 02/29/96

5-25,2 Second Tier

(1) The Director's Award for Distinguished Service to the _
Law Enforcement Community , ozl

(a) Description: This award is designed for someone '~ -
who contributed to better relations among law enforcement and/or
governmental agencies.

(b) Criteria: The nominee must have demonstrated an . . e
exceptional ability to work with cutside agencies, resclve - N R
difficulties and differences, and achieved significant results through
coordlnated law enforcement and/or governmental agency efforts._:

(2) The Director's Award for Information Management or.

Sensitive
PRINTED: 02/10/98




Hanual of Admznxstrat1ve Operatxons
-Part I

2 (a) _
who develops law. epforcemegg techn1
management

outstanding achrevements in. the area of information management,
technical services, or scientific advancement that s1gn1f1cantlym
contributed to the mission of the law enforcement communlty or
resolving a case of major importance. : :

(3) The Director's Award for Outstanding Crlmxnal
Investlgatxon

(a) Description: This award is designed for someoi
involved in a criminal 1nvest1gat10n(s) of a sxgn1f1cant nature'

(b) Criteria: The nominee must have demoﬁstrated=
extraordlnary ingenuity, initiative, and competence in overcom;ng
serious obstacles and achieved significant results in a complex
criminal investigation(s) of major importance.

(4) The Director's Award for Outstanding National
Security Investigation

(a) Description: This award is designed for someone _
who is5 involved in a National Security investigation of a 51gn1f1cant : -
nature.

(b) Criteria: The nominee must have demonstrated
extraordinary ingenuity, initiative, and competence in overcoming -’
serious obstacles and achieved s;gn1f1cant results in a National
Security 1nvest1gat1on(s) of major 1mportance.' Ve
(5) The Director's Award For DlStlﬂgUlShEd SerV1ce by a.
Support Employee :

(a) Description: This award is designéa-fg;ua.
supporlt employee who has made exceptional contr1butxons to the FBI

P o e

(b) Criteria: The nominee must have demonstrated‘f‘
outstandxng motivation, initiative, and performance in support of the -
FBI's mission and/or dlsplayed significant ach1evements that overcame :
unusual difficulties or unique s;tuatxons. ;

~ L. P T
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Service

who has contributed to- ‘the FBI for an’ extended perxod”of time
"unsung hero" award,

{(b) Criteria: The nominee must have demonstrated
significant contributions to the FBI over an extended per1od of txme
The contributions on a single project or 1nvest1gatxon may not be
sufficiently significant to justify a Director's award, However,.
tota11ty of their service to the FBI warrants speC1al recogn1t1on.l

(7) The Director's Award for sttxngu1shed Servxce by a’
New Employee

(a) Description: This award is designed for someone
. who sxgn1f1cantly contributes to the FBI with less than five years in
the FBI and is to .serve as an incentive and role model for all
employees, especially new employees. This is a type of "Rookie of the
‘Year' award. '

: (b) Criteria: The nominee must have demonstrated
-exceptional ability and resourcefulness to overcome obstacles in light
of limited experience that significantly contributed to fulfilling the
FBI's goals.

(8) The Director's Award for Exce tional Public Service
P

; (a) Description: This award is designed for an
individual or organization outside of the FBI who contributed to the
FBI's mission, a "public service" award.

(b) Criteria: The nominee must have demonstrated
great unselfishness and public consciousness in assisting the FBI in .
achieving exceptional results, . L o

(9) The Director's Award for Equal Employment Opportunity

(a) Description: This award is designed to
recognize the most significant contribution(s) to the Equal Employment
Opportunzty (EEQ) Program.

(b} Criteria: This award is not restricted to EEQ - o
Program officials. A nomination may be for any manager or employee -
who has made significant contributions to the FBI's _EEO Program, -

Sensitive ' : Cr
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recruitment, conciliation, or any- other - act1V1ty
employment opportun1t1es for women and mxnor1t1e

SRt :
5 1nc1ud1n

(10) " The D1rector s Award for Upward Mobility

ol N "

(a) Description. This award is des:gned to - =3
recognize the most significant contributions by an 1nd1V1dual to- the*
Upward Mobility Program.

(b) Criteria: This award may be for any employee _
who has made significant contributions to the FBI's Upward Mobility =777
Program. These contributions could be in the areas of leadership, o
training, program development, program implementation or any other
activity that enhances upward mobility opportunities for lower-grade
employees of the Bureau.

(11) The Director's Award for Outstanding Service to
Disabled Employees or by a Disabled Employee.

(a) Description: This award is intended to be given
to the employee who has rendered outstand1ng service to disabled
employees, or a disabled employee whose above-average performance
warrants recognition.

(b) Criteria: Recognition may be received for such
services as recruitment, employment, providing services,
accommodations or equipment for disabled employees; or, a disabled
employee may be recognized for his/her exemplary performance in the
" face of formidable obstacles.

(12) The Director's Award for Special Achievement

(a) Description: This award is desxgned -for. a
Specxal Agent or support employee who has excelled in a specific area
of expertise or in a foreign service assignment, and whose
achievements do not fit other categories of the Director's Awards.

(b) Criteria: The nominee must have demonstrated , -
extraordinary initiative, 1ngenu1ty, competence and performance in
his/her area of expertise or in areas of foreign service or any
specialization that enhances the mission of the FBI.

(13) The Thomas E. DuHadway Humanltarxan Award e W e

- Sensitive

PRINTED; 02/10/98




recognize Bureau employees who best embody former Assistant Director
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o (a) Descrxpt
recognxze Bureau employees tha
Director DuHadway s constant, unqualexed w;111ngn¥
through personal crxses, regardless of - thexr _pos

-4

(b)iﬁCriteria: : N
1. Nominee must be an employee of’ the“FB

2. Nominee has responded to the needs‘of

A A

fellow FBI employee or the employee's fam11y with an unqualzf1ed

3. The nominee volunteered time to help a
member of the FBI family sclve a personal problem or unsolxc1ted
assistance of a positive nature that aided the employee or thexr
family. . : AR

4, The employee's contributions or assistance
had a significant, positive effect on the resolution of the personal
crisis involved and/or otherwise is clearly recognizable as an action .
which others should seek to emulate in the spirit demonstrated by LT
former Assistant Director DuHadway. )

](14)The Manuel J. Gonzalez Ethics Award

(a) Description: This award is designed to

tpa

Gonzalez's example of unwavering ethical standards, professional
ideals, and reputation for organizational integrity.

(b) Criteria: ' ' . R

1. Nominee must be an employee of the FBI.

2, Eligibility extends to three qualifying
forms of ethical display. One of the following, or combination
thereof, will be deemed suitable: CT

a. Nominee's FBI career has been . t i N
d15t1ngu1shed by his/her extraordinary commitment to the FBI's code of )
conduct in both professional and private life.-

AND/OR

Sensitive ‘-Jeml' T,J, SERLEEEI
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. _ b. Nominée_h;s;&emongtréféd"g
extraordinary sense of ethics in overcoming a signific
withstanding a specific crisis aS"itjiéiﬁtégftdihiélﬁg¥ off
duties or employment with the FBI. . .- s

s

AND/OR

c. Through nominee's display of‘eth}ég}’
standards in a specific instance, public trust in the FBI, or la
enforcement in general, has been markedly enhanced or fortified

EFFECTIVE: 02/29/96

5-25.3 Awards

The first-tier awards will consist of a|$5,000|cash award
and a noncash award, i.e., plaque, statue, certificate, etc. The
second-tier awards will consist of a|$3,000[cash awvard and a noncash
award. |Provided that the size of a group receiving one award, e.g., a
group award, is not excessive, each member of the group will receive
the full cash amount of the award. If the size of the group is deemed
excessive, the selection panel-will make a recommendation on the size
of the award for each member of the group, based on what is reasonable
and the circumstances at hand.| A noncash award will be presented for
the Thomas E. DuHadway Humanitarian Award|and ‘the Manuel J. Gonzalez'
Ethics Award;|however, in keeping with the nature of |these
awards, |there will be no accompanying monetary recognition.

EFFECTIVE: 02/29/96

Sensitive
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the heads of FBI Headquarters““d1V1sxons/ofE1 e
Performance, Recognition and Awards Unit (PRAUTWW' ﬁ? ek
Nominations from the Legal Attache Offices will be’ coordlnated by theﬂ
|International Relations Section, |Criminal Investxgatxve D1vzs1on
before they are transmltted to the PRAU. Each nom1nat1on shoulq.-
provide the nominee's official Bureau name, position, grade Soc1
- Security Number, and the name of the award for which the ‘person

. being nominated. Justification submitted in support of the nom1natxon»
should satisfy the criteria for the specified award and should be” :
submitted in a detailed, comprehensive narrative. |An’ endorsement from
the Special Agent in Charge, division head, and/or the U.S. Attorney{
(or responsible department) should also accompany each nominationt| '
Nominees must have received at least an overall rating of Fully -
Successful on. their last Performance Appraisal Report and must not bgu
the subject of|a|ser1ous disciplinary action. Nominations may be " ¥i%:
submitted for as many awards as the SAC or division/office head -
believes are justified; however, only one nomination for each type ST
award may be submitted.

It is imperative that there is a proper representation of all
employees, both Agent and support, for the awards and that only the
‘most qualified employees are nominated.

EFFECTIVE: 02/29/96

5-25.5 Selection Process

An awards selection panel composed of representatives, - - = -
both Agent and support, of FBI Headquarters and the field will be . & nn %
convened by the Assistant Director of the Personnel Division to review
the nominations and make final recommendations to the Director. Those . L
nominated for first-tier awards will automatically be considered for T e
second—tier awards should they not be selected for a first- tier award. )
Likewise, those nominated for second-tier awards will automat1cally be PR
considered for a first-tier award. INomxnees will also be e11g1b1e for’ , .
consideration in other categories within the same tier if they meet. ' '
the criteria of the respective category.| The final decision will be
made by the Director based on the recommendations made by the
selection panel.

Sensitive
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Auditorium in the J. Edgar Hoover F.B.I. Building, followed: b 5
reception in the recipients' honor. The Director will pres:de over
the ceremony which will be attended by representatxves of the™
recipients' office of assignment and FBI executives. 'Recipients"ah
one immediate family member each will attend thé cerémény on = ‘
reimbursable travel expenses; however, the recipients will be allowed

to” 1nV1te|any]other|fam11y members, |guests, |and Bureau employees of
their choosing.

. EFFECTIVE: 02/29/96
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weekly basis to FBIHQ employees desiring to participate in the
examinations. These tests are also afforded to applicants and?on—'
board employees in the field offices. The dlctaphone trangprlgpr‘test
is 'a tape cassette of dictation to be transcribed by the emﬁfoyeé = :
using a dictaphone machine, and this test is given only to field =~ . ..
cffice employees. The stenograph1c test is a cassette tape dictated -

| at 80 wpm. The typing test is a 5-minute timed test. : -

(2) The 80-wpm stenographic test is the standard i’
requ1rement for the position of Stenographer, GS-5. The typ1ng test = - @
is the standard requirement for the position of Office Automation o
Clerk/Assistant, GS-3, GS-4, and G5-5. The dictaphone transcriber
test is given in conjunction with the typing test to field office
applicants or employees who will be utilizing dictaphone equipment. s

EFFECTIVE: 09/02/93

l 6-2 INSTRUCTIONS FOR AFFORDING STENOGRAPHIC, TYPING,
AND DICTAPHONE TRANSCRIBER TESTS

Only current Bureau-approved fests are to be used.

EFFECTIVE: 09/02/93 ~
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6-2.1 Stenographxc Tests o

t.\,-w OFL _H”e_ S N B g .

(1) Only off1c1al Bureau stenograph1c tape ¢
to be used. when afford1ng the stenograph1 e
recorder must be used to’ play the tape cassette ‘n,
dictaphone machine). The official test must only be’afforded 01
If the employee or appl1cant must be tested more than. -once,
different test must be used.

(2) Instructions fof.trahscription -

(a) Place of51C1al payroll name of employee,‘date,
EOB, and office of assignment in upper right-hand corner of a- s1ng1e-'

sheet of paper. SR N

(b) If an applicant, applicant's full name and the“
date should be placed in the upper rzght hand corner of the paper.»
A‘-&l »
(c) Set the typewriter for one-inch marg1ns, double. ..
spacing, and a ten-space tab 1ndent10n. Indent only at the beg1nn1ng
of the transcription.

- (d) Employee or applicant cannot retype original o
transcription, : ' . . .

(e) Verbatim transcription is required. Applicant
or employee is responsible for spelling, punctuation, capitalization
and proper word division. Dictionaries may be used. In case of
error, it is permissible to use an eraser. Self- correctlngftypewrlters,
correct1ng tape or whxteoutlare not péermitted.

(f) Indicate on transcrlptxon paper the amount of
time requ1red for transcribing.

(g) Staple all stenographic notes to the
transcription including warm—up notes. .

EFFECTIVE: 08/26/88
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-EFFECTIVE: 08/26/88

o "k,‘,wam, ..
Manual of Adm1n15trat1ve Operatxons‘and Procedures

6-2.2 - Typxng Tests
- (1) Only official Bureau typxng tests areﬁw
affordxng the typing test. -Do not uselcorrectxng“ a eégggwhxteout If
practice typing test may be afforded” prxor to the offxc1al Tesfgﬁ‘

official typing test must only be afforded once., If the. empioy
be tested more than once, a different test must be used.

(2) Instructions for a 5—minute timed typing tgst@;f

paper.

(b} If an applicant, applicant's full name and the
date should be placed in the upper right~hand corner of the paper..

(¢) Set|machine|for|a|one- 1nch|marg1n,|s1ngle ‘_ ‘

spac1ng, and a2 ten-space tab indention. Double space between ™
paragraphs. o

| (d} | Test must be copied precisely line for line.
| ()| Time employee for five (5) minutes.

| (£) | If entire test is typed before time is called,
employee should double space and begin typing test again.

6-2.3 |Deleted

EFFECTIVE: 09/02/93 | R
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BT, «,h
t use a ape recorder 5t

tape cassette may be forwarded or revefsedulf necessary-
. test must only be afforded once. A Pp c

must be used.

(2) Instructions for transcr:ptxon -

(a) Place official payroll name of employee, date,“
EOD, and office of assignment in upper right- hand corner of a s1ng1er-
sheet of paper.

(b) If an applicant, applicant’'s full name and the .
date should be placed in upper right-hand corner of the paper.

(¢} Set the typewriter for one-inch marg1ns, double
spacing and a ten—space tab indention. Indent only at the beginning
of the transcription. '

. (d) Employee or applicant cannot retype original
transcription.

(e) Verbatim transcription is required. Applicant
or employee is responsible for spelling, punctuation, capitalization
and proper word division. Dictionaries may be used. In case of

. error, it is permissible to use an eraser. Self-correcting ) S '
| |typewriters, correcting tape or whiteout arelnot permitted. B :

A

(f) Indicate on transcription paper the amount of @ -~
time required for transcribing. . .

K 1

EFFECTIVE: 08/26/88
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. (- " For- app11cants recru1ted fo *FBIHQ:"~ All"stenographic
and typing tests administered to appllcants recruited for FBIHQ mUSE L
: be forwarded to the]Bureau]Support Applicant Unit with the'app %mh
paperwork for regrading. Field offices: should never inform an? R T g
applicant of the results of these tests until notxfled of the off1cxa
score from FBIHQ. :

(2) For applicants recruited for field offlces. i Field,
offices shall officially grade all stenographic and typing tééfg'for
applicants recruited for their respective offices and on-board B g
employees being considered for promotion. These tests are not to'be ST

sent to FBIHQ for regrading. ) e

EFFECTIVE: 04/07/97 : T

6-4 INSTRUCTIONS FOR GRADING BUREAU STENOGRAPHIC TEST

The exercise consists of 240 words and has been dictated
at 80 wpm for three (3) minutes. Accuracy in the test will be rated
on the entire paper. If the transcription consumes more than twenty
(20) minutes, two (2) points will be deducted for every minute ’
thereafter. A grade of 75 percent is passing, below 65 percent ' T
constitutes a NO GRADE.

The following deductions will be made for the errors
noted:

ERRORS ' POINTS

General Rule: Every word omitted, added, inserted, misspelled, -
transposed or in any manner changed from the dictation tape will be . -3
penalized as follows:

Hord omitted

Word added

Word inserted

Misspelled word

Transposed word o

Abbrevxatxon (not dictated or dictated but not RRE
standard use of)

Wi www

W
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Punctuation:.
Failure to use punctuation .
Incorrect punctuation.i—.... .-~ .
Division of words (each error in)
Erasures and strikeovers

(Maximum for exercise) e

Incorrectly compounded word

Capitalization - ' T
Interlineation : 1
Plural instead of singular if grammatical connection

is affected 3

1s not affected 1

-Singular instead of plural if grammatical connection

is affected 3
is not affected 1
Spacing:

Following punctuation marks
Between words '
Incorrect tabulation
Incorrect margins

i b b
.
'
%

EFFECTIVE: 12/12/91 L

6-5 "RULES TO BE FOLLOWED IN GRADING BUREAU TYPING TESTS -

A score of 40 wpm is required for the GS-4 or GS-5.
positions and a score of 30-39 wpm is required for the G5-3 position.

EFFECTIVE: 12/12/91

Sensitive .
PRINTED: 02/10/98




—

-or punctuation mark added. Charge one errot for each entire lxneg

capitalize as in printed copy. Charge one error for an enfire line or :
-part of a line typed in solid capitals plus an error for each word - B R

“timing. |

Errors _ .. . ..

PR

o General Rule: Every word om1tted
transposed or in-any manner qhanged from the p
penalized as follows: - B

(I) Omission Charge one error for each letter, f1gur

typed for the entire line.

(2) Addition - Charge one error for

added or retyped and for part of a line added or retyped.’ Cga;gg;pne .
error for each word containing a mistake in added or retyped lines. R

(3) Misspelled Words - Charge one error forneanh

misspelled word. S .

(4) Transposition - Charge one error for each transposed
word, plus an error for each word in the transposed matter containing
a mistake. B i

(5) Faulty shifting and lightly struck characters -
Charge one error for each character appearing either above or below
the line or lightly struck character if the whole character 1s )
discernible, . .l -

(6) Capitalization - Charge one error for failure to

containing a mistake.
‘-walte

(7) Indention - Charge|only|one error for each faxlur

indent as in copy|51nce tab indentions are previously set’ before '
timing starts; therefore, if the typist indents incorrectly the first LT
time, he or she will be indenting incorrectly throughout the entxre' ' -:'

(8) Margins - Charge one error for each ifr;éularify'in
left margin. Charge one error for each deviation from the test in the ..
right margin. A >

(9) Spacing - Charge one error for 1ncorrect spac1ng~
between lines, words, and after punctuation marks that dxffer from

Sensitive . U
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printed. copy.

(16)

PUNCTUATION AND SPACING.

NOTE: Use a check mark to indicate each error.

EFFECTIVE: 12/12/91 . L

6-5.2 Calculation of Grade

. Each character or space in a line counts as one stroke.
Determine the number of strokes typed. If a part131 line is typed
count the strokes and add to the total strokes in the line above. Do
not add strokes in retyped lines. Subtract strokes from the total
number of strokes for omitted lines. Divide the number of strokes by
(5) five to determine the gross number of words typed. For each
error, deduct (10) ten words from the gross number of words. Divide
by (5) five to determine net wpm typed. Round off fractxons to
nearest whole number.

Example:

A typist typed 1,233 strokes with 2 errors in 5 minutes
1,233 divided by 5 = 247 gross words '
2 (errors) x 10 = 20 penalty

247 — 20 = 227 net words -
227 divided buy 5 {(minutes) = 45 net wpm - R

PASSING GRADE = 40 WPM

EFFECTIVE: 06/28/91
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, | 6-6 A p@thEpl

EFFECTIVE: 09/02/93

l 6-6.1 |De1eteﬂ|

EFFECTIVE: 09/02/93

6-6.2 |Deleted|

EFFECTIVE: 09/02/93

-} 6-6.3 |Deleted|
EFFECTIVE: 09/02/93 _ SR
6-7 INSTRUCTIONS FOR GRADING THE BUREAU DICTAPHONE TRANSCRIBER
TEST g

The exercise consists of 240 words and has been d1ctated
at 80 wpm for three (3) minutes. Accuracy in the test will be rated
on the entire paper. If the transcription consumes more than (10) ten=
minutes, two (2) points will be deducted for every miniute thereafter.
A grade of 75 percent is passing, below 65 percent constxtutes 'NO~

e

GRADE. . . "

Sensitive = - o y s -
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following deductions wili benqaae

T . (N s
. 3

EFFECTIVE:

01/21

6-7.1 Errors

General Rule: Every word omitted, added, inserted,
misspelled, transposed or in any manner changed from the'dic

tape will be penalized as follows: ) -
ERRORS

Hord Omitted 3
Word Added 3
Word inserted 3
Misspelled word 3
Transposed word 3

Abbreviation: (Not dictated or dictated but not

standard use of) , 3 o
Punctuation: 7
Failure ‘to use punctuation 1
Incorrect punctuation 1
Division of words (each error in) 1
Erasures and strikeovers , . |

(Maximum for exercise)

Incorrectly compounded word

Capitalization
Interlineation 1
Plural instead of singular if grammatical connection y e
is affected ’ ’ 3
is not affected : : 1 . .

Singular instead of plural if grammatical connection
* is affected ' : 3
is not affected . 1 <

. » . ,Sensitive.. : .
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Spacing: ¥ . AR
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Incorrect tabulation
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EFFECTIVE: 01/21/87

| 6-8 | DELETED|

EFFECTIVE: 01/21/87 -
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7-1 OBJECTIVE

(1) The objective of this plan is to provide gﬁfﬁanée-1g3*f
assuring that all qualified candidates receive fair and equal @il it
consideration for support positions based on merit principles ﬁ”gf?x
based on the premise that the best predictor of fu.tu'ff-;j'.ug;‘fo‘i‘iﬁ'"‘fi’“(:‘zw'ﬁ
past performance in similar situations and is designed to Qpﬁﬁ? ﬁf‘
the FBI is staffed by the most qualified candidates availablie;

(2) Personnel staffing decisions will be based on valid,
Job-related criteria without regard to religious affiliation or. . _
nonaffiliation, race, color, sex,]sexual orientation,|national origin, -
age, or nondisqualifying physical or mental disability,[politital o
.affiliation, marital status, |or reprisal. - ’ oo

(3) Personnel staffing decisions will be based on job—
related criteria without personal favoritism,

(4) The standards outlined address policies and
procedures necessary to operate an effective merit system for the
staffing of support positions consistent with the requirements of the
"Uniform Guidelines on Employee Selection Procedures," Section 50.14,
Title 28, United States Code of Federal Regulations. '

) (5) This plan is applicable for the staffing of posit{ons
in the FBI excluding those classified in occupational series 1811,
positions in the Senior Executive Service and at the Executive Level.

EFFECTIVE: 03/07/97 L e
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| 7-2 -, DEFINITION OF

- (1) ABILITY: (KSAQ)-

‘" -"‘"7.";:‘ : [} c‘i‘,' ' b Al TR . Y S J
activity or behavior which results in an bse
consequence,

(2) AREA OF CONSIDERATION: An area in whickh an intensiy
search for eligible candidates for a specific vacancy is made T

(3) BEST-QUALIFIED LIST: A group of candidates iho, whe
measured by appropriate procedures, possess the critical<anw1edge:;_
skills, abilities and other characteristics (KSAOs) to a greater-;:

degree than other candidates eligible for .the position.

(4) CAREER PATH: The grade levels through which an .
employee may advance to the full. level of the position to which ,
appointed or assigned; it provides progressively more résponsible’
experience and noncompetitive promotion potential for incumﬁgnts up to
the designated full level.

(5) CHANGE TO LOWER GRADE: A change of an employee to a
job or grade level with a lower representative rate. An action
resulting in a reduction in grade. A change to lower grade can occur
as a result of a competitive selection procedure, an adverse action or
at the request of an employee. It may or may not result in a decrease L

in pay.

(6) COMPETITIVE SELECTION PROCEDURES: Procedures that
allow for advertisement of a position, evaluation of qualifications -
and selection of a candidate(s) for a Position. A competitive ,
procedure could result in a noncompetitive action (i.e., reassignment,
change to lower grade). :

n CREDITING PLAN: Education, training and experience’
examples for each knowledge, skill, ability or other characterigtiq A
(KSAO) which serve as a gauge by which a candidate is compared and *- L kg
evaluated. ‘

(8) DETAIL: A temporary assignment of an employee to a _ .
different position for a specified period of time with the employee. - . .. .
returning to his or her regular duties at the end of the detail. A~
position is not filled by a detail, as the employee continues to be )

the incumbent of the positiqn from which detailed.. The employee mloREn :
should be eligibleAand qualified for any position to which he/she is 0 oot

Sensitive
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détailed.“

P

group of employees act1ng as individuals, for persona .relxef 1n ‘a
matter of concern or dissatisfaction relating to the employment of anis
individual (s) which is subject to control by the FBI. ‘Personal’ relief
is a specific remedy directly benefiting or affect1ng the gr;evant(s)
but does not include a request for discipline or other act1on e

affecting another employee. : T : “f-M'Q

(11) INTERVIEW: A method of evaluating a candidate to
determine if he/she possesses the essential knowledge, skills,
abilities or other characteristics needed to perform a job.

(12) JOB ANALYSIS: A systematic and documented statement
of essential work functions and KSAOs relevant to the position.

(13) JOB RELATED: Factors determined through a JOb
analysis to be necessary for acceptable ]Ob performance.

. (14) KNOWLEDGE (KSAO): A body of information, usually of
a factual or procedural nature, which, when applied, makes acceptable
performance on the job possible.

(15) KSAO: Knowledge, skill, ability or other
characteristic rated/evaluated after minimum qualifications.

(16) MERIT SYSTEM: A system employing principles of
equity in the treatment of 1nd1v;duals for appointments and
promotions.

(17) MINIMUM QUALIFICATIONS: Requirements for a job which
the employer deems as so basic and essential that only candidates who
meet these requirements are considered for further processing.

(18) NONCOMPETITIVE STAFFING ACTION: Filling a position
without using competitive procedures.

(19) OTHER CHARACTERISTIC (KSAO): A personal
characteristic, aptitude, physical or mental trait needed to.do the
work. . . * DA

Sensitive .
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(20) PLACEMENT:
position or the ~movem qp

retained grade, if app11cab1e.
(22) RANKING FACTORS'
for a position.
(23) REAPPOINTMENT:

line of work unrelated to his/her current position that requ1res
additional education or specialized experience. e

(24) REASONABLE ACCOMMODATION: Modifications or o
adjustments to a job, the work environment, or the way things are”
usually done, that will enable a qualified individual with a A .
disability to attain the same level of performance or to enjoy equérfw.
benefits and privileges of employment as are available to a similarly

situated employee without a disability.

(25) REASSIGNMENT: A change of an employee from one
position to another with no change in grade level.

(26) REPRESENTATIVE RATE: The going rate of pay, i.e.,
the rate or step keyed to the prevailing rate determination; the -
fourth rate on the General Schedule {GS); or the second rate on a five
rate regular wage schedule (Federal Wage Schedule (WG)).

(27) SELECTING OFFICIAL: A designated supervisor or
manager who is responsible for selecting/recommending an individual
for a staffing action.

(28) SELECTION PROCEDURE: Any measure, combination of S
measures or procedures used as a basis for a staffing decision. oo -

(29) SELECTIVE PLACEMENT FACTOR: An element found to be RPN
essential to acceptable performance in a job to be filled, in addition’ '
to or more specific than the minimum qualification standard, and
determined to be required to establish basic eligibility for a7~
position. For example, a position in a particular location may
require knowledge of a language other than English.

(30) SKILL (KSAO0): The proficient manual, verbal or . .
mental manipulation of data, people or objects. A skill can be LT

Sensitive - - SRS
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- only those approved in writing by the Personnel Officer may be used.

. position for a fixed period of time with an employee whose grade 1s

EFFECTIVE: 04/04/96

AL e e
LR \:.“_‘ HT .~':§_1"' '.' .

observéd, quantxfxed and 1mproved Wlth pra
erved fﬁgw

meaﬂ B R

(31)  STAFFING ACTION:
in accordance with’ merxt prznc1ples through whxch an
identified, cons1dered

(32)  SUBJECT MATTER EXPERTS (SMEs) A grotip ©of peérsons:
thoroughly knowledgeable about the duties and respon51b111t1es 05”
job. o

(33) ITEMPORARY ASSIGNMENT: The filling of & vacant

equal to or greater than that associated with the posxtxon.'

(34) |TEMPORARY PROMOTION: A nonpermanent promotion of an
employee of an immediate basis to a higher grade position for a
spec1f1ed period of time, not less than 60 days nor more than one year
in durat:on.l Pyoos

(35) |TERM PROMOTION: A promotion of an employee to a
higher grade level for a defined period of time, not less than 120
days or more than two years in duration, to handle a specific
assignment, project or duties and responsibilities which can be
accomplished within that time frame. |

| (36) | TEST: Any written, performance or work simulation
test or exercise used to measure a job-related knowledge, skill,
ability or other characteristic. For placement/selection purposes

| (37) | TRAINING AND EXPERIENCE EVALUATION: A method of
evaluating candidates based on their past training, education and
experience.

My PR

v

[ (38) | VACANCY ANNOUNCEMENT: The means by which potential ' - - :
applicants are notified of a position to._be filled by competitive. o
procedures, . - -

Sensitive - .
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(). PERSONNEL OFFICER 1s:responszble personally and/
through members of hzs/her staff for: o

(a) deS1gn1ng and developlng the polzcxes and
procedures for selection, promotion and placement; o

(b) approving/disapproving all support employee
selection, promot1on and placement actions; _ - B

(c) informing emﬁloyees by means of official
communications of -the merit promotxon and placement policies and
procedures;

(d) implementing and enforcing the Merit Promotion *=" -
and Placement Plan policies and procedures to ensure their full and
equitable application to all affected employees and positions;

(e} providing technical assistance, advice, and
guidance to management officials, supervisors and operating employees
on all selection, promotion and placement matters;

(£) 1locating and referring eligible and qualified
candidates to the Selecting Official on a timely basis;

(g) maintaining records reflecting decisions on
selection, promotion and placement actions as detailed in this
section;

(h) responding to appropriate grievances, that have
not been resolved through informal means, from employees concerning an
act or occurrence of a selection, promotion or placement action
covered under the Merit Promotion and Placement Plan;

(i) suspending merit procedures to address unusual *
staffing circumstances;

() approving use of any tests as a measure for
selection,

(2) SELECTING OFFICIAL is respons1b1e for applying merit ' -
principles and equal employment opportunities in filling all L. -
positions. He/She is to comply with and ensure that all applicable
laws, regulations, and procedures, as outlined in this plan, are - -7 . - =
followed with regard to the selection, promotion and placement actions et

Sensitive : ;'f T
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manager'
In the event a nonselected candidate percexves that't‘wéﬂm lects
promotions or placement action was made thhw;egard to rel1g10us
aff1lxat10n or nonaff;lxatlon, race, colof; sex,|sexual or;enta ion

Add1t1onally, in the event the applicant or employee’ requxres a
reasonable accommodation for a physical/mental d1sab111ty, .h

would be responsible for coordinating this process for approval
Pefsonnel Officer.

(4) EMPLOYEES are responsible for:
(a) demonstrating that they have the knowledge, ..
skills, abilities and other characteristics necessary to qualey for

positions for which they desire consideration; and

(b) submitting the required completed forms within
the time frames indicated when applying for vacancies.

EFFECTIVE: 03/07/97

[.7-4 |FACTORS AFFECTING ALL|STAFFING ACTIONS

|Certain factors, such as peéformance, service time, tests -7 ' °
and formal recommendations apply to both noncompetitive and
competitive staffing actions, except those that are effected as a
reasonable accommodation for a person with a disability, l

EFFECTIVE: 06/06/95 - : 7
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Appra1sal Report (PAR) in order to be consxdered for promot‘_ no
change to lower grade/reass:gnment to'a pos1t1on offerxng
potential. If an employee has had insufficient time on duty Lo, have%i*
received an official PAR, the employee 5 superv1sor must cert1fy ‘tha
the employee's current performance is consistent with the cr1ter1~
included in performance standards for the Fully Successful or’ h;gh

AR

level ! ot

EFFECTIVE: 06/06/95

7-4.1.1 |Deleted] : TR

EFFECTIVE: 06/06/95

|]7—4.2 Service Time Requirement Following Appointment

A newly appointed employee must have 90 calendar days of
federal service in order to be eligible for his/her first promotion.

EFFECTIVE: 06/06/95
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Tests«I(Formerly 7 7 2 4 ) (See also‘MAOP
‘»7631)[ R

IAny wr1tten, performance or work sxﬁulat1on test*
exercise considered for use in the selection process for
L
competitive or noncompetitive procedures), 1nclud1ng career .path
promotions, must be approved by the Personnel Offlcer or hlS/ er
designee. | L e

PRl T I

. e iy
EFFECTIVE: 06/06/95 ‘
7-4.4 Formal Recommendations |(Formerly 7-10.)
A personnel action of promotion, reassigﬁment s T

reappointment, change to lower grade, or position change may be
transmitted to the Personnel Officer or his/her designee for review
and approval by electronic submission of an SF-52, Request for
Personnel Action, form through the Bureau Personnel Management System
(BPMS) . If the request is a noncompetitive action, the reason(s) for
same should be indicated. A personnel action is considered final only
upon approval of the SF-52 by the Personnel Officer or hls/her
designated representative. |

EFFECTIVE: 06/06/95

| 7-5§ NONCOMPETITIVE STAFFING ACTIONS | (Formerly 7-4.2.) (See
also MAOP, Part I, 7-6.) |

The actions shown below do not require competitive
staffing procedures: ‘ : o

(1) A promotion resulting from an employee's position
being reclassified at a higher grade because of additional duties and
respon51b111t1es. I(The addition of]superV1sory duties to a-
nonsupervisory position may result in the establishment of a dLEferent i
position rather than -an upgrading. |The|f1111ng of that new position '
would require competitive procedures.)

Sensitive
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ehpon
to the issuance of a new classxfxcatlon standard or th
a class1f1catxon error. :
(3) A position change perm1tted by reduct:onrx
| | (RIF) [regulations.

(4) Promotion of an employee to a position in whjch he?
she was previously selected through competitive procedures'to perfo
re11ef duties, ‘

(5) A temporary promotion for 120 days or less., ..

(6) |A reassignment]or posxt10n|change|w1th no greater'-
career|path[advancement potential.

(7) |A career path promotion where an employee advances
the full level of the position to which he or she is app01nted or

assigned.

(8) A reassignment or position change as a reasonable
accommodation to an employee's mental and/or physical disability.

9 A promotlon, reassignment or position change made as
a result of the suspension of merit procedures by the Personnel
Officer to address unusual staffing circumstances.

- EFFECTIVE: 06/06/95

117-5.1 Career Path Promotions (Formerly 7-5.)] )

_ (1) A career|path indicates the grade levels through
which an employee may advance to the full level of the position to
which he or she is appointed or assigned. Initial assignment to a
grade level above entry level is possible based on an individual's
qual1ficatxons for the particular occupation at the higher grade
level

[ (2) |[After having entered a career path, |an employee|may. "
advance[to each grade through noncompetitive promotion; however, such

Sensitive .
PRINTED: 02/ 10/98




" Part 1I

promot;ons are nbf a right nor should adﬁhncement'opportun
through a normal career path pattern be const
‘promot1on. T3

(b) the avaxlab1l1ty and assxgnment "of progré% iﬁ%ly-ﬁ

more difficult duties and re5p0n51b111t1es,

(¢) demonstrated possession of the essentxa KSAOSS
for the higher grade level position:

(d) any minimum general or specxal1zed exper1ence
requirements; and

(e) any position limitations. |

(3) |The evaluation of an employee for a career path
promotion is based on whether the employee has acquired, usually P
through on-the-job training and/or experience, the essential KSAOs
required for the higher grade level position. The supervisor must
determine the essential KSAOs for the higher level position and
evaluate, through the employee's work performance, whether the
employee possesses the required KSAOs. Supervisors should ensure, to
the extent possible, that employees are provided with opportunities at
the lower grade level to demonstrate their possession of the essential
KSAOs required for promotion. |

EFFECTIVE: 06/06/95

7-6 COMPETITIVE SELECTION PROCEDURES (Formerly 7-4.1.)

&

Competxtxve selection procedures are used when all e
eligible, qualified and interested employees must be considered for a
position. These procedures are required unless specifically excluded .
under MAOP, Part I, 7-5, Noncompetitive Staffing Actions. They ' .
include but are not limited to:

(1) promotion, |[to include term, |change to lower grade or
reassignment to an entry-level position of a career path

(2) reassignment’ or change to lower grade to a pos1txon-- e -
with greater promot1on potential;

SensitiQe : '{’“
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- would prOV1de the~ employee thh ‘an- opportun v, to

basis.

EFFECTIVE: 04/04/96

| 7-6.1 Determining Job Requirements

Before any effort is made to fill a position, essential
job~related requirements must be identified. These job-related
requirements are categorized as minimum qualifications, ranking
factors and working conditions.

EFFECTIVE: 06/06/95

| 7-6.1.1 Minimum Qualifications (Formerly in 7-6.)

(1} The purpose of minimum qualification standards,
usually education and/or general and specialized experience, is to
identify and eliminate from the selection process those candidates who
are clearly inappropriate for a position. Only those candidates who
meet the education, general and specialized experience requ1rements
will be further considered in the selection process,

(2) The Office of Personnel Management's (OPM)

"Qualifications Standards for General Schedule Positions," will be = .
used to determine the minimum qualifications for a position, except

when they are determined to be inappropriate. If the position )
requires similar work behaviors and KSAOs to that described or if the S
standards are consistent with the backgrounds (at the time of hire) of .
competent employees currently in the job, it is likely that the OPM oo
standard is appropriate., If it is determined that the OPHM standards : ’
are inappropriate based on the above conditions, the Select:ng
Official may request a modification or development of new standards by
the Personnel Officer. Hod1f1cat10ns are usually made by using

4
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standard but may be ‘eéssential to acceptabl
a partlcular locatlon.-'

EFFECTIVE: 06/06/95

, 7-6.1.2 Identifying Ranking Factors

(1) Ranking factors are those KSAOs that identify the :
better candidates from a group of individuals at least minimally - v -
qualified for a position. Appropriate ranking factors can be R
determined by a review of the position description to identifyy o
essential KSAOs required for ENTRY into the position. KSAOs used Eor . .
selection are those the candidate must possess IMMEDIATELY UPON ENTRY B
into the position, with or without reasonable accommodation because of
physical or mental disability. Usually, positions that are entry-
level into a career path require basic skills or abilities, and
higher grade level positions require a knowledge base. This
knowledge would be required before an individual is selected for the
higher grade level pos1t1on and would be appropriate to use for
selection. KSAOs that can be learned within a reasonable period of
time after assuming the duties of the position and those that cannot
be effectively measured are not appropriate for use in the select1on
process and should be eliminated.

(2) Once essential KSAOs are identified, the best method BN
to measure them must be determined. These methods can include a e T e e
written, performance, or work simulation test or exercise, and/or an h "
evaluation of training and experience and/or a.structured 1ntervxew‘
If a written, performance or work simulation test or exercise is, used
to measure essential KSAOs, ensure that approval of the Personnel
‘Officer is received before incorporating it into the selection: a.g .
process. For the majority of competitive selections an evaluatlon of :
training and experience and/or a structured interview should be used.-‘. 7f;,&h;
These measures are de51gned to obtain information concerning a b . ; s
candidate's past experiences that indicates whether he/she would be’
successful at future sxmllar ‘experiences.

4"-

(3) If all KSAOs identified for select1on cannot bet e
measured by either a written, performance, or work simulation test or

Sénsitivéﬂn
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exercise and/or an evaluation of- i'e
is necessary. The KSAOs measured:infthe interview sho

ing measured byithe othe;
to-a“particul AQ () FrE

s A

o3 S 2 P et
trative Ope ocedures .
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different from those KSAQs, thaf are be
procedures;- toravoid-giving more weigh r

s . I
vVacancy is advertised and those same KSAOs must be used thr
selection. ) S

Generally, -only one measurement tool should be'usggg orzany. particul
KSAQ. Whatever measures are to be used-must: be*decided bef
oug

(4) KSAOs selected to be measured for the training&éﬁdf
experience procedure should be those that can be demonstTated by
specific achievements, experience, or training. For example, -
"planning" is a KSAO that can be described in terms of a specific igp .=
accomplishment. "Analytical ability" on the other hand, is very broad -- -
and abstract and it may be difficult to describe a specific - L
accomplishment related to this type of KSAO.

(5) KSAOs to be measured by the interview should be those
- that can elicit specific, detailed, or up~-to—date information from the '

candidate. Also, KSAOs such as oral communication, and verbal - A
comprehension can be best observed and measured during the interview.

EFFECTIVE: 06/06/95

7-6.1.3 Working Conditions oo ~”L. 2“:

Any unusual conditions that are essential for successful
~performance and are beyond what is normally required of most employees
should be identified. Such things as frequent travel, odd working -
hours, physical demands, hazardous duties or environment are all —
conditions of employment that should be described in the position
description and these conditions should be made known to prospective L
candidates. Only those candidates willing to-work under.the LT
identified conditions, with or without reasonable accommodation, will
be further considered in the selection process.

EFFECTIVE: 06/06/95
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as well as outsxde applicants.
the same criteria. -

EFFECTIVE: 06/06/95

7-6.2.1 Area of Consideration (Formerly in 7-4.1.1.)

(1) The area of consideration must provide the Select1ng
Official with a choice from among a reasonable number of qual1f1ed IR
candidates. Since the area of consideration determines who will® be . ji'
considered for competitive selection, it is important that it be broad
enough to uphold basic merit principles of open competition, equal
apportunity, and identification of the best qualified candidate(s).

(2) Under circumstances set forth below, the area of
consideration may be LIMITED or, if the initial search does not
produce a reasonable number of qualified candidates, it may be
EXPANDED as necessary. In either event, the area of consideration may
not be established in such a way that it gives unwarranted ) .
consideration to a particular individual or group, nor may it be. :
expanded solely to recruit members of a particular group.

(a) LIMITED AREA OF CONSIDERATION - An Assistant
Director (AD), Assistant Director in Charge (ADIC), or Special Agent .
in Charge (SAC), with the approval of the Personnel Officer, may- PP
limit the area of consideration to employees within a.smaller than S EITA L
normal area.when ¢onsideration of candidates from outside that area ’
is not feasible for such reasons as:

‘!?

l. ceiling controls or hiring freezes which
would make it necessary to limit consideration to employees occupying .t
full-time permanent positions within a particular organlzatxonal unit; s
or ;

: 2., realignment of duties within an .
organlzat1ona1 unit which results in a higher—grade position with no ~ - < %
increase in staffing level, would limit consideration to employees '

Sensitive _. Lo
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within- the organlzatxonal un1t.- '1 L

- " EXPANDED AREA OF CONSIDERATION
locate the best-qualified candxdate(s) an AD;" ADIC
approval of the Personnel 0ff1cer, may expand éoﬁ;,
larger area, e.g., all offices in a commutxng are

EFFECTIVE: 06/06/95

| 7-6.2.2 Vacancy Announcements (Formerly in 7-4.1.1,)

(1) Vacancy announcements are the means by which ..
potential applicants are notified of the p051t10n vacancy. Théée”-
announcements must contain title, grade, series, and duties of the:
position; the location at which the position will serve; workxng
hours; promotional opportunities; area of consideration; minimum
qualification standards; written, performance or work simulation test
or exercise to be administered; KSAOs that the applicant must respond
to in the application and, if used, KSAOs that will be measured by the
interview;, unusual working conditions; application process; and an
explicit statement regarding equal employment opportunity and that:
candidate(s) may request a reasonable accommodation due to phys1cal
and/or mental disability.

(2) The vacancy announcement must be posted for ten work
days for FBIHQ or individual field office postings and 15 work days
for fieldwide postings. Hard-to~fill positions may be posted. s .
indefinitely. Positions that must be filled as expeditiously as~ = -~ ' -=
possible may be posted for five work days for FBIHQ or individual ;
field office postings and ten work days for fieldwide postings.

Closing dates for the submission of applzcatxons will be strictly..
followed. :

EFFECTIVE: 06/06/95
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[ 7-6.3
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"~ 7 The candidates-are;zto-be ranked:-in accorda
relative demonstration of possession of the KSAOs faf arpo
To determine the extent to which the candidates possess t !
selection process uses a combination of a trainipg and e ce!
evaluation, a structured interview, and/or writtgﬂjﬁ;erfqrﬁance o
work simulation tests or exercises. It is the responsihiiity’bf'
Selecting Official to determine which measures will be appropriat
each selection by following the guidance in this policy.. Whﬁﬂ;
candidates from within and outside of the FBI are being considered'f
a position, care must be taken to ensure that all are evaluated L
according to. the same measures. '

EFFECTIVE: 06/06/95 TP

! 7-6.3.1 Tests (Formerly 7-7.2.4.) (See also MAOP, Part I, 7-4.3.)

Only written, performance or work simulation tests or
exercises previously approved by the Personnel Officer may be used as
part of the selection procedures for a position. Approved tests
include the following:

(1) The official FBI typing performance test must be used
to measure typing speed and accuracy for positions that require a
qualified typist, including positions with parenthetical "Typing" or
"Data Transcriber" in the official title. T

(2) OPM Test "21" must be used to measure specific KS40s-~ | ':5?
for the Police Officer position. ) T s

In addition, language aptitude and/or ability tests must be used for
the Language Specialist position(s). Any other written, performance
or work simulation test or exercise must be approved in writing by the
Personnel Officer.

EFFECTIVE: 06/06/95 - .-
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| 7-6.3.2 Training and Experience (Forﬁéflyi
[PRERRAE iRt Y

K NI,

©+ (1) ' The training and experience measure 'israis

reported description of accomplishments‘releyéﬁf;§0L5556§‘
a job. Typically, the information pgpyidedubyﬁggéfSE;w
on training, education and priorhworF‘EXbe:ience. -
(2) To evaluate the information provided on the Rt
applications, a crediting plan must be developed before the position
is posted. This is accomplished by describing education, training and%
experience examples for each KSAO at different levels, i.e., =~
Outstanding, Very Good, Acceptable, Limited, and Unsatisfactory.. Fof
example, if a position requires that candidate(s) demonstrate ‘an _
"ability to use regulatory material” the crediting plan might include’
general definitions for the levels of performance such as:

Outstanding INTERPRETS regulatory material L SRS
Very Good RESEARCHES regulatory material - R
Acceptable APPLIES regulatory material
Limited RECOGNIZES regulatory material -
Unsatisfactory DOES NOT USE regulatory material

Each KSAQ in the application is evaluated by comparing the past . T

education, training, and experience of the candidate with the
standards and assigning a rating. A crediting plan ensures that each
candidate is evaluated consistently against the same education,
training and experience examples. :

EFFECTIVE: 06/06/95

| 7-6.3.3 Interview (Formerly 7;7.2.5.)

(1) The interview measure is a structured means of orally
collecting information concerning a candidate's possession of . o
knowledge, skills, abilities or other characteristics needed for
acceptable job performance. The interview focuses en what the
) candidate has done in.the past that can be used to predict his or her.
future behavior. There are four general types of interview questions:

) . (a) TRAINING AND EDUCATION questidns assess thé~:. - -
KSAOs by probing an individual's training or educational background

. . Sensitive
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and are used pr1mar11y to, 5011C1t 1nformat1on rega
of the app11cant s tra1n1ng or educat1on to the
(b) 1, JOB KNONLEDGE questlons focus on n,.anin
knowledge of one or more Job-related areas.- This type'of q
most useful to assess the specific knowledge level that is requ:r‘
for the job, ensure the applicant understands and is knowlec geaﬁle
about a specific topic, and to obtain information about an app11cent s
knowledge of current technology, state of the art methods, etc’" :

(c) EXPERIENCE questions are asked to solxc;t KSAO
1nformat10n from the job experiences an individual has had." °

(d) PERSONAL CHARACTERISTICS questlons assess KSAOs,*
such as interpersonal skills, that do not fit in other categories such
as 1nterpersona1 skills. These questions are tailored to solicit .
performances in work and nonwork situations to demonstrate examples of

specific KSAOs. , ‘ . .

LI

(2) The interview must be structured in terms of the -
behaviors and responses to be observed, the evaluation standards to be
applied, and the procedures for conduct1ng the interview session. The
interview should be structured so that information to be obtained is
well defined and recorded in a standard manner. Interviewers must
take special care not to ask questions which violate equal employment
opportfunity laws.

. (3)  Each interview question must be designed to obtain e
useful information to allow for a measurement of a specific KSAO
required for selection, The questions should be geared to obtain the
same depth, scope and kinds of information from each candidate. A
crediting plan must be established for each interview question at-
different levels, i.e., 0utstand1ng, Very Good, Acceptable, Limited,
and Unsatisfactory. The crediting plan must be developed in advance
of the actual interview and serves as a gauge by which an applxcan'."
compared and evaluated. Each candidate must be evaluated on hxs/her
responses to the interview questions. Additional follow—up quest:ons
may be asked until the interviewer(s) has obtained enough 1nformat1on
to rate the response to the question.

EFfECTIVE: 06/06/95
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Part I, 7-6.3.
ach1eved and a selection recommendatzon is made and forwa
Personnel Officer for review and approval These™ stages-ar
accomplished by a Career Board, Qualifications Review Board
Selecting Official, depending on the position to be Fille,
described below,

EFFECTIVE: 06/06/95

-y

| 7-6.4.1 Selecting Official (Formerly 7-7.1.2.)

The Selecting Official is responsible for ensuring that
the competitive process is conducted in accordance with merit
principles. The Selecting Official is generally encouraged to use a
career board to perform a part of the selection process,. for the
reasons described below, but may choose to complete the ranking
process personally where the circumstances warrant. However the
process is completed, the selection recommendation rests with the
Selecting Official, subject to the review and approval of the

.Personnel Officer.

EFFECTIVE: 06/06/95

7-6.4.2 Career Boards and Qualifications Review Boards (Formerly
in 7-7.1.1 and 7-7.1.3.,)

A career board and/or Qualifications Review Board 1s a L
group of three to five individuals formed to evaluate and rate” s
candidates' KSAQOs. For most competitive selections, a career board or .
Qualifications Review Board provide credibility to the fairness andi:i
impartiality of the selection process. A career board is not requzred T
for all competitive actions if the Selecting Official can ensure fair .. - " BERRSE
and 1mpart1a1 selection decisions without same., (See MAOP, Part. I, 4-

L Sensitive.
PRINTED: 02/10/98
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de11berat10ns must be recorded and maxnta1ne
selection file.| ° e

(1) CAREER BOARD: The Selectxng 0ff1c1alzzs respg&izb
for convening the members of the career board. This boqrd 1s’c6ﬁ§o
of experienced support and/or Special Agent personnel who ‘are fam"lxar
with the qualifications required for the pos1t1on. Career boa:
members are to be selected carefully and trained in evaluation
procedures. Every career board member and nonvoting observ,
be at least one grade higher than the position unless it 1s docum B
by a signed statement from the individual that he/she will not be: 1n ', Co -
competition for the position. In this case, the member can be the'
same grade. The career board should include minority representat1on,
whenever possible, either as-a voting member(s) or as a nonvotzng
observer(s). The Selecting Official must not be a voting member
offices where circumstances may cause bias to be introduced or’ . .
perceived in the process, a career board composed of employees from
other offices may be formed.

Prior to any career board deliberations. of individual candidates,
career board members must be familiar with the merit principles
contained in this plan, the KSAOs of the position and how they are
being measured, the crediting plans and how they are to be applied in
the specific evaluations. Once evaluations have started, no changes
to the membership of the career board can be made.

(2) QUALIFICATIONS REVIEW BOARD: A Qualifications Review
Board (QRB) is composed of individuals who are expert in, or have -
significant knowledge of, the discipline or occupational category of
-the position being filled. This is normally used for professional:
and/or technical positions. QRB members must be familiar with the
qualifications required for the vacant position and the provisions of
the Merit Promotion and Placement Plan. Members are to be at least: R :
-one grade higher than the vacant position, unless it is documented _— .-
that the member will not be in competition for the position, then
he/she may be the same grade. QRB members are to be selected S
carefully and trained in evaluation procedures. OQRB members w111 .
evaluate only the technical qualelcat1ons of the candidates and )
assign a rating. : ' oo e e
The results of the QRB process are then forwarded to the Selectzng .
Official, who may convene a career board. Someone trained in staff1ng e
procedures may serve as an advisor to the QRB. " S o e

Sensitive
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EFFECTIVE: 12/06/96

| 7-6.4.3 Evaluation of Candidate(s) (Formerly in 7-7.)

G

(1) Following initial screening, positi&h'abpliéati§h;i

must ‘be evaluated by using the crediting plan developed fd;;fﬁé )

position. If this responsibility has been delegated to a career board

or QRB, evaluations must be made independently by each member and’ then

discussed at the career board meeting to reach a consensus ratih%

Should a consensus rating not be possible, scores may be averaged to

determine the candidates' scores for the training and experience : h
evaluations.

(2) Any written, performance, work simulation test or ° _
exercise should be administered and scored. Ensure that all ‘}-
administration instructions are followed. '

(3) If an interview is part of the selection procedures,
the top scorers from the above measure(s) may be selected For
interview, The interviewer, or each career board member, must record
the responses to the questions and rate the response by using the
standards previously developed for the position. Responses should be
rated immediately following each interview. If the interview is-
conducted by the career board, the responses must be rated

-independently and then discussed to reach a consensus rating for each
candidate., If consensus is not possible, the scores may be averaged
to determirie the candidates' final score for the interview. The
career board members are responsible for recording their ratings and
the reasons for same.

EFFECTIVE: 06/06/95
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7-6.4.4

measures have been completed (i.e., test and/or training’ and :
experience evaluation and/or interview). Scores from each measur
should be combined to obtain a final score. The "best qualified
group consists of those candidates whose scores are sxgn1f1cantly
higher than the majority of the candidates, and who are, for all"

1ntents and purposes, equally well qualified.

EFFECTIVE: 06/06/95

7-6.4.5 Final Selection of Candidate(s) (Formerly 7-9.)

(1) The Selecting Official may choose any candidate from
the best qualified list resultxng from the grouping of candidates,
inasmuch as these candidates are determined to be, for all intents and
purposes, equally well qualified.

(2) The vacancy announcement can be canceled at any time -
by the Selecting Official, who is then responsible for submzttxng
appropriate documentation to the Personnel Officer as to the =~
reason(s). '

(3) Additional selections may be made from a properly
established best qualified list within 90 days of the date the list
was issued, provided the positions to be filled have the same title,’
series and grade, are in the same area of consideration as the
position announced, and the quallf1cat10n requirements are the samg.'

EFFECTIVE: 06/06/95
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either by posting for ten work. days on the same not1ce_boar
vacancy announcement, and/or by official’ communzcatxon“
fieldwide or Bureauwide. A decision not to make a selectxon
communicated through the same mechanism(s).

(2) Any candidate|shall, |upon specific request be"
advised whether he or she met the minimum qualification standards for
the position. The candidate may be provided with his/her total scd}e
on each measure but may not be informed of specific ratings or scores»
received by other candidates, or permitted to review the cred1t1ng

plans, interview questions or answer key(s) to any tests. ~ e

EFFECTIVE: 10/18/95

7-6.6 Release of Candidates (Formerly 7-12,)

Any candidate selected as a result of a competitive
staffing action must be released from his/her current position on a
timely basis (30 days from recommendation), including reassignment or
change to lower grade, even if no promotional opportunity exists above
what is currently available. Official request for the release of an
employee selected to fill a vacancy at FBIHQ will be made only by the
Personnel Officer or his/her designated representative. Employees may
be released to perform the duties of the new position prior to
receiving official approval by the Personnel Officer. However, the
selected individual must be advised that permanent assignment is
contingent upon obtaining this final approval. The employee selected -
will be released, normally, at the end of the first pay period, but no
later than two pay periods after the date of the request for release.
Unusual work requirements or other circumstances may warrant
adjustment of the release date and should be coordinated between the
appropriate managers and the Personnel Officer or his/her designated
representative.

Sensitive - T
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Maxntenance of Records
7-13.1.)

it

Select1on files must be maintained in such a mgnne
all steps of the staff1ng act1on can be reconstructed o

with limited access. Selection records must _be safeguarded andﬁ
released only to authorized persons. The selectzon f11eamust be’
| retained for{ten (10)|years, provided the time limit for'éh?

grievance, complaint, or appeal has also lapsed, or any processxng .
related to the records has been closed. |Any selection file which 1s
the subject of litigation will be retained for the purposes of
litigation, regardless of the passage of t;me.| Contents of the
selection file must include: o

(1) A copy of the vacancy announcement.

(2) Names of all candidates and the applications received
from each. Ead

(3 Names of candidates who met minimum qualifications
(4) Results of any wrltten, performance or work '
simulation -test or exercise.

(5) Training and experience crediting plan, signed
evaluations, and the score given on each ranking factor for each
candidate.

(6) If an interview is used names of candidates who were:
selected for same. s A ;

(7) Interview questions, crediting plan, notes of
Selecting Official or career board members, signed evaluat1ons, and
the score given for each applicant.

(8) Names, titles and grades of all individuals 1nvolv§d'
in evaluation of candidates' qua11f1cat19ns. . ) . _‘j

dwj
copy of -

&) Any document formal1z1ng selectxon (i e.;
SF~52 or other formal memoranda).

Sensxt1ve



(10) ‘Cert1f1cat10n that'al
not selected were s0 advised :
posted/¢ommunicated’ (copy of
Selecting Official and dates

I(ll) Recordings-

EFFECTIVE: 12/06/96

7-7 GRIEVANCE PROCEDURES (Formerly 7-14.) (See also HAOP I K
Part I, 14-7.) _ W : ok

(1) The FBI's policy is to administer a personnel program
that promotes good employee/management relationships. The success of
any organization depends on the confidence of its employees that their
questions, problems or dissatisfactions will receive a timely and-
constructive response, as well as fair and equal treatment. This
section defines certain responsibilities regarding the grievance
process with regard to actions covered by the Merit Promotion and
Placement Plan and sets forth employee rights in that process.

(2) An employee who feels he/she has not been treated PN
"fairly has a right to present a grievance to the appropriate '
management official(s) for prompt and equitable consideration, with :. .
freedom from restraint and without fear of reprisal, coercion, or
interference. The employee should discuss with the Selecting Official
any matter of concern or dissatisfaction regardxng his/her employment K ] G
and should attempt to resolve the problem(s) prior to filing'a . celr
grievance. This informal resolution step should be followed pr1or "to
submission of a grievance to the Personnel Officer. -

(3) The Selecting Officials should ascertain all
pertlnent information bearing upon each grievance or potential . el
grievance being brought to his/her attentlon. : :

(4) There are certain matters which are not approprlate
for the grievance procedure. The following matters are EXCLUDED Erom
this procedure: e

'_Se'!gsi_tiv.‘é.“"; S - E%v
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(¢) -an action at the expiration of a temporar
‘time-limited promotion which returns an employee to his/hé?f?g‘ _
position at the former grade, or to a different position dff:&ﬁxvalenﬂw'
grade and pay, from which the employee was temporarily promoted. . .z

R AR L P

_ (d) an action taken in accordance with_ﬁﬁélteggﬁ‘
a formal agreement voluntarily entered into by an employee, such :
the assignment of an employee from one geographical locatién fﬁrv
another. s

(5) A grievance concerning a particular act or occurrence :
should be presented in writing not later than 15 calendar days gfﬁlf?i’
the date of the act or occurrence, or not later than 15 calendar,déys"
after the date on which the employee knew of the act or occurrence. .
Within the FBI, such grievances are to be submitted only to the -
Personnel Officer. The Personnel Officer will ‘determine the

appropriate organizational level for resolution.

(6) Provisions for redress|are also available through the
Equal Employment Opportunity (EEO) complaint system for employees who
believe they have been discriminated against on the basis of race,

] color, religion, sex,|sexua1 orientation,|nationa1 origin, age,
disability, or reprisal. However, the employee must contact an EEO
Counselor within 45 calendar days of the action in question if he or
-she believes the action is a result of discrimination on any of the
foregoing bases. Failure to contact an EEO Counselor within 45
calendar days of the alleged discriminatory action will result in ' - o
forfeiture of the complainant's right to pursue a claim of )
discrimination, _ P -

. o L

T

EFFECTIVE: 03/07/97

| 7-7.1 - [Déletedi
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EFFECTIVE: 06/06/95

| 7-7.1.1  [Revised & Moved to 7-6.4.2|

EFFECTIVE: 06/06/95 .

| 7-7.1.2 |Deleted| -

EFFECTIVE: 06/06/95

| 7-7.1.3  |Revised & Moved to 7-6;4.2|.

EFFECTIVE: 06/06/95

| 7-7.2 |Deleted

EFFECTIVE: 06/06/95 ' 2

| 7-7.2.1 |Revised & Moved to 7-6.3.2|

. Sensitive R
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EFFECTIVE: 06/06/95

| 7-7.2.2  |Deleted]

EFFECTIVE: 06/06/95 e L

| 7-7.2.3  |Revised & Moved to 7-4.1] o

EFFECTIVE: 06/06/95

| 7-7.2.4 |Revised - See 7-4.3 & 7-6.3.1]

EFFECTIVE: 06/06/95

[ 7-7.2.5 |Revised & Moved to 7-6.3.3|

M

'

EFFECTIVE: 06/06/95

| 7-8 REVISED & MOVED TO 7-6.4.4| Y

Sensitive - T
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_ EFFECTIVE: 06/06/95

| 7-9 L
EFFECTIVE: 06/06/95
| 7-10 |REVISED & MOVED TO 7-4.4| R
EFFECTIVE: 06/06/95
| 7-10.1 |Deleted|
EFFECTIVE: 06/06/95
| 7-11 |REVISED & MOVED TO 7-6.5|
EFFECTIVE: 06/06/95
| 7-12 |REVISED & MOVED TO 7-6.6|
' Sensitive . S e e T

PRINTED: 02/10/98




. . . &". };.'u.. P . LTI

; S et RGN

Manual of Admipist;ative Ogg;ation;rap&
Part I SR TR e e e

EFFECTIVE: 06/06/95 %% - A
| 7-13 | DELETED

EFFECTIVE: 06/06/95 B
| 7-13.1 |Revised & Moved to 7-6.7| o
Nk e,
EFFECTIVE: 06/06/95
| 7-13.2  |Moved to 7-6.7| . 1
EFFECTIVE: 06/06/95 .
| 7-14 |REVISED & MOVED TO 7-7| :
EFFECTIVE: 06/06/95 o .
| 7-15 | DELETED
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EFFECTIVE: 06/06/95

- ,
;,

| 7-16 | |DELﬁfED

EFFECTIVE: .06/06/95

[ 7-16.1 |Deleted|

EFFECTIVE: 06/06/95

| 7-16.2 |Deleted|

EFFECTIVE: 06/06/95

N

| 7-16.3 [Deleted]|

EFFECTIVE: 06/06/95

| 7-16.4 |Deleted

Sensitive
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| 7-17 |DELETED|

EF;ECTIVE: 06/06/95

7-18 TERM PROMOTIONS FOR SUPPORT PERSONNEL

At management discretion a vacant position may, be fi

by the term or temporary promotion of a qualzfled and el;gxbl i
employee. A term promotion is a promotion of an employee toa’h ghe
grade level for a defined period of time to handle a spec1f1c R
assignment, project or duties and responsibilities which can be . e -
accomplished within that time frame. Competitive selection procedures o ’
must be employed to select an individual for a term promotion. Nhen A R
position is filled by a term promotion unless otherwise specified. in
the announcement which advertised the vacant position, the employee
will be returned to his/her permanent grade at the conclusion of the-
term. The duration of a term promotion may be set by a .
division/office head with the concurrence of the Personnel Officer for Gl
‘any period of time not less than 120 days or more than . '
| [three years |durat10n. A term promotion may be extended by the

Personnel Officer in one-year increments, for a maxxmum per:od to

include extension(s), not to exceed five years.

EFFECTIVE: 03/24/97
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specified period of: t1me,
in duration. If the ass1gnment and,;therefqrg
promotion is expected to equal or exceed 120 day

e

competitive selection procedures,'cons1stent w1th th Me

’
employed. Any’ post1ng or advert1sement of a temporary 6hot'oﬁf
include a statement that a temporary .promotion ass1gnment may‘be ended:
at any time at the discretion of management . e AL the conclusxon of the'
temporary promotion, an employee must be returned to hls/her permanent
position or to a pos;txon at or above his/her permanent grade level
for which he/she is qualified. Cus

, (2 The duration of a temporary 5romot1on may be set by a
division/office head with the concurrence of the Personnel Off1cer for
a period of not less than 60 days. Temporary promotions may be
extended by the Personnel Officer for an additional period(s) of 60-
day increments. The maximum period of a temporary promotion, to

include any period of extension(s), will not exceed one year. |

EFFECTIVE: 04/04/96
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| 8-1 AVAILABILITY PAY

EFFECTIVE: 04/02/96

[ 8-1.1 |Authority

Availability Pay is authorized by Section 5545a of Title
5, United States Code and Part 550 of the Code of Federal
Regulations. | :

EFFECTIVE: 04/02/96

| 8-1.2 |Basic Requirements

Each criminal investigator whose average of unscheduled
work hours is certified to be (or certified as expected to be) at

least two hours per regular workday is entitled to Availability Pay in
the amount of 25 percent of basic pay. |

EFFECTIVE: 04/02/96
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i 8-1.3 [Definitions

i N “ [ SPT

(1) REGULAR WORKDAY is a day .during the basicl40ihour

workweek on which a Special Agent (SA) performs AT LEAST FOUR .HO
work that are not: - Ao P

[ (a) unscheduled workhours,

[ (b) approved training time,

(¢) time spent traveling under official travel .

orders, or

(d) hours of approved ieave or excused absence,
including holidays. .

(2) SA, for the purpose of this instruction, refers to
any SA or Supervisory SA in Grades GS-10 through GS-15.

. (3) UNSCHEDULED WORK HOURS are hours not part of the 40-
hour basic workweek during which actual work is performed that has not
been scheduled in advance of the administrative workweek. To be )
credited as unscheduled work hours, such hours must be in excess of *

the employee's scheduled eight-hour workday or 40-hour administrative
workweek. |

EFFECTIVE: 04/02/96

| 8-1.3.1 |Deleted o

EFFECTIVE: 04/02/96

| 8-1.3.2 |Deleted

Sensitive - o
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EFFECTIVE: 04/02/96

| 8-1.3.3 |De1efed|' ~ L

EFFECTIVE: 04/02/96 e

| 8-1.4 |Eligibility (See MAOP, Part I, 8-1.6.)

Within the FBI, Availability Pay applies to all FBI SAs,
i.e., employees whose positions are classified as Criminal
Investigator, GS-1811, except:

. 1 (1) Members of the Senior Executive Service;
I (2) Part-time employees: and

(3) New Agents who have not completed new Agents training
at the FBI Academy. Availability Pay for new Agents will begin on the
first day of the first pay period after completion of new Agents
training.

EFFECTIVE: 04/02/96

| 8-1.5  |Certification]

(1) |New Agents — Within ten days of reporting to the
first duty station, whether from the FBI Academy or upon R
reinstatement, a new Agent must sign an initial Ava1lab111ty Pay
certification. This initial cert1f1cat1on will remain in effect until
the next annual certification cycle, at which time the new Agent will
recertify and thereafter recertify on the annual cycle. The SRS
employee's division/office of assignment will be responsible for '
making the electronic entry into the Bureau Personnel Management

Sensitive.
PRINTED: 02/10/98
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System (BPMS) “as prov1ded in Bureau teletype dated
forwarding the original. copy. of the certification'f
Pay and Leave Unit (PPLU) _FBIHQ.
(2) |A11 SAs - Each year, each SA will recertify-tha
or she has met and will continue to meet the minimym reQuz ement*
eligibility Upon certification, an electronic eﬂf?‘ wil
each SA in the BPMS by the employee's division of 3551gnment
addition, the original of the certification will be transmitteq“_
PFLU. Specific procedures for conducting the annual certification
will be distributed by separate instruction.

(3) Every effort should be made to have each’ ‘employee -
sign the certification within the specified deadline. However, -if an
'SA is unavailable to sign the required certification in the time
specified because of work requirements, extended leave, ete., written '
notification must be sent by electronic communication to the Assistant
Director, Personnel Division, Attn: Policy, Pay and Leave Unit. As
soon as the SA becomes available, the form must be signed and dated by:
the employee and his/her supervisor and forwarded to PPLU.

(4) Refusal by an SA to certify as to future
availability, unless an exception is granted under MAOP, Part I,

8-1.13, may result in disciplinary action based upon 1nsubord1nation
up to and including removal.

(5) Certifications will be kept on file in PPLU until one
month after the next annual certification is completed.

(6) A new certification will NOT be required if an SA
transfers to a different office or otherwise changes superVLsors in
the middle of a certification period. The certification is deemed to
be valid for the entire certification period.]

EFFECTIVE: 04/02/96 TR
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T (1)  All eligible SAs will receivesAvailability
amount of 25 perceérnt of the émployéé'é“?ﬁtawa'baSEC_ y. (in uding
any applicable special salary rate, locality pay, interit geographi
adjustment for law enforcement officers, and retained pay). =
Availability Pay will be paid only for periods of time during whi
the SA receives basic pay. L
(2) Availability Pay is paid for all unscheduled work
excess of eight hours in a workday. . ;

(3} Availability Pay continues during paid periods of

(a) excused absence (such as annual, sick, military
leave, or court leave, "administrative" leave, and holidays);

(b) officially approved training, except for initial
“basic training normally given in the first year as an SA (see, 7 I
Sections 8-1.4 and 8-1.5(1) above): and | , o

i (¢) officially approved travel (such as travel for .
purposes of relocation, investigative assignments, and training); and

(d) temporary duty outside of the SA's official
position description (such as details and TDY).

(4) Availability Pay is used to compute:
(a) severance pay;
(b) retirement deductions and benefits;
(¢) 1life insurance premiums and benefits;
. (d) fhrift Savings Pl;n contributions;
(e) workers' compensation benefits;
(£} advances in pay; ang
(é) lump sum payments for acerued annual leave.
(5) Availability Pay is subject to the biweekly

limitation on premium pay (the lesser of 150 percent of the minimum
rate payable for GS5-15 or the rate payable for Level V of the

Sensitive  .
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Executlve Schedule; Txtle, 5, USC Section 5547(c))
limitation on pay —— an employee 5 annual pay 1nc1
ava1lab111ty pay, night differential,
may not exceed the annual rate of basxc pay fo

T

(a) Night differential for n1ght work that is part
of the employee's regularly scheduled workweek; - RPN

(b) Sunday pay "Eor nonovertime hours not in excess
of eight hours for each regularly scheduled tour of duty which begins
or ends on Sunday; Con

(¢) Holiday Pay;

| (d)Scheduled overtime pay, once appropriately
authorized. |

(7)  An SA who receives Availability Pay may NOT receive:
(a) overtime pay, night differential pay,
compensatory time, or hazardous duty pay under Title 5, United States

Code, Sections 5542, 5543, and 5545, for UNSCHEDULED work hours;

(b) overtime pay under the Fair Labor Standards Act : :
(FLSA); or , o

(¢) annual premium pay for administratively
uncontrollable overtime (AUO) or regularly scheduled standby duty.

EFFECTIVE: 08/16/96 TSN
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B g Sy :
SAs w111 recexve cred1t towards meet1ng t e d“ﬁﬁ?l minimum:

FEB

_.'qu" e :

(1) All unscheduled hours actually worked before t ]

beginning or after the end of the regularly scheduled workdayaz
(normally 8:15 a.m. to 5:00 p.m.). _ G S
(2) All unscheduled hours actually worked on a day that'

is ‘the SA's regular day off (normally Saturday and Sunday)

(3) Out-of-area travel time that meets the e11g1b111ty e
requirements for overtime (or compensatory time) payment under T1tle »
5, USC, Section 5542 (b) (2) and Title, 5 C.F.R. 550.112(g) ~ :

"generally travel that results from an event that could not be s
scheduled or controlled adm1n1strat1ve1y by an agency of the Executxve;'
Branch. Only the time the SA is actually engaged in travel is .
creditable. Once the SA reaches the out-of-area destination

(including travel from the airport or other mode of publie

transportation to the office, first work site, or hotel), any local
travel in that area will be credited in the same manner as local

travel is credited at the permanent duty station. (See 8-1.8.)|

EFFECTIVE: 04/02/96

8-1.7.1 |Deleted|

EFFECTIVE: 04/02/96 . 'féi.

8-1.7.2  |Deleted]|
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EFFECTIVE: 04/02/96

8-1.7.3  |Deleted]| | ‘

EFFECTIVE: 04/02/96

| 8-1.7.4 _IDeleted’

EFFECTIVE: 04/02/96

| 8-1.7.5 |Deleted|

EFFECTIVE: 04/02/96

| 8-1.7.6 |Deleted| -

EFFECTIVE: 04/02/96 o
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8-1.8  [Hours Not Creditabl
L Requirement e

q;fowards

‘ . o ST Sy e 3
. SAs will NOT receive credit towards mgétgng the ann
minimum requirement under the following circumstanggs:‘ \

_ (1) Time commuting te and from the place of b
even if the SA is driving a government vehicle.

-

usiness, .

(2) Travel time that does not meet the eligibility
requirements for overtime (or compensatory time) payment under
Title 5, USC Section 5542 (b) (2) and 5 C.F.R. 550.112 (g) (see
8-1.7(3) above.)| :

EFFECTIVE: 04/02/96

||8—1.9 Computation of Annual Minimum Hours Requirement

To qualify for Availability Pay, an SA must work an annual
average of a minimum of two hours of unscheduled work per regular
workday. The annual average is computed as follows:

_TOTAL_NUMBER_OF_UNSCHEDULED WORK_HOURS _ greater than
Total Number of Regular Workdays or equal to 2.0

For example, an SA performs a total of 620 hours of
unscheduled work in an annual period. In the same period, the SA
works a total of 200 regular workdays (i.e., days in which at least
four hours of regularly scheduled work was performed, excluding leave,
excused absence, approved training, holidays, and approved travel). .
620 divided by 200 equals 3.1. The SA performed an annual average of
3.1 hours of unscheduled work per day, thus exceeding the minimum
requirement for the payment of Availability Pay.

EFFECTIVE: 04/02/96
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8-1.10.

) UNSCHEDULED WORK w111 be recorded on the
Regxster (FD-420 or FD~420a for SAs who TURK) and. in th
- Administrative Time Capture System as hours worked, i. e.,
sign—in and sign-out times and the number of minutes of ?
unscheduled work under the "AVP" column on the FD-420 or FD“420a
(This procedure is the same as that formerly used to record AUO

v &

‘EFFECTIVE: 04/02/96

8-1.11 Failure to Meet the Annual Minimum Unscheduled Work
Requirement

(1) FBIHQ will periodically review the unscheduled work’
hours of each SA to determine whether he/she will be able to meet the
requirement for an annual average of two hours' unscheduled work
per regular workday. If, at the annual certification or at a time
between certifications, it becomes evident that an SA will not be able
to perform a sufficient number of unscheduled work hours to meet the
requisite annual average, immediate action will be taken to decertify
the SA and to suspend Availability Pay. 1In addition to
decertification, the supervisor will review the situation to determine
whether or not the shortfall has been caused by the SA's misconduct.
"-If the shortfall is the result of the SA's misconduct, such as
insubordination in refusing to work the previously certified hours, an »
adverse action may be initiated under Part I, Section 13 of the Manual
of Administrative Operations and Procedures (MAOP),. -

(a) PREFERENCE ELIGIBLE - Title 5, USC, Section . . -
5545a(e) (20) provides that involuntary reduction in pay resulting from.
a denial of certification shall be a reduction in pay for purposes of .

Title 5, USC, Section 7512(4) pertaining to adverse actions. In -

add1txon to the procedural profections described for nonpreferencew,‘. )
eligible employees below, preference eligible employees are entxtled o U
to the procedures and Merit System Protection Board (MSPB) appellate’
rights delineated in Part I, Section 13-10, of the MAOP with respect.
to the imposition of adverse actxons such as reductxon in pay. ‘

{b) NONPREFERENCE ELIGIBLE - An SA who is not
preference eligible who is to be decertified for failure to meet

Sensxt1ve
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decertification is appropr1ate and may establish the duratxon of, the
decertification. If adverse action in addition to decert1f1cat1on'1
appropriate, the same authority who imposes the adverse action will™
determine the duration of decertification. Availability Pay will be
suspended beginning the first day of the first pay period begznnxng )
after the date of decertification. Consistent with other. adverse.. .__.
actions, the SA may appeal this determination to the Assistant '
Director, Personnel Division, within 30 calendar days after the
effective date of the decertification. The appeal should include
specific information regarding the reasons why the unscheduled work
was not performed and should explain how the SA will be able to meet
the requirement by the end of the certification period. (See MAOP, -
Part I, 8-1.12.1.)

(2) Failure to perform the required hours of unscheduled
work may result in decertification and suspension of Availability Pay
alone or in decertification plus adverse action based on
insubordination, inattention to duty, or other misconduct. The
duration of decertification may be from one pay period to one year,
depending on the circumstances and degree of the unscheduled work hour
deficit. The penalties applicable to misconduct such as
insubordination and inattention to duty are prescribed in Part I,
13-13, of the MAOP.

(3) The length of an employee's suspension from receipt
of Availability Pay is an administrative determination at the
discretion of FBI management. It will be dependent upon a variety of
factors to include: the number of unscheduled work hours the SA
failed to perform during his or her period of certification; PO
circumstances contributing to that deficit of unscheduled work: the ca s
SA's past record of performing unscheduled work: and other mitigating '
circumstances that may be present. In situations in which an SA has . .
been previously decertified and/or disciplined for failure to perform
unscheduled duty, progressively more stringent disciplinary measures -
may be employed. (NOTE: If an SA is a preference eligible veteran, _ - “
he or she will be afforded the procedural protect1ons attend1ng that '
status.) . S .

(4) The Personnel Division will issue an SF 50
Not1f1cat1on of Personnel Actlon, documenting a suspension

Sensitive L T g e
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(anoluntary temporary term1nat10n based on” mlsconduct) or:
discontinuance (voluntary temporary termination based- onipegs
fam11y hardship) of Avaxlab111ty Pay. 'The SF-50 wil 'iigluéé,
reason for the suspension “or discontinuance;" the effectxv “da
cessation of Availability Pay, and the date the’ suspenszon or:
discontinuance ends. SR

P
T
E

(5) Suspension of Availability Pay does not relieve an SA

of the requirement to perform unscheduled work during the period of
such suspension.

(6) When Availability Pay is suspended as a result of an L
SA's fdilure to perform an annual average of two hours or more of T LT
unscheduled work per regular workday, one determinant of the length of
the period during which Availability Pay will be suspended is the
number of hours of unscheduled duty which the SA failed to perform
during the previous period of certification. To achieve eligibility
for recertification, an SA will be required to complete his or her ‘
period of suspension AND satisfy the requirements set forth in (3a) and ) N
(b) below—- '

(a) SATISFACTION OF DEFICIT: A period of suspended
Availability Pay must continue until the SA has performed the amount
of unscheduled work which he or she failed to perform during the
previous certification period. However, the period of suspension may
exceed the period required to make up for the deficit.

EXAMPLE 1: An SA worked 200 regular workdays during the previous

certification period, but performed only 300 hours of unscheduled

work, for an annual average of 1.5 hours of unscheduled duty per

regular workday (300 divided by 200 = 1.5). Because the SA had been

previously certified as eligible for Availability Pay, he or she

received Availability Pay throughout the certification period, despite

the fact that he or she failed to satisfy the unscheduled work

requirement. The SA would have had to perform an additional 100 hours . »
of unscheduled duty during the certification period to satisfy the

requirement to perform an annual average of two hours of unscheduled

work per regular workday. (200 regular workdays x two hours of

unscheduled duty per regular workday = 400 hours of unscheduled duty; ‘
400 hours of unscheduled work required - 300 hours of unscheduled duty T L
actually worked = a deficit of 100 hours of unscheduled duty.)In _ .
this case, the period of suspended Availability Pay MUST continue
until the SA has performed at least 100 hours of unscheduled duty
during such period.

(b) SATISFACTION OF TWO-BOUR AVERAGE OF UNSCHEDULED

. Sensitive -
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DUTY PER REGULAR WORKDAY° An SA who has been suspen

of Availability Pay must perform an average ofgfho'héﬁ}ifof
unscheduled duty per regular workday_dprxng _@e per1bd.of' : .h
suspension to be recertified ‘as e11g131e“t0 oﬂgE”ﬁga1n receivers
pay. ALL UNSCHEDULED WORK performed during the period of. suspend
Availability Pay will be considered in determining whether th ”t

hour per—day average has been ach1eved.

EXAMPLE 2: An SA was suspended from receipt of Ava1lab111ty Pay based ¥
upon a deficit of 100 hours during 200 regular workdays, . having '
averaged 1.5 hours of unscheduled work per regular workday. Within 50%
regular workdays after the beginning of the suspended Avazlab111tymifeue
Pay, the SA has performed a total of 100 hours of unscheduled work’*

He or she has thus satisfied the deficit requirement. Once the SA's - S
period of suspended Availability Pay has run and the SA has satxsf1ed

the two—hour average requirement, the SA will be eligible for
recertification and resumption of Avallab111ty Pay.

EXAMPLE 3: An SA with a deficit of 100 hours of unscheduled work
during a certification period is suspended from receipt of
Availability Pay for a period of 30 days, which includes 22 regular
workdays. During the 30-day suspension, the SA performs 75 hours of
unscheduled work. Although at the completion of the initial period of
suspension the SA has satisfied the requirement to perform an average
of two hours of unscheduled duty per regular workday, he or she has
not satisfied the requirement to perform an amount of unscheduled duty
equal to or greater than his or her prior deficit. Consequently, he
or she will not be eligible for recertification and resunption of
Availability Pay until he or she satisfies that defiecit by performing
‘an additional 25 hours of unscheduled work,

(¢) Failure to perform unscheduled work during the
period of suSpen51on from receipt of Availability Pay as required
above may result in further d1sc1p11nary action.

(7) At the completion of the period of suspension, a
review will be made to ensure that the SA has met the requirements for
recertification and resumption of Availability Pay. When the SA has
been determined to be so eligible, the SA and his or her supervisor
wmust again certify that the SA will perform an annual average of two
hours of unscheduled work per regular workday in accordance with the
certification procedures required by applicable instructions.

Sensifive
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EFFECTIVE: 04/02/96 © """ "%  giioe

' ¢
.! 8-1.12 Suspension of Availability Pay

EFFECTIVE: 04/02/96

[-8-1.12.1l Suspension for Health or Physical Reasons

(1) If an SA is unable to perform unscheduled work for an
extended period of time for physical or health reasons, and he ‘or she
declines to request voluntary discontinuance of Availability Pay (see
MAOP, Part I, 8-1.13), payment may be suspended by the Deputy
Assistant Director-Personnel Officer, upon written request. by the
division/office head, until the SA's physical or health problems have
improved to where unscheduled work may be resumed. Such suspensions
are considered to be involuntary reductions in pay and adverse action
procedures must be followed. (See MAOP, Part I, 8-1.11, paragraphs
(1) (a) and (b) above.) ' -

(2) Workdays in which Availability Pay has been suspended
under this section will be excluded from the computation of the
‘minimum hours requirement.

(3) The Deputy Assistant Director-Personnel Officer must
be informed in writing when the SA is again available to perform
unscheduled work and Availability Pay is to be resumed.

EFFECTIVE: 04/02/96

At
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8 1 12 2 Suspens:on for Alcohol—Relat
57_ I, 13 13. ) ST '“‘H;pf'

e

- PR - "o heh Tt
9] Whenev;r an SA is suspended from operatg g Fat
government motor vehicle as a result of alcohol*related m1sconduct
following a determination of such misconduct by the' Bdre;ﬁf
will not be considered eligible to earn premium compensat u
Sunday pay, holiday pay, night differential, and Ava1lab111ty Pa
Prior to discontinuing eligibility for Avaxlab111ty Pay, the eﬁbloyeem
will be afforded appropriate adverse action proceedxngs.u_(SeewﬂAO,,
Part I, 1-3.1 and 1-30.3.) e

(2) As the suspension of an SA's entitlement to earn—: -
_Availability Pay compensation is an adverse personnel action, it is’
dependent upon completion of adverse action procedures set forth in o
MAOP, Part I, 13-14. These procedures are designed to afford s
employees due process as well as procedural entitlements which arzse
from an employee's personnel status. For example, a preference
eligible veteran has specific procedural entitlements which are set
-forth in MAOP, Part I, 13-10.

EFFECTIVE: 04/02/96

8-1.13 Discontinuance of Availability Pay (See MAOP, Part I,
. . 8-1.5 & 8-1.12.1.)

The statute establishing Availability Pay and the
implementing OPM regulations make payment mandatory te all c¢riminal
investigators (i.e., SAs), except under certain limited circumstances. _
The rationale for this pol1cy is that’ the basic nature of a criminal B
investigator's work " requires considerable amounts of unscheduled work, ..
often worked at the discretion of the individual without prior 7 R
approval of a supervisor. Since payment of Availability Pay is -
mandatory, an SA may not voluntarily decline to perform the required
unscheduled work, except as provided below.

st
74

(1) 1f, for a specified period of time, an SA believes he -.,
or she will not . be able to meet the e11g1b111ty requzrements for. - .
Availability Pay because of PERSONAL OR FAMILY HARDSHIP, he or she may
submit a written request to the division/office head
requesting temporary discontinuance of Availability Pay, clearly

Sens1t1ve .":'Zf'r:i’“'
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per1od of time the hardsh1p 1s expected t
further note that the S

obllgat1on to perform unscheduled work as requ1red by the A
assignment and/or his or her supervisor. Insubordination by refusx
to perform necessary unscheduled work may result in approprxate
disciplinary action.

(2) The division/office head, or his or her designee,
will approve or disapprove the request in writing, to 1nc1ude the .
reasons for the disapproval, as appropriate. The SA may request T
reconsideration of a negative determination by the Deputy Assxstant
Director - Personnel Officer, Personnel Division, within 15 calendar
days of the date the request was denied.

(3) Upon approval of a request to temporarily discontinue
Availability Pay based on hardship, the division/office head must
provide written notification to the Assistant Director, Personnel
Division, Attn: PPLU, including the nature of the hardship, the date
the Availability Pay should be terminated (ordlnarlly at the beginning
of a pay period), and the date the hardship is expected to end.

(4) If an SA is granted a discontinuation of Availability
Pay based on hardship, he or she and his/her supervisor may at any
time thereafter certify his or her availability, at which time
Availability Pay will commence. Notification to reinstitute
Availability Pay must be sent to the Personnel Division immediately.
"If, at the completion of the approved period of discontinuance, a
hardship still exists, the SA may request an extension for another
specified period, following the procedures outlined in paragraphs (1)
through (3) above. | T

%

EFFECTIVE: 04/02/96 }
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8-2

Premium compensation on an annual ba 'f'rl

regularly scheduled hourly overtime, night and Sunday work =and-
holiday duty under certain conditions. By law and supplemental s
regulations, Agents receiving premium overtime compensatxon[(AVP)lare
precluded from being granted compensatory leave.

EFFECTIVE: 04/02/96

8-2.1 Hourly or Regular Overtime Pay et

(1) Officially scheduled hourly or regular overtime is
compensated at one and one—half times the basic hourly rate, including _;é.
any applicable locality-based comparability payment, of the individual S
with the restriction that this may not exceed the overtime rate for
the first step of a Grade GS 10. Law enforcement officers qualifying
for regular overtime are compensated at the greater of one and one-
half times the basic hourly rate, including locality~based
comparability payment, or the hourly rate of base pay, including any
local1ty-based comparablllty pay of the employee. Regular overtime
work is that which is approved in advance by the Personnel Division,

FBIHQ, and is regularly scheduled. In the case of Agent

personnel, Irequests for approval must be submitted to the Deputy

Director, FBIHQ, in writing, as far in advance as possible of the

proposed commencement of the scheduled overtime.| Regularly scheduled

work means work scheduled in advance of an administrative workweek.

[Requests must include a description of the specific circumstances that

require the performance and payment of scheduled overtime, and contain

an explanation of why scheduled overtime must be used instead of

increased staffing to cover the work assignment(s). Payment of

overtime may not start before the beginning of the first

administrative workweek after commencement of the situation request1ng

the overtime and the date the overtime work was scheduled and . L
approved. | The occasional situation which arises, whereby an Agent is : !
required to work overtime in an isolated instance, does not meet
requirements for regularly scheduled overtxme|compensat1on and is
compensated by AVP.| Agents receiving premium overtime pay on an
annual basis (AVP) are not.to be considered eligible under any
conditions for regular overtime compensation without prior approval L .
from FBIHQ. |0vert1me pay will cease the day that appropriate Bureau ' R
management determines that the circumstances that caused the need for -

Sensitive =~ . T e
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OVertxme no longer ex1st or 1t becomes pracgzcable to us'
T 3

1nvest1gat1ve resourcesFW1thout the use of schedul d

are normally maintained on the AVP rolls. €
normal workday (usually Monday through Friday) is ?%ﬁ%?%? :
worked" for the purposes- of AVP computations even though Agen_
scheduled for regular overtime that day and do not -work - -any. AVP. ‘An
overtime worked beyond that which is authorized as regular overtime is"
considered irregular and unscheduled and will be counted as AVP.
example, if an Agent is scheduled for 12-hour shifts seven days a’ ve %
for a month, and during one week happens to work 12 hours. :Monday . .- et
through Thursday and 13 hours on Friday, Agent is entitled to four [EROTa
hours' regular overtime daily, Monday through Friday, and one hour of ™
AVP for the entire week. All five days (Monday through Fr1day) are
counted as "days worked" for AVP computation purposes.

(3) Before any request for regular overtime for Agents is ’
made, the division head should consider assigning additional Agents to
reduce the amount of overtime necessary and preclude regular overtime.
For example, instead of two 12-hour shifts to provide 24~hour
coverage, three 8-hour shifts should be considered. Likewise, instead
of 7-day workweeks, adjusted workweeks such as Sunday through Thursday
and Tuesday through Saturday can be substituted.

+(4) Each division head is responsible for considering
these alternatives and furnishing FBIHQ with full justification for
not utilizing them when a request for regular overtime for Agents is
made.

(3) In the event a federally sponsored in-service
training session is scheduled for a one-week period from Monday
through Friday, exempt employees are not entitled to overtime pay,
holiday pay, AVP or compensatory time for travel on the precedxn .
Sunday or the return trip, Friday evening. Nonexempt employees will <~ ~7 "m0
be reimbursed by overtime pay for travel to a five- day in-service = . . o, .
provided the travel occurs on the preceding Sunday when the actual RS
travel .falls within the regular work hours of the employee. Travel
prior to or after the employee's normal work hours is not compensable.

Should a federal holiday occur during the week of a scheduled in- .

service, travel time on the preceding Sunday would not be compensable

inasmuch as only a 32-hour workweek would be attained by the nonexempt .o
employee. : ’
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EFFECTIVE: 08/16/96

8-2.2 - Night Differential Pay

If any of the regularly scheduled basic workweek falig
between 6:00 p.m. and 6:00 a.m., the employee will be eligible for
such hours not in excess of eight hours for night differentia[kpaym”tﬂ_
which is at the rate of 10 percent of the basic hourly rate, including.
any applicable locality~based comparability payment of the individual?
To qualify for night differential pay, the work must be duly ... ...
authorized in advance and scheduled to recur on successive days or _
after specified intervals such as one designated day over a period -of .~ "
weeks. Night differential pay may be claimed when an employee is- '
substituting for another employee on leave who was regularly scheduled
to work during the regularly scheduled night differential period.

(Refer to Part I, 8-6, of this manual regarding Wage Board employees,
Reference is also made to the|LEAVE ADMINISTRATION GUIDE. |

EFFECTIVE: 04/21/94

8-2.3 Sunday Differential Pay

An employee is eligible for Sunday differential pay if the
regularly scheduled basic workweek includes Sunday as one of the
official five workdays. IAn employee is also entitled to Sunday
differential pay for periods of authorized absence from work on paid
leave.] Compensation will be at the rate of 25 percent of .the basic
hourly rate, including any locality-based comparability payment of the
individual, not in excess of eight hours for the tour of duty.

EFFECTIVE: 06/16/94
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8-2.4-.. Holiday Pay ~

A

L‘»"

.

B PR

=y An|employee|may also rece1ve add1t1ona1 compeﬁ?at dn
ass1gned to duty on-an official holiday, .which falis
| employee’ s|basic adm1nxstrat1ve workweek, at the rate of|the basxc
hourly rate, 1nclud1ng any applicable Ioca11ty—based COEPSEQbIlltYa
payment of the individual, Employees[on call or on standbyon‘aZ
holiday would not receive holiday pay unless actually called 1n '¢
work and then only for work performed during their off1c1al o;k1n‘
hours, An|employee|who i1s assigned or ordered to duty on a holxday'xs
entitled to receive at least two hours of holiday pay but not more Yo
than eight hours of such compensation. No new permanent odd hour )
shifts which would involve premium compensation should be set up. or
holiday pay claimed without advance FBIHQ approval. Should an
emergency situation arise requiring prompt assignment of|employees1on
a holiday, the SAC has the authority to utilize the necessary
personnel and in these cases, because it is an emergency situation,
the]employees]worklng will receive holiday pay up to eight hours even
if the hours worked fall outside of their normal working hours. (See
Part II, 1-2.4,4, of this manual, for listing of legal holidays.)

EFFECTIVE: 10/19/93

8-3 _ EMERGENCY DUTY IN EXCESS OF REGULAR WORKDAY

PR EFIE S S

Where necessary for Agent to work through all or most of
-night because of emergency, division head may administratively change
Agent's official workday. Division head should judiciously decide
each case in light of Bureau's interest compared with Agent's physical
well-being. However, in administering this, each day from 12 midnight
must be considered as a unit for purposes of computing regular
eight-hour shift and overtime. Any except1ons must be approved by~
FBIHQ. Follow principles illustrated 1n examples below:

.o % Pa— R 1

(1) Agent whose regular hours are 8:15 a.m, to 5: 00 p.m., L
Monday though Friday, reports for duty at 7:00 a.m. one day and '
because of emergency special works straight through (except for normal.
meal breaks) until 8:00 a.m. next day. Agent may be considered as .
having worked regular shift from midnight to 8:00 a.m. the second dayf’
and will not have to work regular hours 8:15 a.m. to 5:00 p.m. tha
day. Agent may claim overtime from 7:00 a.m, to 8:15 a.m.” (of qq ]
one—fourth hours) and from 5:00 p.m. to midnight (or six hours® *
assuming one-hour break for dinner) making total of seven and

N _ Sensxtxve'~“‘
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'one fourth hours' overtime for fxrst day. S1nce Agent*q&o ped_ W
8:00 a.m. next mornxng, Agent will have no overt1me £or " s6co d'
. . ) L . 1}

reports for duty one day at 7:00 a.m. and because of emergemcy
works through until 4:00 a.m. following morning except’ ‘for nori
breaks. Agent will earn following on the first day: one and
one~fourth hours' overtime from 7:00 a.m. to 8:15 a.m.; eight hi
regular time from 8:15 a.m. to 5:00 p.m.} and six hours' overtxme -,
(assuming one hour deducted for dinner) from 5:00 p.m. to 12’ mxdnxght
making a total of seven and one-fourth hours' overtime for first day
On second day Agent may be considered as having worked half a regular7?
shift or four hours from 12 midnight to 4:00 a.m. Agent will have fo
work for an additional four hours sometime before midnight the second
day (or, of course, be in an annual or sick leave status) to get
credit for full regular shift on second day.

(3) Agent with same regular work hours and workweek
reports for duty at 7:00 a.m. one day; quits work at 6:00 p.m. same -
day; returns to duty at 11:00 p.m. because of emergency special] works
through until 5:00 a.m. next day; takes break for sleep; returns to
office at 1:00 p.m.; and works through until 6:00 p.m. First day will
be computed as follows: one and one-fourth hours' overtime from 7:00
a.m. to 8:15 a.m.; eight hours' regular time from 8:15 a.m. to 5:00 -
p.m., one hour's overtime from 5:00 p.m. to 6:00 p.m.; one hour's :
overtime from 11:00 p.m. to 12 midnight, making total of three and
one-fourth hours' overtime for first day. On second day Agent may be
credited with five hours' regular time from 12 midnight to 5:00 a.m.;
three additional hours' regular time from 1:00 p.m. to 4:00 p.m., thus S
"completing Agent's regular 8~hour shift. Remainder from 4:00 p.m. to '
6:00 p.m. will be overtime.

EFFECTIVE: 01/27/88

8-4 WORKLOAD
Division head has continuing responsibility to insure

equ1tab1e sharing of workload by Agents. FBIHQ insists that all
division heads carry out this obligation completely and regularly.

EFFECTIVE: 01/27/88
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8-5 - SPECIAL AGENT WEEKEND DUTY ASSIGNMEN
DAL R T :
SACs have the discretion to utili
support personnel ‘for duty during regular offide :
When an Agent comes up for such duty assignment, torkweekyis
administratively changed, to allow the individualﬁtg havéﬁ?ﬁ@théb
off to replace the normal- day off of either Saturday or“Sunday’
case may be. In the case of the Saturday duty assignment, the .
workweek of the Agent, for that particular’'week, is to.be Tuesday
through Saturday with normal days off in that week of Sunday ‘and
Monday. In the case of Sunday duty Agents, the workweek for that ;
particular week will be Sunday through Thursday, with normal days off
of Friday and Saturday. Should any of these official hours fall = -
between 6:00 p.m. and 6:00 a.m. the individual will be entitled to

*

related night differential pay, and if on Sunday to not over eight -
hours of Sunday differential pay. No new work shifts involving such
additional premium pay are to be established without prior FBIHQ
approval, Duty schedules should be established well in advance, in
order that individuals concerred may be aware of their S
responsibilities, and make any necessary adjustments. Such weekend
duty assignments are to be rotated among the Agent staff of the
office.

EFFECTIVE: 01/27/88

8-6 WAGE BOARD EMPLOYEES| (See MAOP, Part I, 8-2.2, 20-7.1.)|

Wage Board employees do not come under the Compensation
Act; therefore, the following regulations governing Wage Board
employees must be borne in mind:

(1) Wage Board employees are not permitted to earn
compensatory leave but must be.paid for overtime work performed.

(2) Prior FBIHQ approval must be obtained for any
scheduling of overtime.

(3) All work in excess of eight hours per day or 40 hours
- per week must be compensated for at one and one-half times the regular
rate. |An exception is permitted under the Federal Employees Flexible N =
and Compressed Work Schedules Act of 1982. See MAOP, Part I, 20-7.1 & P
20-7.2, Tlexible and Alternate Work Schedules (AWS), and Part II,

1-2.4.2.

Sgnsifive .3‘1r'7?;l~1?% SIS
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k (4) An SF-52 should be submitted to FBIHQ when
employee changes shifts s¢ that appropriate:salary adjiistments
made.. The following items should be completed:

(a) Part A Items 1, 3, 5; and 6

(b) Part B Items 1, 2, 4, 14, and 22
_ (¢) Part F advise work hours, days and totafkhou;s
employee will be working ‘

.. (5) Wage Board employees are entitled to night
differential of 7 1/2 percent for regularly scheduled nonovertime work
when the majority of their work hours occurs between 3 p.m. and’
midnight; or 10 percent if the majority of their work hours occurs
between 11 p.m. and 8 a.m. The night differential is paid for the
entire shift when the majority of hours, meaning a number of whole
hours greater than one-half (including meal breaks), falls within the
specified periods.

(6) Deleted

EFFECTIVE: 08/30/93

8-7 HAZARDOUS DUTY PAY (ELECTRONICS TECHNICIAN)

Electronics Technician (ET) employees who are required to
perform hazardous duties or duties involving physical hardship as
indicated in Title 5, Code of Federal Regulations (CFR), Part 550,
Subpart I, Appendix A, and as set forth below, are entitled to
additional compensation. Those duties are:

(1) Exposure to Hazardous Weather or Terrain

(a) Work in rough and remote terrain. When working
on cliffs, narrow ledges, or near vertical mountainous slopes where a-
loss of footing would result in serious injury or death, or when
working in areas where there is danger of rock falls or avalancﬁes, -

(b) Traveling under hazardous conditions, e

1. When travel over secondary or unimproved

Sensitive - g .
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roads to 1solated mounta1ntop 1nstallat10ns is requé?%d al:«:,ughl:f"i Or.

under adverse weather conditions (such as snow, rai s orﬁfog
limits: visibility to less than 100 feet when there 1s ‘dange
mud, or snow sl1des. o s - ’ e

2. When travel in the w1ntert1me,fe1ther”en
foot or by means of vehicle, over secondary or unimproved roads ‘or
snow trails, in sparsely settled or isolated areas to isolated '
installations is required when. there is danger of avalanches, or.
during "whiteout" phenomenon which limits visibility to less than 10
feet. '

. 3. When work or travel in sparsely settled or
isolated areas resullts in exposure to temperatures and/or wind ) T
velocity shown to be of considerable danger or very great danger (see
Windchill Chart, Title 5, CFR, Part 550, Subpart I, Appendix A-1), and
shelter (other than temporary shelter) or assistance is not readzly '
available.

(2) Height Work

Working on any structure of at least 50 feet above
the base level, ground, deck, floor, roof, etec., under open
conditions, if the structure is unstable or if scaffolding guards or
other suitable protective facilities are not used, or if performed
under adverse conditions, such as snow, sleet, ice on walking
surfaces, darkness, lightning, steady rain, or high wind velocity.

It is generally expected that above duties under (1) and (2) will be
performed only by the more experienced ETs and only on an irregular or
intermittent basis. The rate of compensation is 25 percent of base
pay for all hours in a pay status on the day in which the duties are
performed.

The SAC must notify FBI Headquarters of hazardous duties performed, by
teletype. Teletype is to include information relative to: the nature -
of the work performed and how this work meets Title 5, CFR, Part 550,

Subpart I, Appendix A criteria; reason(s) why work could not be

delayed until more favorable conditions existed; and the employee's

pay and duty status for the day in which the work was performed.

(tour—of- duty, overtime, leave-without- pay, hazardous—duty time,

etc.). If it is determined that the ETs are performing hazardous .
duties that are not contained in Appendix A, efforts should be made to.. ot
_include these activities in the Appendix, pursuant to Title 5, CFR; - ;
Section 550,903 (b).
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8-8 WITHIN—GRADE INCREASES (WIGI)

A WIGI is-a one-step increase w1th1n a salary g de an
"based on length of service and performance at an acceptable e ¢
competence. Within the FBI, the acceptable level of c0mpétence
requ1res performance at least at the Fully Successful level as set
forth in a performance plan. A qualxty salary WIGI may be cons1dered
and awarded in recognition of sustained performance which
substant;ally exceeds normal requirements and gives promise of
continuing at that same high level. . e

EFFECTIVE: 07/31/89

8-8.1 Waiting Period

(1) The waiting period for employees in steps one - three
of a grade is 52 calendar weeks: for those in steps four - six, 104
weeks; and for those in steps seven - nine, 156 weeks.

(2) Quality salary WIGIs do not change the date for
consideration for the next regular WIGI increase except in those cases
where the quality increase places the employee in Step 4 (where the
waiting period changes to two years) or Step 7 (where the waiting
period changes to three years). In these instances, the employee must
serve an additional year before becomlng eligible to be considered for Lo
a WIGI. However, employee must receive an overall rating of '

I[Exceptxonal|before he/she may be considered for a quality step e
increase.

EFFECTIVE: 07/31/89
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8-8.2 Effect of Leave Without Pay
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- If more than ten days of LWOP for each year of th
period are used, the effective date of the WIGI is delayed ‘Forli

amount ‘of time which exceeds the ten days. For example, if 15 da
LHOP are taken when the pertinent waiting period is one year, the
would be delayed for one pay period because of the five days . taken;

excess of the maximum allowable ten days.
EFFECTIVE: 02/28/91

8-8.3 Effective Date

WIGIs are effective at the beginning of the next pay
period following completion of the required waiting period providing -
employee's performance is at an acceptable level of competence. v

w e a e . -

EFFECTIVE: 02/28/91

3-8.4 Performance Requirements

(1) To be entitled to a WIGI, an employee's performance
must be at an acceptable level of competence (ALOC) and performance
appraisal is the basis for determining if an employee is performing at
an ALOC. In the absence of unusual circumstances, employees must
‘achieve the Fully Successful level to be performing at an ALOC.

(2) The ALOC determination is to be based on an
employee's performance .during the entire waiting period and must be
] supported by the most recent performance appraisal.

(3) An employee whose overall performance during the
waiting period is at the minimum level required for retention in _ L
his/her position but below the Fully Successful level is not A L
performing at an ALOC.

(4) If the level of an employee's most recent appraisal
does not support the rating official's decision to grant or withhold a’ -
WIGI, he/she must submit a|current Performance Appraisal Report to
justify|granting or withholding the WIGI|to the Pay and Leave .
Administration Unit. | CoT

Sensitive

PRINTED: 02/10/98




8-8.6 ﬁeéonsideration of a Negative Determination L

Manual of Administrative Operatioﬁ;”and_P;ocedufes
Part I o _ . _ e

-t S o

- (5) 1If at any time during the
it becomes evident that his/her performance is bel;
Successful level, the rating official “must advise. he
in the absence of performance imggovepgpﬁjgﬁEkfﬂ%rfwlg

e o =

EFFECTIVE: 08/16/93 _ C ey

8-8.5 Notice of ALOC Determination
(1) Approximately two weeks before the completion of the:
waiting period, the head of the office will receive an individual
certification for each employee who is eligible for WIGI
consideration. Rating officials are to check appropriate comments and
certify whether or not the employees' WIGIs should be granted or
withheld. Certification should be returned to the Pay|and Leavel| -
Administration Unit within three days after receipt. )

(2) Positive determinations are confirmed in writing when
the employee receives his/her Standard Form 50-B, Notification of
Personnel Action, regarding the granting of his/her WIGI.

(3) If a negative determination is reached based on
failure to meet the performance appraisal criteria, the employee is
informed of this by a written communication from the Personnel Officer
advising of the denial of the WIGI, the reason for the negative
determination and his/her right to request reconsideration of the
determination.

EFFECTIVE: 08/16/93 ' Tl

(1) An employee may request reconsideration of the
Bureau's action by doing so in writing within 15 calendar days after
receiving the denial notification. If the denial is reaffirmed, ~
employee may, within 20 calendar days after being so notified; appeal
in writing to the Merit Systems Protection Board. The appropriate -
address will be furnished to the employee in the letter reaffirming’
the denial. ' '
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- (2) FBIHQ, upon rece:pt of a“rgc nszdera 1on-requests:
will estab11sh a recon51derat1on file and pr

3) . The d1v1s1on head or SAC may recons1de “3WIG at
time after the denial: however, barr1ng any such recommendat s
ALOC determination must be made within 52 calendar weeks, ofnthe e
‘the waiting period to which the negative determxnat;on app11e
special appraisal at or-above the Fully Successful level" c6§3t1 d?g”%
demonstrated sustained performance at an ALOC. The performan .
appraisal will not automatically generate a WIGI; therefore, ‘the &
rating official must submit a written recommendation to grant or deny@m*"
the WIGI based on the appraisal at or above the Fully Successful °
level,

EFFECTIVE: 08/29/90 -

8-8.7 Step Increases for Federal Wage System (FWS) Employees

(1) The waiting periods for advancement to the second,
third, fourth and fifth rates are 26 calendar weeks for creditable
service in rate one, 78 weeks of creditable service in rate two, and
104 weeks of creditable service in each of steps three and four.
Lithographic employees have only three steps in each grade with
waiting periods as indicated for step two and step three.

(2) If more than five days of LWOP are used in the
‘waiting period for step two, 15 days for step three, or 20 days for
steps four or five, the effective -date of the increase is delayed for
the amount of time which exceeds the specific number of days.

(3) Performance requirements, ALOC determinations and’ ‘ ’
reconsiderations of negative determinations apply to FHWS employees as
well as GS employees.'

(4) FWS employees are not eligible for quality increases

regardless of their satisfaction of the performance appraisal
requirement.

EFFECTIVE: 08/29/90
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APPLICATION OF THE HIGHEST PREVIOUS; RATE{(HPR)FRUL
. SETTING PAY RATES FOR EMPLOYEES REQUESTINGFA®CHAN
o LOWER GRADE (I.E., DEMOTION) FOR’PERSONAL:BENE
2 CONVENIENCE, AND FOR EMPLOYEES BEING:PROMOTED:

REEMPLOYED, OR TRANSFERRED (See MAOP, _
- L oL s ‘”qsﬁﬂfliﬁﬁ#ﬁm RERTIE P Eak

HPR is the highest rate of basic pay previously paid.
individual while employed in a position in a branch of the feder:
government. The HPR rule provides that when an employee is ¥ _
reemployed, reassigned, transferred, promoted, or changed to a lpgggm;T,jg
grade (i.e., demoted) at the employee's request for personal benefit
or convenience, the FBI may fix the pay at any rate of the new grade.
which does not exceed the employee's highest previous rate. The

fnformation provided below will be applied to this policy.

(1) If upon a change to a lower grade, the employee'suHPR
(normally the current base salary) falls within the rate range of the
grade to which demoted (i.e., between Steps 1 and 10), the salary will
be set at the step within the new rate range equal to the HPR,

(2) When the HPR falls between two steps in the grade to
which the employee is demoted, the salary is set at the lower step.
In other situations, such as when an employee is promoted, reemployed,
or transferred (i.e., from agency to agency), the salary may be set at
the higher step,

(3) If upon a change to a lower grade, the employee's HPR
exceeds Step 10 of the grade to which demoted, the salary will be set
at Step 10 of the new rate range. The rate in the range to which
-assigned may not exceed Step 10.

(4) This policy applies only to employees who have served
a minimum of 52 weeks at the current grade level unless an exception
is granted by management for special situations such as a
reorganization. Otherwise, if an exception was not granted and the
employee did not serve a minimum of 52 weeks at the current grade, pay
will be set at the highest rate the employee received for 52 -
continuous weeks. :

day

1

(5) A rate earned by an employee while temporarily
promoted for less than 52 weeks cannot be used as the HPR, e.g., to
fix the employee's rate in a lower grade to which he/she is returned
at the end of the temporary promotion.

{6) When an employee is reemployed/reinstated, the
following information applies. (See MIOG, Part I, 67-17.3.8 6).)

Sensitive: : e C i
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; (a) Reinstated SAs in gradesuGS_10;throﬁg§'G§$'3§&$’b
will be placed in the step within the rate range (Steps’ 1 throughul0

of their former grade-level-that equals the thighest step or
whichever is greater, received for previoﬁs%}édéraligé_érnmengf
service. o

(b) Reinstated SAs who resigned at the grade GS 1
level or higher will be placed in the step of the GS 13“Faté& ran;
not to exceed Step 10, that equals the highest step or pay rétﬁ
whichever is greater, received for previous federal government -

service.

(¢) Reinstated support employees will be placed in
the step of the rate range to which assigned, not to exceed Step 10,
that equals the highest step or pay rate, whichever is greater,
received for previous federal government service.

(d) To be eligible for the highest previous rate
when an employee is reinstated, the previous service must have been in
a pay system compatible with the FBI's pay system. The rate must have
been for employment in excess of 90 continuous calendar days.

(7)  The highest previous rate may not be based on a rate
received for an appointment as an expert or consultant; a special rate
of basic pay, except on a reassignment within the FBI under certain
conditions cited in 5 CFR, Part 531.203: or, locality pay '
differentials.

. (8) 1In fixing the salary under the HPFR rule,
consideration may be given to selecting a rate that will not place the
employee in a pay level substantially higher than that of other
employees of equal or superior proficiency or qualifications serving .
in identical or similar positions. " '

(9) The final salary will be set at the HPR unless the
IIPolicy, Pay and Leave|Unit, FBIHQ, is advised to the contrary by the -
- head of the division/office to which the employee is being assigned.
If set at a rate other than the HPR, the final salary
determination will be made in consultation between the|Policy, Pay and
Leave[Unit, Staffing Unit or Executive Development and Selection
Program, FBIHQ, and the head of the division/office where the employee
is being assigned. The employee will be required to sign an
- agreement, to be placed in the employee's official personnel file,
indicating acceptance of a rate less than the HPR. : .-
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; (10) lemoled Tc bk i
"Demotxon for personal cause' is"défined'as a reduction in- gra
on the conduct character, or unacceptable performanc

- — i [ — ¢ e et = e

b

grade which upon repromotion will place the employee in th
the higher grade that the employee would have attained had
remained in the higher grade. For pay retention to be appl;cabl
employee must be placed in a formal employee development program;
generally utilized governmentwide, such as Upward Mobility, e
Apprenticeship, and Career. Intern Programs. -
(12) This policy only applies to General Schedule
positions. '

| (13)An employee may be eligible for a permanent increase
in salary based on the highest previous rate consideration if he/she - =
is afforded a temporary promotion for 52 consecutive weeks.

EFFECTIVE: 04/04/96

8-9.1 |Deleted|

EFFECTIVE: 06/10/94

8-9.2 |Deleted

EFFECTIVE: 06/10/94
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|| 8-10  |WAITING PERIODS - PROMOTIONS

-

R . S b

: (1) The minimum waiting period between pro;
grade G5-5, is 52 weeks, unless an exception is granted
Personnel Officer. . - R P YT

(2) More stringent promotion requirements, above 52
weeks, may be applied to certain positions at the FBI's disc
(See MAOP, Part I, 3-1.) o K

(3) Other requirements for promotion such as manageméﬁi;
recommendations; demonstration of the required knowledge, skills and .
abilities for the higher position; any general or specialized e -
requirements; any position limitations; and achievement of a . ~
successful level of performance will also be considered prior to any
promotion. (See MAOP, Part I, 7-5.1.) |

EFFECTIVE: 11/06/97

8-11 PROMOTIONAL ALLOWANCES

EFFECTIVE: 10/19/95

8-11.1 Pay Computations

(1) When an employee is promoted from one general .
schedule (GS) grade to another, the pay is set at a rate in the higher.

grade that will pay at least the equivalent of a two-step increase in -
the grade from which promoted. ST

(2) If an employee is promoted from one grade of the .
merit pay system (MPS) to a higher MPS grade, the employee will
receive a rate of pay in the new grade that exceeds his/her salary in
the lower grade by 6 percent. '

(3) An employee beiﬁg promoted from one Federal Naééﬁi.;ffr%.w
System (FWS) grade to a higher FWS grade will receive a rate of pay in -

- . Sensitiyg:ﬁw
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the higher grade that will pay at iea;f the e
increase in the grade from which promoted

E (4) In general, when FWS employepémz}é:$§xgg tojobs
the GS, they may be paid any GS pay step up to the néxt highest pay,
step above the rate they were making as an FWS employee. Ce

-

. - o Y
](S)When a vacant position is filled by the temporary

assignment of a qualified employee at the same or higher grade 'l
there will be no effect upon that employee's permanent grade or pa
status. | ' -

EFFECTIVE: 04/04/96 g

8-12 COST-OF-LIVING ALLOWANCE/POST DIFFERENTIAL

(1) General Schedule employees in Alaska, Hawaii, Puerto
Rico, Virgin Islands and Guam can receive a cost-of-living allowance
(COLA) at a rate established by the Office of Personnel Management .
Rates range from 5 percent to 25 percent and are subject to
increase/decrease based on annual comparative surveys between the
nonforeign area and Washington, D.C., area. Employees must meet
certain eligibility requirements prior to receiving an allowance. For
example, in a given allowance area employees having purchasing
privileges in commissary and exchange facilities as a result of
current Federal employment or living in housing rented from a Federal
agency as a result of current Federal employment may not be eligible
to receive a COLA or may receive a lower rate. Employees have the
option of not using commissary and exchange facilities and/or
Government housing in order to receive a full COLA.

(2) Post Differential (PD) is authorized to employees
assigned to the Island of Saipati (Northern Mariana Islands) and Guam,

that of the States. PD is paid only to employees hired off-island as
it is specifically designed as an incentive to induce needed
categories of employees who would not otherwise be interested in
relocating to the differential area. ’

(3) Pay resulting from the payment of a COLA or a PD, or
both, may not exceed 25 percent of the rate of basic pay. An employee
eligible for a COLA is entitled to receive the full allowance
established for the nonforeign area, first. If the COLA does not
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amount to 25 percent-the employee may also be
as w111 not cause the total add1t1ona1 pay to“

EFFECTIVE: 11/27/90

[[8-13 INTEREST ON BACK PAY

(» Pub11c Law 100-202 provides for the payment of
interest on back pay awards and also applxes whenever an unjust1f1ed
or unwarranted personnel action results in the W1thdrawal reduct1on
or denial of pay, allowances, and differentials. A particular money - :
amount is not withdrawn from an employee until the actual pay date on ‘ﬂ'y_-
which the employee would have received it if the unjustified or

-unwarranted personnel action had not occurred, If the back pay -
payment is issued W1th1n 30 days of the actual pay date, no interest
is paid. . The term "unjustified or unwarranted personnel action"
includes both personnel and pay actions, as well as the omission or
failure to take an action or confer a benefit. For example, if
through an administrative error, an employee fails to receive a
within-grade increase after it has been approved by an authorized
official, the employee is entitled to receive back pay and interest.
Interest begins to accrue on the effective date of the withdrawal (pay
date of the action) if the back pay is not paid within the allotted 30
days from the appropriate pay date of the action. The back pay due
will be paid before the interest is calculated; however, the interest
will continue to accrue until the interest accrual ends (within 30
days of the interest payment). The interest paid is based on rates
established by the Secretary of the Treasury as the Interest
Overpayment Rate and is compounded daily,

(2) The Internal Revenue Service has issued the following
opinion on the tax treatment of interest on back pay: Interest
payments are not wages for Federal income tax or the Federal Insurance
Contributions Act (FICA) purposes, nor are they subject to withholding
of FICA tax. Therefore, the interest payment will not be included on
the Wage and Tax Statement (Form W-2). A Form 1099-INT will be issued
to employees receiving interest payments of $600 or more. A notxce
" will be supplied to each employee receiving interest payments for ‘use - A
in filing the payment on their annual Federal income -tax return.|- L Q-
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EFFECTIVE: 11/27/90

[|8-14 SALARY ADVANCES FOR NEWLY HIRED EMPLOYEES

The Federal Employees Pay Comparability Act of‘1990, £t

(FEPCA) established the authority to grant payment of salary advances
covering no more than two pay periods Lo newly hired employees only
A A

after specific criteria have been met. IS

(1) Newly hired support employees GS 10 and abave - The _
agency is required to provide written information concerning the. 4
amount of the advance, all repayment options and recovefy‘méthogéqg;q
before the salary advance is granted. In addition, the employeé must
sign an agreement to repay the advance. An advance application will
be forwarded to each eligible support employee along with their - .. 7af
appointment letter. If a salary advance is desired, the employee will"
complete the application and return it to the Accounting Section (AS),
‘Finance Division, for a determination of the maximum
amount that can be advanced and the repayment agreement. After
receipt of the signed agreement, the salary advance check will be
issued to the employee after they enter on duty (EOD) but before they
receive their first regular salary check. The salary advance will be
repaid through payroll deduction over 13 biweekly pay periods. The
employee may repay all or part of the balance at any time.

.

(2) Newly hired support employees Grades GS 9 and below

.can be advanced one salary payment in the amount of $300. The salary
advance will be repaid through payroll deduction in the amount of $25
each pay period until repaid. The first payment will begin with the
first full pay period after the employee enters on duty. An employee
will not be required to sign a repayment agreement. The salary:
advance request will be entered into the Bureau Personnel Management
System during the first week of employment for newly hiredlfigla_i .
-office support employees. The salary advance request for Headqﬁhrpersy
divisions will be handled by AS personnel from the EOD class listings,

.~ (3} The unpaid balance of the salary advance at th?ftgééﬁfv
of separation will be recovered by salary offset or become a debt “owed
to the Government. '

R .
A
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8-15 LOCALITY‘BASED COMPARABILITY PAYM

NETS <

Interim geographic adjustments of 8 percent of-
have been authorized for General Schedule employees whose RN
duty|stations are|within the Consolidated Metropolitan Statistical™
Areas of New York-Northern New Jersey-Long Island (NY-NJ-CT-PA), San
Francisco-Qakland-San Jose, California, or Los Angeles-Riverside— -
Orange County, California. 4An extended Temporary Duty assignment into.
or out of one of the locality areas does not affect|an|employee's\

entitlement to locality pay. ' oo T

w
&
-

(1) Employees in Senior Executive Service positions, o
prevailing rate (wage) employees, and employees receiving lecal s
special salary rates in excess of 8 percent will not receive the .
locality ‘pay. Employees receiving. local special salary rates under 8
percent will be removed from local special salary rates and will
receive the 8 percent locality pay.

(2) The locality pay is used in computing both premium
pay (overtime, night and Sunday differentials and holiday pay) and
Availability Pay (AVP). The adjusted rate of basic pay is also used
for computation in connection with the Civil Service Retirement
System, the Federal Employees' Group Life Insurance (FEGLI) program,
and severance pay with appropriate withholdings made from salary
payments. The adjusted basic rate of pay is subject to federal,
state, and local taxes; Federal Insurance Contributions Act (FICA) and
Thrift Savings Plan withholdings. -In addition, the adjusted rate of
basic pay will be included in an employee's lump-sum payment- for
unused, accruédL or restored annual leave. o _ . ’~“}‘

(3) Special Agents and Senior Executive Service Special
Agents in designated areas receive Special Pay Adjustments for Law ...
Enforcement Officers (SPALEO) which is equal to 4, 8, or 16 percent of ' -
basic pay. The SPALEO is considered basic pay for purposes of .. .
computing ‘retirement deductions and benefits; life insurance premiums.
and benefits; and premium pay for AVP work. SPALEO replaces the 8-
percent Interim Geographic Adjustment. SPALEO, when added to baéjE.
Pay, is limited to basic pay payable for Level IV of the Executive
Schedule (ES) for General Schedule employees, and Level III of the ES
for Senior Executive Service employees.
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LEAVE

In April, 1987, a new manual, LEAVE/TIME AND ATTENDAN'
(T & A) was prepared to incorporate and update the bulk of FB
policy contained in this section of MAOP and the Time and Attendancg'
Workguide, as well as other time and attendance instructions..

R R LS

IIn October, 1993, the LEAVE/TIME AND ATTENDANCE MANUAL was
updated, retitled the LEAVE ADMINISTRATION GUIDE, and d1str1buted

' Please refer to the index of this manual and the|LEAVE
ADMINISTRATION GUIDE|for any inquiries pertaining to leave as ‘some
related pollcy, i.e., housing, military and other types of s:tuat1ons,
is contained in other sections of this manual.

EFFECTIVE: 04/21/94
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Manual of Adm1n15trat1ve Operatxons and Procedures
Part T - - -

T SECTION 10.

10-1 - INTRODUCTION

Federal law confers certain rights upon ex—m111tary p fsonn
involving preference in appointment and retention, and in regard _ -
adverse personnel actions; as well as reinstatement rlghts in théi
following military service. The sources of the rights as to app31nt ept*
retention, and adverse actions are the Veterans' Preference Act of 1944 )
as amended, and the Veterans Readjustment Benefits Act of 1966. The _“
source of the job reinstatement rights is the Military Selective Service
Act of 1967.
or to the status or rights of veterans or ex-military personnel should
be referred to FBIHQ.

EFFECTIVE: 02/28/78

10-2 VETERANS' COUNSELOR

Bureau's Personnel|Division|has a veterans' counselor's
office where ex-military personnel and employees facing military
service may receive specialized advice on their problems.

EFFECTIVE: 04/21/94

10-3 APPOINTMENT

Veterans are entitled to have five points added to their -
scores in examinations for Government JObS, or ten po1nts if they are ..
disabled, provided they first make a passing grade in the examinations.
Certain close relatives of veterans sometimes can qualify for the . .
ten-po1nt preference in the veteran's stead. The type of preference that
is to be afforded veterans or close relative of veterans is determined
by FBIHQ in accordance with Federal regulations. In general, veterans'
preference entitles an applicant to preferential appoxnt1ve .
.consideration, whether or not a numerical rating is given. For details
as to how Bureau applicant registers are maintained so as to assure the
granting of appropriate veterans' preference, see MIOG: Part I, Section

.Sensitive
PRINTED: 02/10/98
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EFFEéfIVE: 02/28/78. 7451;4" T

10-4 RETENTION ..  © o o o

for six months or one year (except in case of a discharge for cause)'
Whether the period is six months or one year depends on the facts Pf
employee's case. Veterans also have certain special rights in any

reduction in force. . ;

EFFECTIVE: 02/28/78
10-5 EMPLOYEES ENTERING MILITARY SERVICE
EFFECTIVE: 02/28/78

10-5.1 Exit Interview

- All employees leaving for military service are to be
interviewed by the veterans' counselor or certain other supervisory
personnel at FBIHQ or by SAC in field whether or not they possess
mandatory military reinstatement rights. Bureau's continuing interest
in them is to be pointed out. It is to be made clear to them whether or
not they possess reinstatement rights. FD-333 should be executed on
those interviewed and forwarded to FBIHQ, along with letter of
resignation and exit interview, when latter documents are requ:red. ¢‘j., Y

T

R

Whether employees possess relnstatement r1ghts depends on- the s
nature of their appointment in Bureau. If it is a permanent or temporary
indefinite appointment, they have such rights and if otherwise they do
not. Almost all Bureau employees possess either permanent or temporary
1ndef1n1te appo:ntments.

EFFECTIVE: 02/28/78

Senéiiive" Lo
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10-5.2 Dlsp031t10n of Government ngperty and!Pe

military furlough FBIHQ supervisor. ghould see that proﬁerty
secured and returned to Property Pfoéhrement and Hanagem nt
the|Finance|Division where it will be retained and may be reissue 3
upon employee's return to duty. In field, property should be 2
in field office and reissued upon employee's return to duty.

EFFECTIVE: 03/07/94

10-5.3 Separation

(1) An employee leaving to enter military service for more
than three months' military duty submits a resignation. The
reinstatement rights for such an employee are the 'same as those of an
employee placed on military furlough. (See 10-5.4.) .

(2) Employee should be given a copy of Form FD-183
(Reemployment Rights Following Military Service) during the interview
recorded on FD-333. 1In that interview employee should be advised to
forward evidence of employee's entrance into military service. A letter
to FBIHQ giving date active military duty began and employee's military
address will suffice except in those cases in which an employee, whether
permanent or temporary indefinite, is entering on active duty as a result
of membership in a reserve component, including National Guard.

]Employees who qualify are entitled to military leave for active duty or
engaging. in field or coast defense training. This military leave

accrues for an employee in addition to annual leave at time rate of 15" oo
days per fiscal year and, to the extent that it is not used in a_fiscal;
year, accumulates for use in the succeeding fiscal year until it totals .
15 days at the beginning of a fiscal year. That is, up to 15 days\pf!?,
accrued, unused military leave may be carried over into the succeedingf L
fiscal year for use during that year. No more than 15 days of accrued,
unused military leave may be carried over into any fiscal year.[ Active ™ & -
reserve duty (1nc1ud1ng National Guard) must have been ordered prior to-
employee's ceasing active duty in Bureau for employee to qualify for 7
payment, and must be supported by a copy of orders for such actxve duty
In addition, FBIHQ must be in receipt of a statement from former ~ - -
employee's military commanding officer certifying to completion of 15 -
days or less of active duty, depending on amount of military leave to

Sensitive ™
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w111 be made, ' . Luete® i
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EFFECTIVE: 01/15/82 °

10-5.4 Furlough

An employee with reinstatement rights 1ea¥ing for three
months or less of service may be placed on military furlough. .
contained in item 10-5.3, above, also applies to employee. Only
d1fference in th1s case is that employee does not 1 resxgn but 1nstead

military service plans and requesting mxlztary furlough of specxfxc. o
duration. 7 yf;?

EFFECTIVE: 01/15/82
10-5.5 Reinstatement
EFFECTIVE: 01/15/82

10-5.5.1 Requirements for Reinstatement

(1) |Subject to the conditions as set forth below, if|an
employee had a permanent or temporary indefinite appointment and
leaves|the|Bureau to enter military service of the United States and
so enters without undue delay, remaining in service for a period not
exceeding four years (exclusive of any involuntary extension), or in
some cases, as long as five years (plus.additional service 1mposed
pursuant to law) employee has a right to be restored in the pos1tzo
he/she left or one like it, unless such position is held by an ﬂ?f
employee with greater rights, or if employee should incur a d1sab11ng‘
physical condition during his/her military serV1ce, in a posxt1on as
nearly similar to employee's former one as employee's physxcal N
condition permits. Employee is entitled to thhxn-grade raises and t&ﬁ
receive consideration for promotion in his/her absence to any
vacancies for which qualified. In some cases an employee can serve in
the military as much as five years (plus additional service imposed - - T
pursuant to law) and still retain his/her reéinstatement rights. In
each case in which service exceeds four years, circumstances will =

Sensitive - -
PRINTED: 02/10/98




.Manual of Adm1n1stratIVe )
.Part I, =T e e

es such rxghts

o A
i e

_;i;? (2) "To beient1t1ed to reemployment"r1gh
must : complete his/her military service honorably an
certificate to that effect, be|qual1f1ed|to perform the
of |his/her|former pos1t10n|(or an equivalent “6ne)’, |and &

re1nstatement w1th1n ‘the prescribéd per;od lIf an employee 1s

reason of a disability sustained durlng m111tary serV1ce, thgt“
employee has a right to be placed in another posxtxon for which he
is qualified that will provide the employee with the same senxor:ty
status, and pay, or the nearest approximation consistent with the __
circumstances in each case.l

(3) |To be qualified for employment he/she must have a top e
secret clearance since all positions within the FBI are at the
special-sensitive level. A security clearance is a necessary’
qualification for reemployment and that it may be necessary to conduct
an updated background investigation which will serve as a basis for
determining whether the veteran who is applying for reinstatement
should be granted a security clearance. |

| (4) |Enlistee must apply for reinstatement rights within
90 days after military separation unless he/she is hospitalized at
separation, in which case reinstatement rights are extended for period
of hospitalization but not to exceed one year, plus 90 days.

| (5) |An employee who went into service as a reservist or
National Guardsman for an initial period of three to six months'
“active duty for training must apply within 31 days after separation
unless hospitalized, in which case employee mustiapply within 31 days
after discharge from hospitalization incident to that active duty for
training or one year after release from that training, whichever is.. .- :
earlier. In certain exceptional cases involving initial period of -
active duty for training of less than three months, employee may also = .
have 31 days after release from active duty to exercise reinstatement : !
rights. Employee will be approprlately notified at time he/she... - -
leaves. If employee's service as a reservist or National Guardsman isg
for active duty for an indefinite period, exceeding six months; -
employee has a period of 90 days to apply for re1nstatement. e

EFFECTIVE: 09/26/94
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10-5.5.2 Procedures for Re1nstatement”“

.
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-
‘~..,.

FBIHQ and FBIHQ will then get in_ touch with h;m/h'r 01
notify FBIHQ of the matter by Form FD-435. Form FD=435":
possible, include date employee desires to[return, place,|an 1. Lyp

separat1on, rank, soc1a1 secur1ty and/or serlal number, and b?%%ﬁﬂ of

interview employee admitted employee or any relatxves have been in |
difficulty with civil authorities since employee left Bureau. e
Pertinent details should be included. An executed Form FD-224. aﬁdh
available, a copy of the honorable separation should be attached t
Form FD-435. If, having no copy of employee's military separat1on -
physical examination report, employee requests the office to arrange a s
reinstatement physical examination, office should make necessary’
arrangements. A physical examination report must be submitted, but T
this can follow employee's reinstatement. |(See (4) and (5).)]|

(2) Appropriate leads to check his/her military service
record should be set out immediately. If employee's discharge was
recent, the records are probably at the military installation where
employee was discharged. Otherwise, refer to MIOG, Part II, Section
19, for location of military records. Appropriate intelligence agency
should also be requested to check records applxcable. oo

(3) 1If the veteran ex—employee with reinstatement rights
appears at the same field office where he/she formerly served to
arrange for restoration to duty there,|offxce|should send Form FD-435
to FBIHQ containing the same information described in 10-5.5.2 (1)~
above, indicating what steps are being taken to complete rexnstatementf“
procedure, such as arranging for a physical examination, checking
military records, etc. Form FD-435 should also state grade apdgg;u.
position in which it 1is recommended employee be reinstated,

AT i . . ‘} i

- PR o

(4) 1If the veteran ex—employee requests re1nstatemen= .
a different field office than the one to which employee has reported
for information and guxdance, FBIHQ should be informed by Form FD—43‘
containing the same kind of information indicated in 10-5.5.2 (1) -
above. FBRIHQ will take appropriate action. It should be’ noted Bureau

'Seheitiﬁe .-“?
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m111tary service,

()
5.4 above) can return to work as soon after their. m111ta
over as they wish; the normal restoration process1ng can be" compl te
subsequently. FBIHQ must be advised of results of 1nterV1ew outl
in 10-5, 5 2 (1) above. FD- 224 a copy of employee's honorable ‘

as possible. FBIHQ must be separately advised upon return to- dut‘”
Usual entry-on—duty forms are not necessary and Government property
should be immediately reissued to employee.

(6) Any veteran ex—employee who resigned from Bureau to o
enter military service and subsequently returns to duty must execute._.
usual entry-on—duty forms, including statement of Federal Service
Form, FD-195. Such forms should bhe forwarded to FBIHQ immediately to
facilitate placing employee on payroll. As explained above, they are
not necessary in military furlough cases, as furloughed employees were
never removed from our rolls,

(7) I1f any veteran ex—employee orally advises that he/she
does not desire to exercise reinstatement rights or does not desire to ‘ R
return to duty from military furlough, this waiver should be secured '
from employee in writing.

EFFECTIVE: 09/26/94

10-5.5.3 Rejectees

In 'order for an employee to exercise reinstatement rights who
has such rights and is rejected for military service, employee must, ;
according to law, report back for work at beginning of his/her next o . ,: -
regularly scheduled working period after expiration of last calendar day e
necessary to travel from place of rejection to place of employment L
following employee s rejection or within a reasonable time thereafter 1f
delayed return is due to factors beyond employee's control. Fazlure to
so report shall make employee subject to administrative action as an
unauthorized absentee. Rejectees reporting back for work should be
interviewed and reason for rejection determined. Advise FBIHQ and check
appropriate military service installation where rejected to confirm:
reason for rejection and advise FBIHQ of results. Should any employee P
delay his/her return so that employee would be considered an unauthorized

Sensitive - _
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EFFECTIVE 01/22/91

[ 10-6 . ADVERSE PERSONNEL ACTIONS| (See MAOP, Paft I,

10-7.) | -

In general, no veteran who|1s preference ellglbler
andlwho haslcompleted one year of current continuous service.in the
same or similar positions within an agency|may be discharged, - :75;i=;:
suspended for more than 14 days; or involuntarily reduced 1n|grade or, . .-
paylwithout being given 30|days' advance[wrxtten notice
stating]specific reasons for the proposed action. A|further
discussion of this matter,|including the meaning of the term
"preference eligible,”|is found in|MAOP, |Part I,|13-10.]|

EFFECTIVE: 12/01/94

| 10-7 . EXCEPTIONS TO ELIGIBILITY FOR PREFERENCE RIGHTS

If|a preference- eligible employeelhas not completed one

year|of current continuous service in the same or similar p051t1ons
within the agency, the employee]does not possess rights mentioned in :
10-6 above. None of|the|benefits of|the|Veterans Readjustment
Benefits Act of 1966, Cold War GI Bill, accrue to employees who served
under Title 10, United States Code (USC), Section 511(d), in the
National Guard or Reserve (so called six-monthers). Preference
claimed on the basis of a service connected disability requires

I appropr1ate official proof. |(See MAOP, Part I, 13-10.) |

EFFECTIVE: 12/01/94

: Seﬁsitive';ie‘ﬁph .
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ADVANCEMENT

1ndef1n1te employee must be considered for promot 0
absence in military service. It is not mandatory that
promoted but only that employee be con51dered
promoted, Bureau's polxcy is to accelerate emplo eeds  Prog
2..2_@.‘
as possible, consistent thh its vacancies and e e's
upon employee's return, o

EFFECTIVE: 11/25/87

10-9 MILITARY LEAVE

(1) A support employee, veteran or not, who is a member
of a reserve component of Armed Forces (including National Guard) 15
entitled to military leave for active duty or engaging in field or -
coast defense training. This military leave accrues for an employee
in addition to annual leave at the rate of 15 days per fiscal year
and, to the extent that it is not used in a fiscal year, accumulates
for use in the succeedlng fiscal year until it totals 15 days at the
beginning of a fiscal year. That is, up to 15 days of accrued, unused
military leave may be carried over inte any fiscal year. Employee can
also be granted up to 22 workdays of military leave per calendar year
for Federal or state duty performed to provide military aid for
enforcement of the law; the coverage of this provision includes the
District of Columbia National Guard. Military pay received for this
kind of duty i1s deducted from Federal civilian salary for same period.
Therefore, upon return to work employee must submit a certified
statement showing amount (other than a travel, transportation, or per
diem allowance) employee received for military service so that <L
employee's salary may be reduced accordingly. District of Columb1a
National Guardsmen may be granted additional military leave:with pay-
for parades, encampments, and certain other duty ordered by command1ng_:f,
general, ' ‘ N

(2) Part-time career employees may be grantéd militéfff
|| leave. (See the|LEAVE ADMINISTRATION GUIDE|regard1ng mxlltary 1eave e e
for training purposes.) ' Lo

(3) Members of Reserve Officers Training Corps (ROTC) are
not eligible for military leave with pay for training purposes but may!7™~ ‘
be granted annual leave or leave without pay. (See cop RETITTEI T L LU
| the|LEAVE ADMINISTRATION GUIDE.) | ‘ ST :

 Sensitive - - BRI
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10-10 . OTHER RIGHTS- . -

(1) There are certain other rights employees may have
upon their military service. Examples are home loan guaranty, prqxzsxons
of Servicemen's Readjustment Act of 1944 (GI Bill) and under Korea GI i
Bill. Under Veterans Readjustment Benefits Act of 1966, Cold War Gi Bxll-
term "veteran" is not always defined same way for each benefil, buUb n wi."
generally means an individual with more than 180 days of active military;
duty, any part of which occurred after 1-31-55. Definition excludes < >%
those whose service was in National Guard or military reserve programs
under Title 10, USC, Section 511 (d), entailing six months or less of’
active duty for training within a total six-year reserve commitment. The. = .
1966 act provides such benefits as education aid, home loan guaranty,
medical care, and veterans' preference.

(2) Above rights are type administered primarily
by|Department of Veterans Affairs[which has local offices throughout
Nation..

EFFECTIVE: 09/26/89

10-11 MILITARY RESERVE MATTERS

Bureau maintains records on employees who are members of
military reserve (including National Guard) units. Information as to -
any change in reserve status of an employee must be promptly forwarded’ .
to FBIHQ. A change in reserve status includes such matters as being ") ‘2«
discharged from reserve, being promoted, or being transferred from _ -
Ready Reserve to Standby Reserve. Form FD-295 is to be used for thisw_
purpose; send to FBIHQ by routing slip. In addition, routing sl:ps o
should be used to keep FBIHQ advised of any pending act1on, such as

" intended contacts with reserve units for information. Routxng slxps
should be marked for attention of Personne1|D1V1sxon.] Hhenever a
member of the Standby Reserve is to be ordered 1nvoluntar11y to active
duty in time of war or national emergency declared by the Congress or
whenever otherwise authorized by law, the reservist would be ordered
by employee's Armed Force to report to his/her unit for duty. Should
any Agent or key support personnel be so ordered as a member of the’

.. Sensitive SRR
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Standby Reserve,_FBIHQ is to be 1mm§d§ate1y adV1sed so
employment data may be furnxshed. et

EFFECTIVE: 04/21/94
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11-1 GENERAL INSTRUCTIONS|(See Legal Attache Hanual

(1) All personnel should be cautioned that they'are not
under any circumstances, to discuss transfers of other employee T
unauthorized individuals, such as realtors or employees of movin
companies. To do so will subject employees to severe adm1nxstrat1ve*~'“
action and possible criminal liability under the Privacy Act of 1974

e AT

(2) Agents under transfer are to be relieved of
assignments so that the transfer may be expedited.

(3) All Agents must reporf to their new office of =~ = =
assignment within 90 days of the date of the official letter of
transfer.

(4) Effective date of employee's assignment at new duty
station is the date of arrival at the new office.

(5) Requests for delays in reporting to a new office of
assignment must be submitted to .the Bureau with full justification and
may be submitted on a UACB basis. These requests are reviewed
individually and coordinated with the pertinent field offices and/or
FBIHQ divisions.

(6) Do not incur transfer-related expenses prior to
receipt of the letter of transfer.

(7) Employees being transferred to any point within the - ... u..: .
United States should advise the Postal Service that change of e a
residence is the result of an official Government transfer. Allh'gi- o
classes of mail for employee and immediate family resldxng thh o
employee will be forwarded free of charge.

(8

Those offices reCe1V1ng cost—-of=~ 11V1ng (COL)

the COL is removed upon departure. Failure to advise FBIHQ on a
timely basis will resulf in an overpayment that the employee must:
refund. i N RER AR

: Sensitive Ta "“““ R bt
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Manual of Admlnxstratxve 0perat1ons and ProcedureS-
Part I ' ’ '

language school or who have passed a Bureau language exam{natx
refer to|Part I, Section 22, and|Part II, Sect10n|1,1 9 |
manual’ for add1t1ona1 instructions. 77 ° LSS

EFFECTIVE: 09/08/93

11-1.1 Use of |SF-52 (Request for Personnel Action) |

(1) IThe field office the employee is transferring into
must submit an SF-52 to the Bureau showing the arrival date of
employee. |

N

_ (2) |The following items must be executed on the SF-52 for
Arrival Notices. .

(a) Part A, Item 1 (Relocation) -
(b) Part A, Items '3, 5, ;nd 6
(¢) Part B, Items'l, 2, 4, 14, 15, 16, 18, and 22|

(3) |Deleted|

(4) |Deleted| | B

EFFECTIVE: 11/27/90

11-1.2 Use of FD-655| (Routing of Earnings and Leave Record) |

(1) The four-part FD-655 should be completed by each
employee receiving a permanent transfer and any employee assigned to
an extended temporary duty when special handling of his/her|Earnings
and Leave Record]is required.

(2) The original of the FD-655 should be submitted to
FBIHQ, Attention: |Accounting Section, Payroll Administration and
‘Processing|Unit, to arrive no later than the Thursday prior to the
date of the flrst|Earn1ngs and Leave Record|to be sent to the
employee's new office of assignment or temporary duty point. Part two

Sensitive
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a new FD-655 should be executed, the AMENDED block checked' and <
forwarded immediately to FBIHQ.

EFFECTIVE: 08/12/94

11-1.3 Personnel File and Bureau Property (See Legal Attache
Manual, 4-3.)

R R

(1) The following items should be sent to the new office

by the SAC or division head of the old office: An employee's ‘
previously submitted Confidential Financial Disclosure Reports N
(8F-450) and/or Conflict of Interest Certifications, personnel file,
Employee Medical File System (EMFS) subfile, Employee Security

[ subfile, field firearms training record (FD-40), health report card,
if any, electrocardiogram tracings, and report of medical history (SF-
93). Medical documents generated prior to the establishment of the
EMFS subfile should be contained in the personnel file. (See MAOP,
Part I, 20-4.1.) Cover letter, Records Transferred of Personnel
Transferred Form (FD-109), should be used to forward files. Send Form
FD-475 (Physical Examination Card) if used for record purposes. Files -
are to be forwarded by the first workday following employee's
departure on transfer. Refer to the LEAVE ADMINISTRATION GUIDE
regarding leave records.

} (2) Prior to departure date, employee's property|must|be
inventoried by item and serial number to ensure property charged to
|an|employee on|the Bureau Personnel Management System, Issued Personal
Property System,|coincides with property in employee's possession. - ' ..
FBIHQ employees under transfer should]contact the Property Management L
Unit, [Property Procurement and Managemenlt Section, Finance Division, Tl

EFFECTIVE: 04/25/97
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11-1.4

may be approved by the SAC or division head of the former‘
| Also see the|LEAVE ADMINISTRATION GUIDE|concerning absence.
charged to annual leave to locate housing. ST

EFFECTIVE: 04/21/94

11-2 SPECIAL AGENT TRANSFER POLICY

| (1) The Director of the FBI maintains the authority to

( S transfer any FBI employee when it is in the best interest of the

SE United States Government. All Special Agents (SAs) are subject to
transfer at any time to meet the organizational and program needs of
the FBI. FBI SAs accept the possibility of transfer as a condition of
their employment. SAs may be transferred where and when the needs of
the FBI may dictate. In this regard the overall needs of the Bureau,
to include the assurance that investigatory experience levels are
appropriately represented in all field offices, along with budgetary
considerations, take precedence, The personal needs and preferences
of the Agents are considered wherever possible in carrying out the
transfer policy.

(2) 1In general, transfers will be made to field offices

that are below their authorized Target Staffing Level (TSL) or have a
critical specialty need. The Personnel Division will determine
whether vacancies in field offices will be filled through first:
office, rotationals, or Personnel Resource List (PRL) transfers to
maintain an adequate combination of various 1nvest1gat1ve experxence

levels in a particular field office. | :

EFFECTIVE: 06/21/94
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’ 11-2.1 |F1rst Offlce Transfers PR NIEERE A e
< o sl e e
= 7" When" an‘Agent successfully completes nes
at the FBI Academy, Quantico, Virginia, he/she ?
of the Bureau's field offices based on the cur;ent staffiﬁgggp
critical specialty needs. New Agents will be p rmxtt'
their preference for assignment and consideration wil
their desires; however, assignment will be based upon-: Ein
'needs of the Bureau. An Agent can generally expect to remaxnv}nmﬁ'

EFFECTIVE: 06/21/94

I 11-2.2 Rotational Transfers e CoEe

(1) After completing four years in his/her first office
of assignment and until reaching 10 years in his/her office of
assignment, an Agent can be considered for a rotational transfer to a
second field office depending on staffing needs. Rotational transfers
will usually be based on reverse seniority utilizing the Agent's entry
on duty (EOD) date at his/her office of assignment and the staffing
level of his/her office of assignment. The junior-most Agent having
served four years in his/her first office of assignment will be
considered first for rotational transfer.

(2) An Agent having satisfied four years in his/her first
office of assignment may request an Accelerated Rotational Transfer
(ART) at -the time his/her office of assignment has been identified for
rotational transfers. An ART can be granted to Agents asS1gned to an-
office that has been identified as being over its author1zed TSL to an
office in which a vacancy exists. . S

(3) The selection of an ART will be based upon EOD and -
the senior Agent will be given first consideration to a specific’ o
identified office. Upon preparation of the official orders . the ‘
transfer will not be canceled or amended R

- . ’ ‘J\‘

(4) Agents who, prior to. ‘the adopt:on of this polzcy,
were assigned first office at one of the former Top 16 field offices- — -~ -
(Atlanta, Baltimore, Boston, Chicago, Cleveland, Dallas, Detroit, T el
Houston, Los Angeles, Miami, Newark, New York, Philadelphia, San

. Sens'i'tive oo
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staff;ng needs may require a transfer and ee E fd
precedent. Those Agents may also elect- to*voluntee

for over 10 years will generally not be cons1dered for rotatlonal
transfer and may remain in their first office of assignment unti
afforded an Executive Development and Selection Program (EDSP);m”,
specialty, or Personnel Resource List (formally referred. to as the
Office of Preference (OP) list) transfer. |

EFFECTIVE: 06/21/94

11-3 SPECIAL AGENT PERSONNEL RESOURCE LIST TRANSFERS (PRL)

(1) The PRL system was established to provide a means for
Agents to document a preferred office of assignment. The assignment
to a preferred office is NOT a system of reward nor is it a guarantee.
It is, however, a means by which the personnel resource needs of the
Bureau may be effectively addressed while satisfying the preferences
of employees. This system is based generally upon seniority,
consistent with the needs of the Bureau and budgetary considerations.
Agents will be limited to one PRL transfer during their career (with ] -
limited exceptions such as those Agents who received a PRL transfer
from a then—-Top-12 office to another Top~12 office prior to June 9,
1987; and Agents receiving PRL transfers to Anchorage, Honolulu or San
Juan can be eligible for a second PRL transfer.)

. (2) Agents are obligated to keep their PRL choices

current and are allowed to change PRL options in January and July of e s .
each calendar year. All PRL changes will be effected electronically, e : =
ONLY in January and July of each calendar year by personnel des;gnated :
within_ each field office and at FBIHQ front offices with access to the .

Bureau Personnel Management System. Strict adherence to this policy ~

is necessary for the timely printing of the PRL. During the months of

January and July, the existing PRL printout will be utilized until the

revised list 1s printed.

.|(a)An Agent may select one RA within their current
assignment for an intraoffice transfer. The RA preference must be
submitted in writing to the Special Agent in Charge (SAC). Agents

Sensitive T )
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will be allowed to- change their RA preference ONLY ONC
THE MONTH OF OCTOBER, at which time, deslgnated"‘“ﬁ‘e““??s*ﬁ”
field office will have access to enter an'Agent' )
Bureau Personnel Hanagement System. Selectlon

Special Agent in Charge (SAC) and Assistant Director on a b1annua1
basis for inspection by all employees. These printouts should be
reviewed by Agent personnel for accuracy. Only those: Agents appearxng
in the current PRL at the time of the PRL selection process w111 be -
considered for a PRL transfer.

(4) All employees must achieve an overall adjective. :
rating of "Fully Successful" or above on their most recent performance
appraisal to be considered for a PRL transfer, or any type of e
preferential transfer. Generally, the Agent must have been rated at.
least "Fully Successful on each of the individual ecritical’ elements A
on his/her performance appra1sal

£

(5) If an Agent is censured and placed on probation, that
Agent will not be eligible for a PRL transfer as long as that Agent is
on probation. In aggravated situations involving any disciplinary
matter where administrative action is warranted, an evaluation will be
made on a case-by-case basis to determine if the circumstances warrant’
exclusion from consideration for a PRL transfer.

(6) Agents passed over for a PRL transfer due to a..
‘documented need, such as involvement in an undercover operation or
other specialized needs requiring that the Agent remain in a current
assignment, will be afforded the first PRL transfer into that office
following completion of that assignment regardless of standing on the
PRL,

(7) Agents are not e11g1b1e for a PRL transfer 1f they o
have consummated a cost transfer within the past one-year per1od?{i‘ oL

P
1

(8) Agents eligible for retirement and considered for a <
PRL transfer must have the capability of perform1ng at least one year =3
of service in the requested office before being mandatorxly ob11ged to
retire, or to complete any contractual agreement signed in connect10n<
with the transfer.

(9) Agents who have’ consummated a cost transfer must ‘m}??‘;
remain in the service of the government for one year EOIIOW1ng the

; Sensitive = . fﬂ .'f'{ e Uk
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ob11gated to refund to the government all cost
with the transfer. T

(10) Agents who are incapacitated and/or are class £i
under the Medical Profile System, are evaluated on an 1nd1V1dua

to determine the feasibility of receiving a PRL transfer.

(11) Bureau staffing needs remain the paramount,.M,
consideration for transfers. Specialized requirements, unique Agent
skills and/or qualifications, which are not readily available L
elsewhere in the Bureau, are also recognized as matters which must
take precedence when such needs exist. PRL transfers made out of
order and other deviations from regular rotational programs resulting
from these unique requirements are recorded in the appropriate FBIHQ
files and approved by the Personnel Officer, Personnel Division.

(12) Agents who receive a PRL transfer to an office with
direct assignment to a Resident Agency (RA) more than 200 miles from
headquarters may refuse that transfer without penalty.

(13) Agents who receive a PRL transfer to Headquarters
City, or an RA within 200 miles of Headquarters City, may also refuse
that transfer, but in so doing, will not be eligible for another PRL
transfer to any division for two years. The Agent's decision to
refuse a PRL transfer should be conveyed to FBIHQ as soon as possible.
The transfer must be refused prior to expending government funds in
connection with the transfer., In the event government funds have been
expended prior to the Agent's decision not to accept the PRL transfer,
the Agent will be obligated to refund to the government all costs
incurred in connection with this transfer.

EFFECTIVE: 10/16/95
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11-3.1 [PRL Transfer Pol1cy = New York and Los Angeles

D1VLs1ons ‘ ) T = e

= 7

(1) Agents assxgned to New York and Los Angeles will:
receive an additional three-year add-on for five years' cont1ndous
service and five-year add-on for 10 years' continuous service in. tﬁéi
respective offices in determining standing on their chosen PRL. Thzs
add-on is only for PRL standxng purposes and is not a formal "EOD’ ‘datée
adjustment. Once the Agent is transferred from the - 'aFy. R
New York or Los Angeles Offices, the add-on no longer applies. L

(2) Agents who had received an OP (now PRL) transfer to -
New York Office (NYO) prior to January 1, 1994 will still be eligible-
for a second PRL transfer subsequent to serving five continuous years
at the NYO. This policy will no longer be in effect for Agents who .
received a PRL into the NYO after January 1, 1994,

EFFECTIVE: 06/21/94

11-3.2 Transfer Policy - Nonconus Offices
(1) SAN JUAN OFFICE

(a) SA staffing and specialty needs of the San Juan
Office will be addressed by rotational and PRL transfers, as well as
fieldwide canvasses for volunteers (generally, first office Agents
will not be assigned to the San Juan Office). :

(b) SAs assigned to San Juan will be required to
serve a minimum of three continuous years and will thereafter qualify ]
for rotational or PRL transfer under the following policy. _ Agents. Who __:_ =
elect to remain in San Juan must extend for one-year increments anduﬂj o

advise FBIHQ, through the SAC, three months prior to their anniversary
date.

1. THREE-YEAR POLICY: An Agent electing to _ R
serve only three continuous years in San Juan will be able to select T
his/her next office of assignment from five offices identified by the
Personnel Division. These offices will be identified based upon field
office staffing needs.

2. 'FOUR-YEAR POLICY: Agents electing to serve

Sensitive e
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four continuous years in San Juan wxll be able
offxces identified by the Personneh D1V1s1on.

: 3. FIVE—YEAR POLICY‘ Upon comple
cont1nuous years in San Juan, and achxevxng an overall a eéég
rating of super1or or above on the most recent performance'appralsar
Agents will receive a transfer to their LISTED PRL 1rrespect1ve oﬂg :
prior assignment or field office staffing levels, IThe Agent's RAs”of
preference, if any, will also be considered with the concurrence of %
the affected SAC, based upon existing staffing needs.! Those Agents -
with an overall adjective rating of at least fully successful on_ thexf
most recent performance appraisal will, upon completion of f1ve R
continuous years in San Juan, receive a PRL transfer irrespective of & ]
prior assignment to ONE of THREE offices of the Agent's choice. Upon . o
selection of the three offices by the Agent, the Personnel D1V1szon ’
will thereafter select the assignment based on staffing needs exlst1ng

" at that time.

(¢) Notwithstanding San Juan policy set Forth above,
any Agent who accrues SUFFICIENT SENIORITY for a PRL transfer to
his/her office of choice while assigned to San Juan will be considered
eligible for same,lprOV1ded|the Agent has been assigned to San Juan
for a2 minimum of ONE]year and was transferred to San Juan on or BEFORE
December 4, 1996. Agents transferred to San Juan AFTER December 4,
1996, who accrue sufficient seniority for a PRL transfer to their
office of choice while assigned to San Juan will be considered E
eligible for same, provided the Agent has been assigned to San Juan
for a minimum of THREE years. This conforms with the standing : -
requirement that all Agents transferred to San Juan must agree to
serve a minimum of three years. Orders will be issued as soon as
possible by the Personnel Division for Agents in San Juan who qualify
for a PRL transfer under this prOV1s10n.|

(d} It is incumbent upon the SAC, San Juan, to
advise the Personnel Division, FBIHQ, by official communication
approximately 90 days prior to the completion of an Agent's current
tour if an Agent does not wish to renew his/her assignment. At that :
time, the|Personnel Division will provide the|Agent a list of o
available offices from which to make a selection for transfer. [Upon
selection of an office under the three- or four-year policy, or a PRL R
under the five-year policy, transfer orders will be issued and : -A;;h
received by San Juan 60 days prior to the Agent's San Juan
anniversary date. Agents accepting a transfer under the three-,
four—, or five-year policy will not be permitted to depart San- Juan o o
until the required term of assignment is completed. |

P
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transfer. - - wm—f»‘ﬂm

(£)
will be no cancellations or attempts to enhance select1on
assignment.

(g) Agents assigned to San Juan, who were -
transferred under the previous policy may elect to remain -within the
guldelxnes of that transfer policy. i

(2) ANCHORAGE AND HONOLULU OFFICES

After completing a total of five years in the Honolulu or -
Anchorage Divisions, Agents who received a PRL transfer are eligible
for a second PRL transfer, consistent with their seniority ranking and
existing staffing needs. -

(3) SAIPAN AND GUAM RESIDENT AGENCIES - HONOLULU DIVISION

(a) First Office Agents assigned to either the
Saipan or Guam Resident Agency (S/GRA) will be required to serve a
minimum of three continuous years, after which they will receive a
rotational transfer to their second office, based on existing staffing
and specialty needs.

(b) Agents receiving a rotational transfer to S/GRA .
or Agents assigned directly to the S/GRA from the Honolulu PRL will be »
required to serve a minimum of three years. After completion of three :
continuous years in either of these RAs, the Personnel Division will
make every effort to rotate these Agents to an assignment in Honolulu
Headquarters City, or one of the Hawaiian Island RAs.

EFFECTIVE: 12/04/96

Sensitive
PRINTED: 02/10/98




11-4 . |PERMANENT HARDSHIP TRANSFE
~ =7 MAOP, Part_.I 11-16.5) - ‘

Requests for transfer based on a hardsth must b
forwarded to FBIHQ through the employee's SAC or d1v1s1on he‘
Documentation supporting the hardship and the recommendation”o
SAC or division head must accompany the request.|

EFFECTIVE: 06/21/94

11-4.1 [Medical Hardship (See MAOP, Part I, 11-16.5.)

(1) A request for transfer based on a medical hardship.
must be forwarded to FBIHQ through the employee's SAC or division
head. Medical hardship transfer requests must be accompanied by
supporting medical documentation (conditions existing prior to an
employee's entry on duty will generally not be considered of a
hardship nature). Hardship transfers may be granted, consistent with
staffxng needs, for articulated medical reasons such as the need to be
in a specific geographic area or near a specific medical facility to
address the health needs of the employee, spouse, child, or legal
dependent. Medical hardship requests are reviewed by the Chief
Medical Officer (CMO), FBIHQ, and in some instances by other
specialists. Alternatives to a permanent transfer must first be
- examined, such as requesting a temporary hardship assignment. A
permanent hardship transfer request should not be the first course of
action.

(2) The SAC or division head must interview the employee
concerning the circumstances of the hardship. Results of the
interview with specific recommendation for action must accompany the
request.

(3) Medical hardship transfers are preferential in nature
in that an Agent rece1V1ng same may be transferred into a field office
ahead of a more senior Agent who stands higher on the PRL. In light
of the preceding, a permanent hardship transfer will be deSLgnated as
a PRL transfer.and the Agent will be ineligible for further PRL
consideration.

The employee will be ineligible for a specialty or EDSP transfer if

Sensitive _ . " . -
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he/she is in receipt of a permanent medical -hardship t ﬁﬂﬁfﬁvt

employee requests removal of permanent hardship statusu(f ' algg

‘reasons) a medical report and/or tests: must accompany the thE
evaluation by the CMO, FBIHQ, if-appropriate. n co
the M0 for removal of the hardship.the employee can be con
EDSP or a specialty transfer.] T AR T

EFFECTIVE: 06/21/94

| 11-4.2 |General Hardship (See MAOP, Part I, 11-16.5.)

(1) PARENTAL HARDSHIPS: Dealing with the infirmities
attendant with the aging process is a common experience to all
employees with living parents and in-laws. As such, employees cannot:
expect hardship transfers. The Personnel Division will, however, e
consider, with concurrent SAC approval, on a case-by-case basis, .
consistent with staffing needs, affording permanent hardship transfers
due to parental illness, when the illness is of a life threatening
nature and creates an extraordinary medical hardship. In making a
transfer determination the Personnel Division will examine a number of

- factors to include, but not limited to: whether a TDY hardship
assignment will alleviate the hardship; the parent(s)/in—law(s)
ability to move to the location of the Agent; medical facilities
available at the Agent's location; availability of other family
member (s) to assist parent(s)/in-law(s); availability of home care s
services and assistance of long-distance care organizations.

(2) DIVORCE AND CUSTODY OF CHILDREN HARDSHIPS: In
divorce situations where children are involved, custody and visitation,
problems are common developments. Due to the number of such
situations employees cannot expect hardship transfers. ~The Personnel
Division will, however, on a case-by-case basis, with conﬁqr}éﬁf SAC
approval, consistent with staffing needs, consider a transfer, where )
there is exceptional danger to the well-being of the chilﬁrgn.that; }:'Q
cannot be alleviated by other measures including legal process and T
administrative or judicial intervention. B

e

(3) FINANCIAL HARDSHIP: Financial problems generally "™ " "w
will not substantiate a hardship request, particularly when the basis ’
is the inability to sell a residence in light of the transfer -
relocation benefits. ‘

Sensitive : R .
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EFFECTIVE: 06/21/94

11-4.3 |Hardship Transfer Review Board (See MAOP, Part I,
11-16.5.)
A Hardship Transfer Review Board (HTRB) has been S

established at FBIHQ, and is chaired by the Depuly Assistant Director *~
of the Personnel Division. The Board is comprised of ASACs and 7
‘representatives selected at random on a rotational basis from FBIHQ
divisions. When a permanent hardship transfer request is denied, this
decision may be appealed by submitting a letter to the Personnel
Division, FBIHQ, requesting that the transfer denial be reviewed by
the HTRB. The Board will review each case and submit a recommendation
to the Assistant Director, Personnel Division, for final
adjudication. |

EFFECTIVE: 06/21/94

11-4.4 [Deleted|

EFFECTIVE: 06/21/94

11-4.5 |Deleted|

EFFECTIVE: 06/21/94
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[Deietéd|’

EFFECTIVE:; 06/21/94

11-5 ITEMPORARY HARDSHIP TRANSFER REQUESTS AND -PROCEDURES (See
MAOP, Part I, 11-16.5.) R

(1) In instances where a temporary hardship assignméﬁfrf*
would address the employee's needs to alleviate a personal hardship,’
request can be made to the Special Agent Transfer Unit (SATU),
Personnel Recruiting and Benefits Section, Personnel Division. The
request must contain the recommendation of the employee s SAC or
division head and the concurrence of the SAC at the office of
temporary assignment. Requests for temporary hardship can only be-
made for a period of 30 days with limited 30-day extensions granted on
a case-by-case basis. Documentation in support of the temporary
hardship must be reviewed by the SAC or division head with an
explanat:pn of the basis for hardship in the request submitted to

FBIHQ.

(2) Temporary hardship transfers must be authorized by
FBIHQ to ensure that appropriate changes are made for the employee's
cost code and time and attendance accountability.

“(3) In the event that a temporary hardship assignment is
granted, all expenses of same must be borne by the employee inasmuch
as no per diem or transportation expenses are authorized. | S

'EFFECTIVE: 06/21/94
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11-6 | TRANSFER POLICY FOR HARB}EP§§£E§i§&£%g§]
_.-i  FOR SPECIAL AGENTS WITH NON“BUREAU SEOUSE

(1) All SAs, including married SA couples,
available for general and special assignment. ' '

(2) 1In assignments of Agent married couples, the Bureau
will make every effort to preserve a common household. Refer t
Section 11-10. ' S

(3) 1In assignments of Agents with non-Agent FBI employee™
spouses, every effort will be made to provide the non—-Agent FBI--—"——-—- -
employee spouse with FBI employment opportunity in the new .office if
such is requested; however, no guarantee as to employment, grade";"i“
level, and positions available can be made. o

(4) Married Agent couples will not be considered for a
PRL transfer to the same office, utilizing either joint eligibility or
separate eligibility methods, unless both Agents list that division on
the PRL. If the Agent indicates a desire to be transferred using the
joint eligibility method, he/she will be passed over on the PRL until
both Agents' names appear on the same PRL. In determining seniority
for PRL transfer purposes for married Agent couples, the couple may
choose joint PRL eligibility by EOD averaging. This method guararntees
a "common household" PRL transfer — both would be transferred

together.

(5) Married Agent couples may choose separate PRL
eligibility based on their own EODs. Under this method, each Agent
must qualify for a PRL transfer based solely upon his/her own
seniority. Subsequently, if the Agent accepts a PRL transfer -
utilizing this separate PRL eligibility method, any resulting
separation will not be the basis for "common household" or hardship
transfer consideration. . ‘ . . . R

(6) Married Agent couples need not preselect one - .
eligibility method. Rather, they may choose either the joint or the T
separate method at the actual time they qualify for PRL selection. In .
the event that one of the Agents has received a PRL transfer dufihgg;_J o
his or her career, the married Agent couple MUST select the separate - o
PRL eligibility based solely on the EOD of the Agent who has not ~ = <
received a PRL. The spouse will be accommodated through a no-cost
common household transfer. - ame - .

(7) Due to the large number of employees with working
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the outside emﬁibyment of an Agent's non-Bureau sﬁ‘ﬁggﬁa? %%'

'preferent1al in’ pature and will not be approﬁgd 'Te ardfgzié £ Ehe
spouse's 1ncome, career advancement, or restr1cted é@“‘
employment of the spouse.

E o st b

An exception to th1s pOllCY will be con51dered only if the. spouse ig
employed by another DOJ law enforcement agency. In these instances”
the transfers will be at no—cost to the Bureau, as descr1bed béio
connection with no-cost transfers. | IR

EFFECTIVE: 06/21/94

11-7 REMOVAL FROM EXECUTIVE DEVELOPMENT AND SELECTION
PROGRAM (EDSP) (See MAOP, Part I, 3-7.1.)

(1) All SAs who accept transfer to FBIHQ will remain
assigned to the greater Washington, D.C., area for a minimum of two
years regardless of their standing on the PRL, unless staffing or
specialty needs dictate they be transferred elsewhere.

(2) A Supervisory Special Agent (554) who has served two Cy
| years at FBIHQ and requests removal in writing from the EDSP will be ' :
afforded a PRL transfer only if that Agent is number one on the PRL

for the desired office and that office has a staffing need.

1 : (3) |An|SSA assigned to FBIHQ who requests removal in
wrltxng from the EDSP and does not qualify for a PRL transfer as set
forth in (2) above, will be reverted to a GS-13 and transferred, at
| no—cost to the government, to Washington Field Office or Baltimore . -
{unless staffing needs dictate otherwise) and, thereafter, be afforded
the same PRL considerations as any other Agent. ool

) (4) An SSA assigned to a field division who requests B
removal in writing from the EDSP will be afforded a PRL transfer: only
if that Agent is number one on the PRL for the desired office and a
staffing need exists; otherwise, the Agent will remain assxgned 1n anj,
investigative capacity, in that same division with the same PRL = -
eligibility as any other Agent and revert to a GS- 13.

. (5) Under exceptional circumstances and where critical =~
operational/administrative needs dictate, an SSA assigned to FBIHQ -
(having completed two years at FBIHQ) who requests removal in writing

- Sensitive 7 S lﬂ‘; g ”}wx' o (f
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:request removal from—the EDSP and remain 1q hxéJhé
'3551gnment., ‘This? 15 cont1ngent upon the appro?ﬁl

T amn,

Board, -until attaining number one standzng on the PRL- aﬂ
need exists in the respective office; otherwise, he/she wxll be§
transferred in accordance with (3) above. The Agent w111 not b
considered for further administrative advancement and)will ‘hot’be;
allowed to apply for positions in the EDSP while awaltxng movement

into the desired office. SR S g

forwarded through the employee's SAC or division head to the SERE
Administrator, EDSP, with a copy to SATU. The request must contain’
the statement that the SSA is willing to accept a reduction in grade
in connection with the request, if appropriate, and should identify. .
particular offices of assignment preferred by the Agent. An SSAT
requesting removal from the EDSP resulting from the directed transfer
of his/her Bureau-employed spouse must also be willing to accept a
reduction in grade, however, may remain in the EDSP as a relief
supervisor.

EFFECTIVE: 03/25/97

11-8 [UNDERCDVER TRANSFER POLICY

(1) Selection of Undercover Agents (UCA) will continue to
be made by the Criminal Investigative Division (CID) and the National
Security Division (NSD). Upon identification of candidates for a
particular assignment, the Personnel Division will review the ~
selections for transfer eligibility. After the Personnel D1V1sion's .o
review, CID or NSD will select the UCA for the assignment and,ﬁ_ L
thereafter, make recommendations to the Personnel DLV1sxon _Tega
transfer of that 1nd1V1dual dependin
duration of th

o;permanen
Ry

and
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3y 1f transfer is_ deemed approprxate, the Agent will be
afforded a PRL transfer prOV1ded he/she is net #1 on the PRL and a
staffing need exists. If the Agent does not qualify for -a PRL

transfer, the Personnel Division will make a selection for transfer

assignment based on staffing requirements.

(4) A PRL transfer will not be used as a reward in
connection with undercover assignments. |

EFFECTIVE: 06/21/94

11-9 | AMENDED TRANSFERS (See MAOP, Part II, 1-3.3.)

An amended transfer from Headquarters City to an RA does
not constitute a second full-cost transfer; but is rather a
continuation of the original transfer. Therefore, it is necessary
that the SAC endeavor to make a decision to amend the pending transfer

.of an Agent directly to an RA before the Agent reports to the division’

or, in the case of a new Agent, before the Agent graduates from new
Agents training.  In the event further evaluation is believed
necessary, this decision may be deferred but should be submitted no
later than 30 days following the Agent's arrival in the division. The
Agent should be advised that his/her transfer may be amended, and this
notification documented S0 that appropr;ate arrangements may be made.
It is also necessary to ‘ensure that an Agent does not incur .- o -
unnecessary and possible nonrexmbursable:expenses in connéction with
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- | his/her relocatioﬂ.[

dw v

EFFECTIVE: 06/21/94 ~ e

| 11-10 |[NO-COST TRANSFERS (See MAOP, Part I, 11-6.)

(1) No-cost transfers generally will not be approved
because of their adverse impac¢t upon other transfer p011c1es.
from this policy are married SA couples. FBI Agents assxgned_fo
different field offices who are married or committed to marr1age ‘may y
receive a no-cost transfer to one of the field offices selected by the.. .
Personnel Division where the Agents are assigned consistent with
staffing needs of those offices.. Upon certification of marriage or
marriage commitment, a common household transfer will be afforded. 1In »
‘this instance, the transfer expenses may not be paid as the request e
for transfer is for the convenience and benefit of the employee.

(2) Agents married to employees of other DOJ law
enforcement agencies may, at their request, receive a no-cost common
household transfer to a field office where their spouse is assigned,
con31stent with staffing needs. The other DOJ law enforcement
agency's ability to transfer the spouse will also be considered in
these situations.

(3) If an FBI Agent receives a directed transfer, his/her
Agent spouse may, at their request, receive a no-cost common household
transfer to accompany their spouse.

(4) FBI SAs married to employees of other DOJ law
enforcement agencies may, at their request, receive a no—cost common
household transfer, consistent with staffing needs, to accompany their: . -
spouse who has received a directed transfer. | '

EFFECTIVE: 06/21/%94
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the SATU at the beginning of the Fiscal Year.
that arise through personnel transfer, ret1rement,.or othe
‘eircumstances, the SAC may make a separate spec1alty request to fhe' _
SATU. An employee who receives a specialty transfer will be expected'
to serve in that capacity for at least three years at the d1scret1on

of the SAC.

.

(2) The following categories will be considered for
specialty transfers:

(a) Bureau Pilot—In-Command (PIC);

(b) Technically Trained Special Agent (TTA); e o

(¢) Agent with foreign language ability;
(d) Field office Principal Legal Advisor (PLA);
(e) Special Agent Accountant (SAA)

(3) For specialty requests for Bureau PICs, Agents with
foreign language ability, and SAAs, SATU will review the appropriate
field office PRL list. SATU will identify the Agents on the PRL with
the essential skill, A list of these SAs, by seniorifty, will be
forwarded to the substantive desk, if needed, for technical
concurrence. In the case of PICs, the Aviation and Special Operations
Unit will make the review. Consideration for transfer for Agents with.
foreign language ability will be based on the Agent's tested skill e 3 e
level of three or better and the concurrence of the FBIHQ substantive SR
desk concerning the field office's need for a specific language skill.
The Agent who receives a specialty transfer and is on the PRL for that
office will be considered to have received a PRL transfer. L

(4) 1In the event that an Agent with the essential skill
cannot be found on the PRL, the SATU will advertise the specialty. L
requirement fieldwide. Candidates will then be selected from a list ~ B
of Agents responding to the advertisement. Consideration for.
selection will be based on a number of factors to include; TSLs of the
field office the Agent is assigned; impact on the field office of
assignment if a transfer was effected; seniority of the respondent
and recommendation of the substantive unit, if required. The Agent
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EFFECTIVE: 06/21/94

11-11.1 |Principal Legal Advisor (PLA) Program

The selection of candidates to fill PLA vacancies will be
accomplished through fieldwide advertisements of the vacancy. SATU;.
will furnish the Office of General Counsel (0GC) a list of candidates
who have expressed an interest in the PLA vacancy. 0GC will, )
thereafter, evaluate each candidate. OGC will consider staffing,
budgetary constraints, the PRL, and the recommendation of the
appropriate SAC or division head prior to making its recommendation to
SATU for the best qualified Agent attorney to fill the PLA vacancy.

EFFECTIVE: 06/21/94

11-11.2 | Technically Trained Agent (TTA) Program

The selection of candidates to fill TTA vacancies will be
accomplished through fieldwide advertisements of the vacancy. SATU
will furnish the Information Resources Division, Engineering Section,
a list of candidates who have expressed an interest in the TTA
vacancy. The Information Resources Division, Engineering
Section, will, thereafter, evaluate each candidate and make its : e
recommendation to SATU for the best qualified TTA to fill the -

vacancy. |
¥
T i
CSsek
EFFECTIVE: 06/21/94 : | ;e
. } e
. TR
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| 11-11.3  |[Moved to 11-14.3

R
e

EFFECTIVE: 06/21/94 -

| 11-11.4  |Moved to 11-14.4|

EFFECTIVE: 06/21/94

(f; | 11-11.5 |Moved to 11-14.5]|

EFFECTIVE: 06/21/94

| 11-11.6 |Moved to 11-14.6|

EFFECTIVE: 06/21/94 SV

| 11-11.7  |Moved to 11-14.7|

EFFECTIVE: 06/21/94
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. . ”‘f Tl
| 11-11.8 . [Moved to 11-14.8| -

EFFECTIVE: 06/21/94 . = e

11-12 HOSTAGE RESCUE TEAM (HRT) TRANSFER POLICY I(See MIOG, "
Part I, 244-7, )l

The following procedures for transfer are availablé to.HR{:.

members designated as operators. rts

(1) Agents who are selected for HRT and have completed
the three-year commitment, as an operator, have the following transfer W
options: .

| (a) To report to|WFO|as part of the Agent work
complement.

() If number one on the PRL, will be afforded a PRL
transfer to that office consistent with staffing needs and budgetary
restraints.

(¢) Accepting a specialty transfer other than an HRT
specialty transfer consistent with fieldwide operational needs (such
as undercover assignments), or promotional opportunities available to

SAs of the FBI.

(2) Agents who have completed a four—-year commitment will
have an additional specialty transfer option. After completion of ' .
four years as an HRT operator, SAs. will be afforded the opportunxty to .
accept the HRT specialty transfer to any field office, based on the =~
operational/specialty needs of that office. Agents elxg1b1e for an T
HRT specialty transfer based on the operational needs of a field™
office will be selected from qualified team members on the PRL based
on the recommendation of the HRT management, consistent with'’ .
the staffing needs of the HRT. |In the event a qual1f1ed and -7
recommended HRT team member cannot be found on the requesting .
office's PRL, the HRT specialty transfer will be ‘offered to other HRT RS PR
members under the same criteria. The HRT member transferred under - e e
these terms will not be c¢onsidered as having received a PRL transfer, -
and the Agent will maintain his/her PRL eligibility.| Prior to the

Sensitive = - e .
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critical need for“an HRT-trained Agent.
coordxnated with. the CID .

needed HRT proficiency. This will be accomplished consxstent w1th*HRTﬁ;
availability. BN A

(4) Agents who have successfully completed S f1ve yeé}'
assignment on the HRT will have the above transfer opt10ns and the
following option. At the conclusion of an Agent's fifth year of -
service on the HRT, consistent with budgetary considerations, he/she -
will be given a list of seven offices that have a need for an Agent.m-
|The Agent will be afforded the opportunity to receive a transfer to, -
one of the seven offices he/she selects. The office selected will V= 7
not be considered a PRL unless so designated by the Agent CEURY
transferred.| If the Agent declines to exercise this transfer
opportunity, he/she may remain on the team and be given a list of
seven offices at the end of each year of service until he/she
exercises this transfer option.

EFFECTIVE: 03/19/97

11-12.1  |Moved to 11-15.1]

EFFECTIVE: 06/21/94 ' e e
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11-13 |SPECIAL AGENT REINSTATEMENT ASSIGNMENT POLICY'

N . -

the Agent may possess. First consideration will be given to ass1gn
the Agent to his/her last office of assignment. Unique and unusual e
situations will continue to be addressed separately and evaluated on a -
case-by—case basis; for example, reinstating an Agent who qua11f1es

for a PRL or who is married to an on-board Agent. | T e

EFFECTIVE: 06/21/94

11-13.1  |Moved to 11-16.1]|

EFFECTIVE: 06/21/94

11-13.2  |Moved to 11-16.2]

EFFECTIVE: 06/21/94

11-13.3  |Moved to 11-16.3|
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EFFECTIVE: 06/21/%4

e R

| 11-13.3.1 [Moved to 11-16.3.1.

EFFECTIVE: 06/21/94

| 11-13.4  |Moved to 11-16.4]

EFFECTIVE: 06/21/94

] 11-13.5  |Moved to 11-16.5]

EFFECTIVE: 06/21/94

| 11-13.6 |Moved to 11-16.6|

EFFECTIVE: 06/21/94

| 11-13.7  |Moved to 11-16.7|
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EFFECTIVE: 06/21/94

| 11-13.8  |Moved to 11-16.8|

EFFECTIVE: 06/21/94

||11-14] TRANSFER TO FOREIGN OFFICES, ANCHORAGE, HONOLULU
SAN JUAN - SPECIAL AGENT AND SUPPORT

EFFECTIVE: 06/21/94

|]11-14.1] Service Agreement (FD-382) (See Legal Attache Manual,
2-6.1 and 4-4.1.)

Employees selected for assignment in the offices set out
below must execute a service agreement to serve tours of duty as
specified:

(1) Anchorage and Honolulu - Agents and support personnel
must serve two years with subsequent tours of one, two, or three years
at the employee's option. . : e

PN

" _a“v

(2) Legal Attache Offices - Agent and support personnel
must serve an initial three-year tour of duty with subsequent tours of
one or two years at the employee's option. Assignment to high- threat’
and/or hardship post so designated by the Department of State will be
for a two-year period, and the employee may request an add1t1onal tour
of one, two, or three years. o

FBIHQ must be informed of Legat employee's intention to request, or
not request, an additional tour of duty or extension of current tour -
at least cone year prior to the date the employee completes current

Sensitive
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tour of duty.
and/or leave plans for purpose of travel to U

(3)

renewable annually thereafter.
leave at the conclusion of thexr f1rst two years and, after
year. Agents who sign an agreement to remain a fifth year w111 a1
be entitled to home leave after their fourth year. T %

(4) San Juan - Support'Personnel ~ two yearsHW1th
subsequent tours of one, two, or three years at the employee's opt1on

EFFECTIVE: 06/21/94

|]11-14.2] Execution of Service Agreement

(I) An original and two copies of the Service Agreement
-will be attached to the letter of transfer to Anchorage, San Juan,
Honolulu, and foreign offices. All must be executed and the original
and one copy should be returned to FBIHQ. The second copy should be
retained in the field file.

(2) The Service Agreement must be executed by employee
before the Bureau can pay any transfer-related expenses, including
travel and transportation of employee, employee's family, and
household goods. The terms of the Service Agreement must be fulfilled
before the Government will pay return expenses. If the terms of the
Service Agreement are not completed because of separation from
service, the reasons for separation must be beyond the control of theé_
employee and agreeable to FBIHQ before return expenses are pa1d by the P
Government. o Horen e

EFFECTIVE: 06/21/94 . e Ry

Senéitive
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l|11;14,3| Annual Leave, Home Leave, Trave

(See Legal Attache Manual

tour of employee s intention to seek an additional tour and’ empld? e's’

L an, Py

(2) Employees and dependents are eligible for travel and,
transportation expenses to their home of record after completion of -
the agreed tour of duty and execution of an additional Service
Agreement for a subsequent tour. For detailed information concern1ng~f-¢T*
travel and transportation allowances, see Chapter 2, Federal Travel -
Regulations. ‘

(3) Employees assigned to foreign offices, who have
completed twenty—four months. of continuous service and have executed a
‘new Service Agreement, are entitled to additional leave, termed home
leave, in addition to travel and transportation expenses. Employees
gear home leave for each 12 months of service abroad. For details
concerning home leave see the LEAVE ADMINISTRATION GUIDE

(4) 1In the event of any change of legal residence in the
United States, employee must execute a new Service Agreement showing
that change which must be approved by the Bureau before commencing any
annual leave or home leave travel. .

EFFECTIVE: 06/21/94 y

||11-14.4] Physical Examinations .

| : | Support |personnel transferred to San Juan and foreign
offices must be afforded a physical examination. Results of the- - L
examination and any special tests required by FBIHQ must reach the
Bureau prior to departure of employee to new office of assignment..

Sensitive . SR
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| [11-14.5] Cost of L1V1ng Allowance

. Ve - o

are entitled to a cost of living allowance not subject to Fedefél'

income tax. The amount of allowance fluctuates based on per1"d1
studies made by the U.S. Department of Labor. Employees’ ‘should

contact FBIHQ, Finance Division, Accounting Section, to deterﬁane the%

current allowance. : e

EFFECTIVE: 06/21/94

Al

11-14.6 Transportation of Household Goods

‘ Relocation Management Office,|Fleet Management |and
Transportation Services Unit, Finance Division, will handle necessary
arrangements for transportation of household goods of employees. For
details, see Part II, 6-2.2.1 through 6-2.2.3, of this manual.

EFFECTIVE: 08/09/95

11-14.7 Checks and Bonds
In the event employee does not want checks and/or bonds -

| forwarded to|their home address, |FBIHQ, Accounting Section, should be .=
given instructions as to their handling. _ s

EFFECTIVE: 08/12/94
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||11-14;8' Iﬁcoﬁe Téxes%éx - sE

Employee should be aware of” regul

of Federal and local income taxes. Residence in a f

not excuse employee from being taxed by authority coverxng‘prev1ou
iy

office of assignment. Immediately advise FBIHQ should a controver
arise with any taxing authority.

EFFECTIVE: 06/21/94

]11-15] TRAINING OF EMPLOYEES FOR FOREIGN ASSIGNMENT | (See MAOP,
Part II, 8-2.3.)|

Material on living conditions in Honolulu, Anchorage, San?®
.Juan, and our foreign installations will be furnished to the employee
upon transfer. SAC should arrange for an employee under foreign
transfer to utilize local library facilities for appropriate books
concerning the culture and background of the country of assignment.

EFFECTIVE: 06/21/94

||11-15.1[ Training of Support Employees for Foreign Assignment

(1) Field Support Functions — Support employees selected - a
for foreign assignment must, before their departure, receive two full : C
weeks' training in field support functions. SACs should ensure that -, -
the training afforded them is type they would need if they were '
assuming duties of Administrative Officer in small- to medium-sized
office and should encompass the following: -

(a) Handling of mail (including stamping, search1ng,.l L
matchxng, indexing, serializing, etc.)

(b) Opening and closing cases C ,

(¢) File reviews

Sensitive - e
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. (d)_L_

(e) :

(£) I“i{;ndhng a;g‘f111ng of SAC lettg}:g %afnd: SAC
Hemoranda

(g) Preparation of 1-A serials

(h) Tickler systems . :--;'

(i} Maintenance, consolidation, and degtfﬁét;on of
file ‘_f4ﬂ?d

(j) Deleted
(k) Operation of duplication machine

(1) Preparation of vouchers connected with oﬁeration
of official cars and maintenance of office fund records
(2) Cryptographic systems — Employees under transfer to
foreign offices will be given three to five days' training at FBIHQ in
the operations and security of cryptographic systems,

: (3) Briefing by SAC or division head at FBIHQ - For
various reasons, it is not always possible to bring field support
personnel selected for foreign assignment to FBIHQ for briefing before
their departure. SACs should call employees' attention to fact that
while in foreign office of assignment they will be known as an
employee of the American Embassy, insofar as general public is
concerned, although official contacts of the office know of relatxons
between Bureau and Legal Attache's office.

(4) Conduct - It should be stressed that conduct abroad
must be maintained at all times in accordance with Bureau standards.
In matters of conduct and dress, employees must adhere to good taste
within the standards of the country to which they are assigned. °
Inform employee that if employee plans to take his/her personally
owned automobile, uniform regulations maintained by the U.S, Posts
require that only inconspicuous automobiles should be 1mported.«“

(5) Instructions by Legal Attache — Legal Attachés‘afg-w
responsible to ensure new employees are instructed in maintenance of -
teletype records, listing and preparation of pouches, securzty of
information pertaining to pouch preparatlon, ma1ntenance of pouch

IRFORKAT: N
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# . . .
records and use of courier service. -
new employee is afforded cryptographic systems’ traxnxng an

preparation, hand11ng, and dissemination of class1f1ed dogﬁﬁﬁﬁﬁﬁ

¢ telephone, personal contact,

dxsposal of trash and socia

w

e B

EFFECTIVE: 06/21/94

| 11-15.2  [Moved to 11-18.2|

EFFECTIVE: 06/21/94

| 11-15.3  |Moved to 11-18.3]

EFFECTIVE: 06/21/94

| 11-15.4 |Moved to 11-18.4]|

EFFECTIVE: 06/21/94

[ 11-15.4.1 |Moved to 11-18.4.1]
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| 11-15.4.2 |Moved to 11—18.4.2|.

EFFECTIVE: 06/21/94

| 11-15.4.3 |Moved to 11-18.4.3| .

EFFECTIVE: 06/21/94

| 11-15.4.4 |Moved to 11-18.4.4|

EFFECTIVE: 06/21/94

[11-16] SUPPORT PERSONNEL TRANSFER POLICY L

EFFECTIVE: 06/21/94
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- o TS
[|11-16:1| General Policy . .= T

T ]

: Under normal- c:rcumstances f1e [
filled by local recruitment into entry leve posxt1ons‘ra
transfer from FBIHQ or from another field office. .
discussed in subsequent items. '

EFFECTIVE: 06/21/94

||11~16.2| Office of Preference Lists

No OP list is maintained for support employees except for
those employees who are assigned to a special position and subject to
transfer either on a permanent or temporary basis as a part of their
employment agreement or career path. Such OP lists are maintained by
the FBIHQ division having program responsibility for the position,

EFFECTIVE: 06/21/94'

[|11-16.3| Special Position Transfer Policy

Incumbents of Accounting Technician, Automotive
Maintenance, and Language Specialist type positions are subject to
transfer at the convenience of the Bureau as a condition of their
employment and/or retention in a specific career path. Although every
effort will be made to fill vacancies while honoring an individual & .
employee s choice of assignment to a given office, the needs of the
service take preference. Specific recommendations for transfer are.,
made by the various FBIHQ program managers consistent wzth,exzstxng '
policy governing each position and overall budgetary and manpower
considerations., If a transfer cannot be accepted, it may be necessary
to remove an employee from his/her pos;t1on. '

Sensitive -
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EFFEC?IVE: 06/21/94 -~ = w -

e C ‘
- e taa 5

11-16.3.1 Electronics Technician (ET)/Telecommunlcatxon
Manager (TM)

(1) ET/TM vacancies will be filled in the most cost- ¥
effect1ve manner available to the government tak1ng 1nto:ﬁ.,q;$‘

the existing technical personnel complement of the affected field :
office.

(2) Supervisory ET and TM positions will be filled
through a competitive posting of interested, qualified field ETs.
Qualified applicants will be reviewed by the FBIHQ, Engineering
Section ET Career Board for selection and recommendation of
replacement individual.

(3) Deleted

(&) Critical nonsupervisory ET vacancies will be posted
through a fieldwide announcement, outlining required technical skills,
education and work experience. Interested employees must provide a
written response outlining personal qualifications, SAC's
recommendation and Supervisory ET recommendation,

(5) Routine nonsupervisory ET vacancies will be filled
either through in-house promotions or recruitment of an entry-level
applicant or reassignment of an ET with a written request for a no-
cost transfer., In the event none of the above meets the personnel
needs for the affected office, consideration will be given to a cost
transfer of a qualified ET, following guidelines set forth in (4)
above. :

EFFECTIVE: 06/06/95
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r[11-16,4[ Hardship and Personal Convenience'Requests‘

the Bureau will consider individual requests based on a ha;gééép
for the employee's personal convenience provided a vacancy ex1sts aav-
no other employee will be denled a promot10nal opportunity and 1t 1s

transfer. Consideration will be given based on c1rcumstance:
at the time of receipt of the employee's request. No OP 115t 15‘:{'2
maintained. '

(2) No support employee, or anyone acting in his/her _
behalf, is to personally contact another office inquiring about OP- --:-
possibilities. Employees are not to be told of an existing vacancy in
another Field office or encouraged to seek transfers from their )
present office of assignment. Transfer requests made by an employee
to another office should be made a matter of record. Advise FBIHQ and
employee's present office of assignment of the request and instruct
employee to discuss request with SAC or division head. Under no
circumstances should an employee's present SAC or division head
discuss employee's chances for the requested transfer or what
recommendation was made to FBIHQ concerning a request. ’

EFFECTIVE: 06/21/94

|[11—16.5| Employee Responsibility

An employee desirous of being considered for a transfer
based on a hardship or for his/her own personal convenience must : : o
prepare a memorandum from himself/herself to his/her division head or
SAC that includes the following information:

(1) Detailed reason(s) necessitating the request. (Refer
| to 11- 4|through 11-4.3 and 11- 5|of this section concerning hardsh1p
transfer requests and procedures )

o (2) Specific office to which employee desires to.be
assigned.

(3) Statement as to willingness to defray any and all

Sensitive ) : i
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expenses that may be 1ncurred in connectxon thh a
accept a demotion if necessary. 7‘ T

EFFECTIVE: 06/21/94

||11-16.6| Division Head and SAC Responsibility

a ‘e

The employee's division head or SAC must forward the
employee's request to the Personnel Management Section, PD, ng:ng
sufficient information upon which to base a determination in
employee's case. The following data should be included: -

(1) Whether or not alternate solutions have been explored «
to solve the employee's problem.

{(2) Comments concerning employee's work and attendance
records. A performance appraisal of less than Fully Successful and an
attendance record’ less than satisfactory will preclude consideration.
In addition, employee must have satisfied all work and training
agreements. ’

(3) Assessment as to the merits of the employee's request
and the recommendation of the division head or SAC,

_ (4) Whether or not it will be necessary to replace the
employee should a transfer be effected.

(5) 1In the case of a field office employee requesting
transfer to another field office, copies of the employee's memorandum
and SAC's transmittal letter should be forwarded to the other office.
The receiving office should immediately advise the Personnel
Management Section, PD, and the submitting office whether or not a
vacancy exists for which the employee is qualified and if the -
employee's assxgnment to that office is acceptable. Except in rare
circumstances, an office will not be allowed to exceed the approved
complement of the office to accommodate a transferee. Even though
both field offices are mutually agreeable to a transfer request, final’
decision will be made at FBIHQ after evaluation of all factors. -
(Refer to Part I, 1- 15 1 of this manual. )

(6) Contact by employees with a field office concerning a
transfer is limited to Personnel Management Section employees

Sensitive L - S,
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specifically assigned to handle such matters.

EFFECTIVE: 06/21/94

11-16.7 Office Unable to Fill Vacancy in Key Position

Administrative Officer and toplSupport Services
Supervisor]vacancies are posted throughout FBIHQ and all field
offices. 1In the event a field office has no qualified candidate to_
£fill another key position, such as Financial Analyst, FBIHQ will
consider a request to announce the vacancy through all offices in
order to assist in filling such position. Offices should submit such
requests to the Staffing Unit, Personnel Management Section, Personnel
Division, FBIHQ. Any transfer resulting from filling a vacancy such
as this will be considered in the best interest of and for the o
Bureau's convenience.

EFFECTIVE: 07/17/95

|]11-16.8| Payment of Transfer Expenses

Costs incurred in connection with transfers made for the
convenience of the Bureau will be borne by the Government. Costs
incurred in connection with transfers made for the convenience of the
employee will be borne by the employee.

EFFECTIVE: 06/21/94
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requested:

(a) Unique specialities which the requést1ﬁ%ﬂ
division is unable to address from within its existing complement
such as language ability. T e e

(b) An investigation of such magnitude that the

requesting division can justify additional personnel. e
(2) Requirements that must be met before requesting a TDY
assignment, The only requirement necessary in TDY requests for unique k.
specialities is a demonstrated deficiency in that speciality: RO
Otherwise, the following requirements apply to TDY requests for L
additional investigative/support personnel in cases of such magnitude
wherein such assistance is deemed necessary. The requesting division
is to:

(a) Cancel all extended annual leave.

_ (b) Curtail in-service training during the pertinent
period of time..

(¢) Curtail the physical training program during the
pertinent per1od of time consistent with workload demands.

(d) Ensure all available personnel from the existing
on-board complement are fully occupied on priority work,

(3} Procedures for requesting TDY assignments. All
requests must be supported by specific documentation which should be
communicated to FBIHQ at. the ear11est p0551ble time. . Lo : ) ed

-
ry
-

(a) The Special Agent Transfer Unit (SATU)
Personnel Division, is to be advised of all Agents designated for any
operational TDY assignment in excess of seven calendar days. This S
will also include TDY assignments to contiguous divisions and - w
intradivisional TDY assignments on SAC authority. This requirement is
not applicable to travel outside of the division that is related to
Special Operations Group (SOG) assignments, training, court
appearances, or administrative dutles. - - . -

(b) Requests are to be supported by specific
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doqumentation and commun1cated to FBIHQ at the earlxest 90551ble dat

: ' 1.
communiéation is to be directed to the approprxate 1nvesti§at1vem
division with a copy to SATU, Personnel D1V1sxon.

2. Where support personnel are requested
communication is to be directed to the appropriate 1nvest1gat1ve
division with a copy to thé Staffing Unit, Personnel D1vxsxon.

3. Request for SAs with foreign 1anguage
abilities are to be directed to the Language Services Unit, Laboratory
Division (LD), with a copy each to the appropriate investigative
division and SATU, Personnel Division.

{¢) Special Suﬁport Personnel:
_ Requests (with appropriate documentation) are to
be dlrected to the Program Manager in the appropriate division, with a ¢
copy to the Staffing Unit, Personnel Division. Divisional
‘responsibility it as follows:

Accounting Technicians - (See Financial Assistants)

Auto Maintenance Technicians - Automotive Management
Unit, Finance Division

Drug Intelligence Analysts - Criminal
Informant Unit, Intelligence Section,
Criminal Investigative Division (CID)

Electronics Technicians — Engineering Section,
Information Resources Division (IRD)

Financial Assistants/Financial Analysts - Financial
Crimes Section, CID

Investigative Assistants (IA) - Operational Support
Section, CID

Intelligence Information System Analysts —
National Security Division &

Investigative Support Information System Analysts —
Investigative Support Systems Unit, IRD ‘

Language Specialists — Language Services Unit, LD

Legat Personnel — Liaison and International Affairs
Section, CID :

Organized Crime Informatxon System Analysts -
Criminal Informant Unit, Intelligence Section,
CID .

Pilots — Aviation and Special Operations ' . -
Unit, |[Critical Incident Response Group]

W
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Requests (w1th appropr1ate doc n
be dzrected to the Staff1ng Un1t Personnel D1V151on, an

the matter creating the need for assistance. Documentat;on%sh~w
1nc1ude steps taken by the d1VLs1on in an attempt to address ?%e wo;k

requesting division. General support includes office automation
clerks/assistants, confidential clerks (DA), file clerks, rotor .
clerks, secretaries, data lecaders, etc. i

(4) To ensure necessary administrative steps are taken
within the automated Bureau Personnel Management System, field offices
and FBIHQ divisions requesting TDY general or special support
assistance should ensure that Staffing Unit, Personnel Division, is-
.properly notified of the dates the assignment begins and ends.
Requests for extensions for both SA and support TDY assignments should
be submitted as soon as possible, preferably 30 days in advance, to -
allow for appropriate notification of all entities involved in i
administration of TDY assignments, e.g., Budget, Payroll, ete.

(5) Time and attendance responsibilities for TDY -
personnel should be assumed by the requesting office upon arrival of
TDY personnel and continue through the entire TDY assignment. Time
and attendance responsibilities will be reassumed by the home office
on the first day following the conclusion of the TDY assignment. It -
is the responsibility of the requesting office to notify Staffing Unit . e
and the home office prior to or immediately following the conclusion L LT
of a support TDY assignment to ensure administrative pay procedures™ i<
are redesignated to the employee's official office of assignment.

(6) Overtime for special and general support personnel
must be requested and approved in advance. In the field these
requests should be coordinated through the Administrative Off1cer s
administrative staff, who should direct requests to FBIHQ, Attentzon.

A R T

[ |Budget Execut1on|Un1t Finance Division. - . R P

)] Travel costs and per diem will be ‘at the expenqg of
the requesting office in cases where requested assistance is for the:
purpose of maintaining normal field office operations, In the event

. Sensztxve R
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the employee's official office's existing travel budget. Thefd Wil
be no recourse. oL

(8) Employees who will be on TDY in excess of 14 dayé
who do not have automatic deposit and who desire their Earnxngs and’
Leave Record to be forwarded to their TDY office of assignment, shouldv
execute Form FD-655 and submit to the Accounting Section, Payroll
Administration and Processing Unit, FBIHQ, as soon as possible. In.
those cases where time does not permit routine submission of the
FD-655, the employee must contact the Payroll Administration and
Processing Unit as soon as possible.

(9) All correspondence captions should include the phrase
"Temporary Assistance (TDY)," with reference to pertinent case
titte(s), field office file number(s) or Universal Case File Number
and/or FBIHQ file number, if known. SS5G/SOA correspondence must
include the case title. Correspondence in response to a canvass or
ongoing TDY assignmenf should include the employee's official Bureau
name, specialty, title, and social security number. In all cases, the
designation of copies should include the Administrative Officer.

It is recommended that divisions establish administrative control
files to track all TDY requests for assistance as well as assistance
provided to other divisions of special and/or general support
personnel.

(10) Personal convenience/hardship TDY assignments for
SUPPORT PERSONNEL will continue to be considered on a case-by-case e
basis -and should be coordinated with Staffing Unit, Personnel ' s
Division. All travel and per diem costs associated with this type of
assignment are at the expense of the requesting employee. Such
assignments are normally arranged for an initial period of up to 90
days, but can be for a shorter period. Extensions of up to 90 - . . o
additional days will be considered based on the individual's situation’ '
and the needs of both offices. (See MAOP, Part I, 11-5.) ’

Sensitive
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EFFECTIVE 07/31/95

11-17.1 Procedures for Record1ng Interest

Legal Attache (Legat) Offices

SA and/or support personnel who are 1nterested 14
assignment to a Legat office should prepare|a Form FD—826|to their:
immediate supervisor expressing their interest. The|FD—826|s;o%
include spec1f1c skills, language abxllty, ete., that the emplogg’
specify which area of the world the employee is interested in’ servxn
(i.e., Far East, Europe, or the Americas). It will be left to the;
discretion of each supervisor which|FD-826's|are forwarded to the- SAC.
or Assistant Director for review and final approval. Once approved by'
the SAC or Assistant Director, the employee's name should be forwarded
to the Division's Administrative Office for entry inte the Bureau -
Personnel Management System (BPMS). The Liaison and International
Affairs Section (LIAS), Criminal Investigative Division, which manages
Legat operations, will run periodic reports of employees expressing
interest in foreign TDY assignment and, when a Legat requires TDY
assistance, will contact the appropriate SAC or Assistant Director to
determine the availability of qualified employees who have expressed
an interest in that particular Legat office.

EFFECTIVE: 01/13/95

11-18 DETAIL ASSIGNMENTS OF EMPLOYEES OUTSIDE THE FBI

The Office of Personnel Management (OPM) and Department of
Justice (DOJ) require prior approval before an employee may be'
detailed to another position, partxcularly if the employee 15 be1ng“
detailed from an excepted service posxt1on to a competitive serV1ce
position. This approval requirement is mandated by Civil Service Rule
6.5 which stated that "No person who is serving under an excepted
appointment shall be assigned to the work of a pos1t1on in the
competitive service without prior approval of OPM. '
|[(See MAOP, Part I, 1-28, For conduct of employees on detail. )|

Lt
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EFFECfIVE: 07/12/94

|[11-18.1] Details Within the DOJ

120-day increments up to a maximum total detail of one yeari®¥
Extensions beyond one year will then require prior OPM approval

(2) If the position to which the FBI employee is to be ™~

detailed is a competitive service position, prior OPM approval of the
proposed detail is required.

EFFECTIVE: 06/21/94

||11—18.2| Details Outside the DOJ

) Any proposed detail (or extension of same) of an FBI

employee to an organization outside the DOJ for 30 days or more must
be submitted for approval of the Deputy Attorney General (DAG) through
the Justice Management Division, DOJ. :

(1) 1If the position to which the FBI employee is to be
detailed is another excepted service position, only the DAG approval
is necessary.

(2) 1If the position to which the FBI employee is to be
detailed is a competitive service posxtxon, prior OPM approval of the
proposed detail is also required. ‘

EFFECTIVE: 06/21/94
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performxng with the other agency and should indicate whgther ‘the
position is in the excepted or competitive service. v‘umﬁfn.mﬂm

(2) Requests for approval must be subm;tted to the A7
Staffing Unit, Personnel Management Section, PD, with suff1c1ent t1me
to seek the appropriate approval from either DOJ or OPM. DOJ
approvals average three weeks. OPM approvals usually take longer.

(3) To alleviate problems concerning the information
needed to detail an employee, the following must be provided to
Staffing Unit, PD:

(a) The eﬁployee's official Bureau name, title, and

grade.

(b) The name of the organization to which the detail ‘
is proposed. ' ' . L

{c) The proposed beginning and ending dates of the
detaitl, .

(d) An official position description from the agency
to which the employee is being detailed. This position description
must be reflective of the duties the employee will be performing with
the other agency and should indicate whether the position is in the
excepted or competitive service.

to PD from the requesting agency adV151ng of ‘all items being -
reimbursed with a contact (name, address, and telephone number) 1n

i

order for the FBI to bill the requesting agency. R

(£) The purpose of the detail and 1nd1V1dua1
organizational benefxts.

(4) Upon arrival in the other agency, a Nofzfzcation of
Personnel Actlon (SF-50) will be prepared which will include the’ t1me L
limitations of the detail. Although the employee's cost center wxll P

Sensitive = .. 7.
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change to reflect 3551gnment to another 2g
headquartered “to the d1v:sxon that* 15‘

“(i. e., time™ and attendance records, Bureau correspondence,ff'
the employee.-" T

The determination as- to whether deta11ed Spec1a1 Agents will“be
~counted as part of a division's Target Staffing Level will be made b
the Resource Management and Allocation Board.

EFFECTIVE: 06/21/94

|11~18.4| House Appropriations Committee - Surveys and
' Investigations Staff|(See MAOP, Part I, 3-8.)|

EFFECTIVE: 06/21/94

]11-18.4.1| Introduction

(1) Many of the programs handled by the House
Appropriations Committee — Surveys and Investigations Staff
(hereinafter referred to as Staff) have national or worldwide
significance and can include such studies as national energy problems,
military readiness and deployment and worldwide intelligence
activities. The responsibilities inherent in this highly visible,
complex and important assignment require individuals who have strong .
potential to develop executive ability in order to accomplish the
desired ends of the committee. Individuals considered for selection
must exhibit personal responsibility; have initiative, resourcefulness
and versatility; and possess outstanding qualities of logic,
perception and organizational and literary ability. Special Agents
assigned to the Staff will be dealing with persons representing the
highest level of Government and, therefore, it is imperative that they
be capable of represent1ng the FBI 1n an outstand1ng manner.

: (2) The Surveys and Investigations Staff is directed by - -
an Executive Staff composed of a permanent Chief, a Director and two

Sens1t1ve
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Assistant Directors. The Director and two Ass1stan€%D1rectors are:
- Skt

selec;ed from the ranks of the FBI

' EFFECTIVE: 06/21/94 >

11-18.4.2 Selection Process (See MAOP, Part I, 3-8 (5).) -

(1) Requests for Staff personnel will be made known't
the Assistant Director, PD, who will cause to be posted a "Notice’
Vacancy" communication to appropriate field divisions. Appl1cants
should submit completed FD-638 to FBIHQ, Attention: Special Agent-.
Transfer Unit. The Staff's senior FBI representative will then advise,
the Assistant Director, PD, of his/her preference of the" respondents
to the posting. Upon approval from FBIHQ, Agents selected will be
detailed for an initial mutual evaluation period of up to 90 days.~ .
The decision to transfer an individual in the event his/her office is« - Tl e g
not contiguous to Wash1ngton, D.C., will be a negotiable point between
FBIHQ, the Chief of the Staff and the individual involved through
discussion with him/her.

(2) Agents considered for a Staff assignment will be
selected from those nonsupervisory Special Agents with an experience
level of GS-12 or above. It would be beneficial if candidates
possessed prior commissioned military officer experience,
auditing/accounting, or a procurement background. Preference would be
given to relief supervisors who are currently in the EDSP. Agents
selected for this assignment will be retained on the rolls of the FBI
and will continue to be eligible for|AVP|compensation.

EFFECTIVE: 04/02/96
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‘team members may be considered for 5 Mter r
of Supervisory Team Leader (G5-14); “however, it
understood that only.a limited number of these posxtxong are
available. Therefore, promotional opportun1t1es a§2”11m1ﬁ3a.
term promotion is for the duration of the Staff ass:gnmen
Recommendations for promotion to the position of SuperV1sory Team
Leader will be furnished to the chairperson of the SAMMS Board FBIHQ
by appropriate cover letter and completed Form FD-638 for théif?
approval. An FBI employee who completes his/her Staff time and has™”
advanced to the GS-14 term promotion status will return to the FBI at
the same grade that they would have been if they had not left the
agency and had continued in the normal "in—house" career path
However, these individuals will be given every consideration for
promotion upon their completion of the Staff assignment if positions . .

are available and they possess the necessary qualifications. P

{(2) Individuals selected for assignment to the Executive
Staff (Director and Assistant Directors) are reviewed by the SAMMS
Board. The Assistant Director on the Surveys and Investigations Staff
will be selected from the ranks of Supervisory Special Agents T
-ecurrently in the EDSP., The individual selected will be initially
placed in a Team Coordinator role for a period not to exceed 120 days.
Upon mutual agreement to remain in the position, his/her name will be S
forwarded toc the SAMMS Board as the designated Assistant Director, - L
Surveys and Investigations Staff, |GS 15. I At the SAMMS Board's
discretion, the promotion to]GS 15|wou1d be temporary for the duration
of the assignment with reversion to|GS- 14|upon return to the FBI or a
permanent promotion to|GS 15|as long as FBIHQ agrees to place the
employee in a|GS 15|pos1t1on upon his/her return. Upon approval for
this position, he/she will be removed from the rolls of the FBI for .~
the three-year assignment. Upon completion of their assxgnment 3&3
members of the Executive Staff will be returned to FBIHQ and as igne
as determined by the SAMMS Board.

EFFECTIVE: 06/21/94
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|[11-18.4.4] Length of

¥, "'.w\«'--'-'—-ﬂ-' 5
i

- Ry

N SV § | 1nd1V1duals,—followxng the”iﬁ1£;‘
perxod will be detailed to the Staff, for ass1g;gept of gp‘

years. Only under special circumstances will any téam'me ber
assignment be extended beyond the four"year limit 3

or a maximum of five years' total assignment.
Also see "House Appropriations Committee -

Staff," Part I, Section 3-8, "Career Development Hatters,
manual.

EFFECTIVE: 06/21/94
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-. - SECTION 12.

o

12~1 OPERATION OF MOTOR VEHICLE{

EFFECTIVE: 06/09/86

| 12-1.1 |Motor Vehicle Operators

Special Agent and Non-Agent personnel must posséss an FBI
Identification Card or Credential and meet the certification
requirements listed below in Sections 12-1.2 through 12-1.2.5.|

EFFECTIVE: 06/05/96

| 12-1.1.1 |Deleted|

EFFECTIVE: 06/05/96

[{12-1.1.2 Summer Employees and Honor Interns

w e - : . T e
A summer employee is not to be authorized to operate
government-owned/leased motor vehicles under any circumstances. o
Honors Intern employee can be authorized to operate government- T el
owned/leased motor vehicles provided he/she meets the certification o

requirements listed in MAOP, Part I, 12-1.2 through 12-1.2.5.|"

EFFECTIVE: 05/22/96 . o

;_}__J;:wf ,Sequtivé;;._, '?1_.;3: B
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12-1.2 Requirement?'for|0perators to Drxve Gov“ n
L Owned/Leased .Motor Vehicle
TTTo12-l2e and"12-1, 5. )|

EFFECTIVE: 06/05/96

:

12-1.2.1 Valid State or Local Operator's License |(See MAOP, Part
I, 12-1.1, 12-1.1.2, and 12-1,5.)| .

(1) Each employee must have a valid operator's permit
issued by state or local authorities where the employee is dom1C1led
or principally employed, before he/she can obtaln|authorzzat10n '
to|operate a government-owned/leased motor vehxcle.

(2) [Deleted

EFFECTIVE: 06/05/96

12-1.2.2 = Physical Fitness Report (Optional Form (OF) 345, formerly
Standard Form (SF) 47) (See MAOP, Part I, |12-1.1,
12-1.1.2, 12-1.4, and 12-1.5.)|

All employees driving]government-ownedlleasedImotor
vehicles must be certified as physically fit. The OF-345, formerly
SF-47 (Physical Fitness Inquiry For Motor Vehicle Operators), must be
submitted by all|non-Agent|employees requesting|authorization to - s
operate a government-owned/leased motor vehicle.

(1) Non-Agent personnel should fill out this form and it = _ |
should be placed in the employee's personnel file. The OF-345,
formerly SF-47, for field personnel will be initiated by their
respective field offices and maintained in the employee s field
personnel file. Since Special Agent personnel receive either an
annual or triennial physical examination, Special Agents are not
required to execute the OF-345, formerly SF-47. Special Agent’
personnel need only to execute the FD-288 for certification to operate-
a government-owned/leased motor vehicle.

Sensitive -
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)] D1v;sxon heads or SACs are responsxbl

that only employees physically, fit are perm1tted to operateaa
|lgovernment owned/leased|motor vehicle. An affxrmat1v
question on the OF-345, formerly SF-47, w111 reﬁuzre T
official to determlne whether a physical exam1nat10n 154

3)
has been restricted from driving for any physical reason.
is then to be followed closely and when the restriction has been
removed, by proper medical certification, FBIHQ is to be advgsed.

(4) Any employee whose vision is corrected by glaséés'to T,

meet the required standards must be specifically instructed he/she may ‘

operate algovernment-owned/leased motor|vehicle only when wearing . %
corrective lenses., Such restrictions should also be noted on the o
employee's FD-288. _ - -

EFFECTIVE: 06/05/96

12-1.2.3 Driving Certification (FD-288) (See MAOP, Part I,
12-1.1, 12-1.1.2, 12-1,4, and 12-1.5.)

Form FD-288 (Driving Certification) is to be filled out ' ;
upon request by any employee requesting authorization to operate a
government-owned/leased motor vehicle or requesting recertification
every four years thereafter to operate a government—owned/leased motor
vehicle. FBIHQ will advise the field by SAC Memorandum when FD-288 o
(Dr1V1ng Certification) completion is necessary for recert1f1catxon of e
Agent personnel. Non-Agent personnel will be recertified in the four- '”a— S
year anniversary month to the employee's original certification to '
operate a government owned/leased motor vehicle.

(1) Agent and non-Agent personnel should fill out this
form and it should be placed in the employee's field personnel file,
|F1e1d offices shall not send their FD-288s to FBIHQ, Facilities
Management and Security Section. At FBIHQ, each division head or
office head is to ensure that executed FD-288s for non-Agent’
personnel are forwarded to the Facilities Management and Security
Section for review, approval, and processing. At FBEIHQ, each.
division head or office head is to forward the approved Special

_ Sensitive IS o
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this employee must take a road test before he/she may be author1zed to
operate a government-owned/leased motor vehicle incidental to h1s/her'
official duties.

(3) Any restrictions on an employee's state, District of
Columbla, or a terrltory of the United States driving permit, i.e., gﬂs'
"wvalid only when wearing glasses," etc., must be noted on the FD-288 -
and on the government driving permit.

EFFECTIVE: 07/08/96

12-1.2.4 Road Test (FD-288) — Requirement and Administration
| | (See MAOP, Part I, 12-1.1, 12-1.1.2, and 12-1.5.)|

Certification may also be made by official FBI road test.
IDivision heads or SACs, except at FBIHQ, may waive the road test
requirement for operators of vehicles of one-ton capacity or less and
for incidental operators of any class vehicle, who possess a current
driver's license from one of the 50 states, District of Columbia, or
Puerto Rico, where the employee is domiciled or principally employed.
Division heads or SACs may not waive the road test requirement for any
category of operators cited in 12-1.2.4 (2).]| If the employee
qualifies through the road test, notation to this effect. should be
made on Form FD—288

(1) The following road test regulations are to be
followed unless they conflict with state laws or regulations of local
authorities in the state where employee is principally employed.

(a) The official FBI road test procedures are
contained in Form FD-288, operator's road test.

(b) The form provides a systematic method of. o
determining employee proficiency in operating a motor vehicle properly -

r

PN v
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vehicles in the performance of official duties.

(b) Employees undergoxng training in New Agent' s'
class. Those employees are to be tested by the Tra1n1ng DlVlSlOﬂ EB'A'
evaluate basic driving fitness. , - e

(¢) Employees who are to drive|any buses, panel
vans, passenger vans, law enforcement vehicles, emergency vehicles,
any vehicles of more than one- ton capacity, and any vehicles used for
the transportation of hazardous materials|are to be road tested as
required with the type of vehicle to be operated by them.

5
g -

(3) Administration of road test to Agent and non-Agent
perscnnel,

(a) Tests shall be administered to investigative
personnel by Special Agent examiners.

(b) Tests administered to noninvestigative employees
may be given by support personnel assigned to automotive inspection .
~duties, provided the division head or SAC 1nd1cates such employees are
fully qua11f1ed to perform this work

(c) An employee is considered competent ag aniiTh
examiner if: he/she has operated a motor vehicle of the type to be
used in the test for a distance of at least 3,000 miles during the =%
previous three-year period; he/she is considered to be an above-
average driver; and he/she has passed the FBI road test
satisfactorily. .

EFFECTIVE: 06/05/96 e e
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Employees faxling the test should be
| d1V1sxon head or|h1s/her|ass1stant (8AC or ASAC)

and practice obtained on their own txme, us1ng a non-Government owne ﬁ%j Ly
vehicle. . o s X 3
. (1) Employees may not operate any motor vehicle op:

official business during this interim period. -

(2) Employees should advise the division head or SAC?. :
within a two—week period that remedial action has been completed 50
that a second test may be scheduled. :

(3) Support personnel failing a second test will be
eliminated for a period of thirty days from being considered for -
| further opportunities te qualify to drlve|Government owned/leased
vehicles.

If the support person occupies a position which requires
driving a vehicle, FBIHQ should be advised of the employee's failure
to pass the FBI road test, setting forth UACB recommendation as to
further action to be taken. |FBIHQ should be advised of what duties
are being assigned to the employee while he/she is in a nonqualified
status as a driver of Government-owned/leased vehicles.|

| (4)| The second road test should not be given to an
employee by the same examiner.

EFFECTIVE: 06/09/86

12-1.3 ]Procedures to Identify Employees Authorized to Operate
Government—Owned/Leased Motor Vehicle]

IAt FBIHQ, each division head or office head is to ensure
that executed FD-288 and OF-345, formerly SF-47, are forwarded to the
Facilities Management and Security Section, for final review,
approval, and processing.| Each field office will preépare the
appropriate forms (OF-345, formerly SF-47, and FD-288) for their e
respective employees. Each field office is respons:ble for: :

[ the|cert1f1cat1on and periodic review of the competence ‘and Phy51c31
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employee ] personnel file "in their fzeld‘offz
original or a copy to FBIHQ, Fac111t1es
Sectxon.l ’

EFFECTIVE: 06/05/96

12-1.4 [Recertification|of|Authorization to Operate a.
Government~Owned/Leased Motor Vehicle| — .

,.v

|Recert1f1cat1on of authorization to operate a government—
owned/leased motor vehicle must occur at least once|every four (4)
years,

(1) Forms OF-345 (formerly SF-47) and FD-288 should be.
filled out in accordance with 12-1.2.2 and 12-1.2.3 by employees who
drive government-owned/leased motor vehicles.

(2) These forms are to be reviewed by the division head -
or SAC to ensure -that employees still meet the necessary requirements .
to operate a|government- owned/leased|motor vehicle. R

(3) A road test is not mandatory for renewing an - =3
employee's authorization to operate a vehicle on official business
when he/she has a safe driving record. :

If there is a question or doubt about the employee's safe driving "

record the division head or SAC should adhere to 12-1.2.3, [T
subparagraph (2). . ”

EFFECTIVE: 06/05/96
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record or whether he/she must be given a road test to do so. Tl
communication must also contain any recommendation for other’ 3~ i
disciplinary action FBIHQ should take with respect to the” employee By
1nvolved. e

(1) The AUTHORIZATION of any Bureau employee to operate a
motor vehicle incidental to his/her official duties shall be o .Y
immediately suspended and FBIHQ advised, when:

(a) The examining medical officer finds that the
employee fails to meet the required physical standards and the
disqualifying defect is of a permanent nature.

(b) The employee's state or local license is
suspended or revoked.

(c) The employee is convicted of operating a motor
vehicle under the influence of narcotics.

(d) The employee is convicted of leaving the scene
of an accident. -

- (e) Any arrest for violations described in
subparagraphs (c) and (d) must be reported immediately to FBIHQ as set
out in this manual, Part I, Section 13, entitled '"Disciplinary
Matters."

¥ ) *5 e o
(f) Immediately follow;ng an employee's arrest of i
administrative finding of driving while under the influence (DUI) or S EST

while intoxicated (DWI). (See MAOP, Part I, 1-30.3.)

(g) In alcohol-related misconduct cases 1nVOIV1ng
the use of a motor vehicle, a Presumptxon will exist that there 1s a ¥
nece551ty to suspend the employee's privilege to operate a
|government- owned/leased|motor vehicle for a period of not less than
ONE YEAR following such offense. This suspension will oceur - -~ -~ -~ - -— -
regardless whether the nature of the employee's motor vehicle offense ’
has been reduced as a result of judicial review, plea barga1n1ng, or

Sensitive R [
PRINTED: 02/10/98 \




Manual of Adm1n15trat1ve Operetlons and Procedures
Part I

the employee s entry 1nto a d1vers:onfor substance"
(See MaOP, Part I, 1-3:1 and 1-30.3.)

7 W“éLf”: RN i iy
o “f o (2) CONSIDERATION for suspensxon of “any Bureau empl
from operating a motor vehicle incidental to employee i:'f:.{::.ai‘?\fi‘“m

- i”;"_-z e

duties when any one of the following cond1t10ns applxes

(a)
employee fails to meet physical standards, but the defect is.
considered to be of a temporary or correctable nature.

(b) While operating a motor vehicle on official or
personal business, the employee is involved in a traffic violation’
other than a parking violation, or is involved in an accident in wh1ch
employee is found to be at fault.

(c) The employee improperly operates the motor
vehicle assigned to him/her.

(3) An employee whose driving privilege is suspended
shall not be reauthorized to drive a government vehicle without FBIHQ
approval. This authority will be granted only after all FBI, state
and local requirements, as outlined underllZ-l.Zihave been met.

EFFECTIVE: 06705/96

| 12-1.6 [Deleted|

EFFECTIVE: 06/05/96
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(a) Only aggravated traffic 61613t1ons
while driving a privately owned automobile, which have resukEgd in the
employee's bexng arrested by local authorities and all 1nstanéé =2

1nv01vxng the 1ssuance of a traffie citation where1n the use ofi

in the offensé, i.e., Driving While Intoxicated (DWI}, Driving Undg}

the Influence (DUI).

(b) Any traffic violation, no matter how minof?in ,
nature, received while operating a Bureau vehicle or while performxng
in a duty status.

(2). An employee who receives a traffic citation in one of
the above-mentioned situations must advise his/her immediate
supervisor of any violations promptly. Any situation in which the
employee is in doubt as to the reporting requirement is to be resolved
in favor of reporting the incident for.a supervisory determination.

(3} Any employee who takes any action to have a citation

for a traffic violation canceled or adjusted will be subject to severe
administrative action.

EFFECTIVE: 06/09/86

12-2 ACCIDENTS

EFFECTIVE: 08/25/89

12-2.1 Reporting Requirements

‘EFFECTIVE: 08/25/89

Sensitive . o R
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12“2.1,1 Employees to DlVlSlOn Head or SAC"

o i :
- Each d1V1510n head or SAC must‘be _prom

EFFECTIVE: 08/25/89

12-2.1.2  To FBIHQ e

FBIHQ must be promptly advised of all accidents xnvolvxng-
vehicles engaged in official business except in cases in which no= ™
personal injury is involved, no damage to third party property_anﬂ e
property damage to Bureau veh1c1e(s) does not exceed|$500.| In these " R
excepted cases in which an employee is considered at fault, -
‘appropriate notation concerning accident must be placed in employee s
field personnel file and FBIHQ advised so copy may be placed in’ T

employee's FBIHQ personnel file,
EFFECTIVE: 08/25/89

12-2.2 Investigations and the Reports
EFFECTIVE: 08/25/89

12-2.2.1  Need for Investigation

(1) Acc1dents involving motor vehzcles engaged in
official "m
to third party property ‘and property damage, if any, to Bureaﬁ Vehicle
does not exceed $500 need not be investigated unless c1rcumstapces S
indicate desirability of investigation, which determination 1s’SAC s T
personal responsibility. In those cases where there is no damage to &
the Bureau vehicle but liability is placed on the U.S. Government n" .
accident report must be done. Any question of 113b111ty should be

reviewed by the Prxnc1pa1 Legal Advisor.

-, 2 e 4 ,'»

(2) Anytime an accident occurs while ut11121ng s Bureau.
vehicle, it will be incumbent upon each office to determine’ the statear;r'
law for that partzcular state regarding the reporting of acczdents and

.. . Sensitive ... il el
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damage is properly estimated.

(4) All other accidents involving FBI personnel’ “while on%
official business must be completely investigated by an Agent gho
not the driver, an occupant, or witness. However, driVer of" Burea
vehicle involved in accident, or other employees present, should ° g
‘always be alert to possibility of procuring statements from driver . of -

other vehicle and witnesses immediately after accident. -

[ (5)An accident control file should be established in
each field office for those accidents which are not reportable to

FBIHQ or .do not requxre a detailed investigation for damages over‘_ﬁ-
$500: .

(a) A nonreportable accident is an incident where
damages to the Bureau vehicle are under $500 and there is no
Government liability. For this type of accident, there is no
requirement that FBIHQ be advised. This includes those accidents
where the damage to the Bureau vehicle is under $500 and liability
rests with the other party involved., Collection procedures involving
these accidents will be handled at the discretion of the Principal
Legal Advisor. A memorandum summarizing the accident and Standard
Form (SF) 91, Operator's Report of a Motor Vehicle Accident, should be
recorded in the control file.

(b) For those accidents over $500 where the Bureau
vehxcle is the only identified vehicle, and there is no possibility of
a Federal Torts claim being filed by another party, a summary axrtel
with appropriate enclosures should be forwarded to FBIHQ. Appggpr;
enclosures should include SF 91 of the Bureau dr1ver, polxce report; .
(if one exists), and estimates for repair of the Bureau veh1cle..‘Ihi§g'-"_f“”
airtel should be filed in the accident control file. This would . - .
include those accidents involving animals; hit-and-run accidents where
the other party is not identified; other FBI vehicles; or those .
instances where medians, curbings, poles, road debris, and bu11d1ng
structures are struck by the Bureau vehicle. If there exists a.
possibility that a Federal Torts claim will be filed, a detailed
investigative report (FD-204 and FD-263) must be forwarded to FBIHQ.| -

~t
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. EFFECTIVE: 09/21/93 y

- .

12-2.2,2 Asé:gnment of Investigations
’ AN e e R

. Investigations must be ass1gned to experienced’ Agent

must be entirely familiar with all Bureau requirements relating to'

these matters. Ll

-\.. .-nn,e‘

(1) Agents investigating these matters must always bear-‘
in mind possibility of suits being brought against Government as a. "I
result of accident. i

(2) Investigations and reports must be completely
objective.

(3) Investigations must be vigorously, speedily, and
thoroughly conducted and FBIHQ kept advised of all developments.

EFFECTIVE: 08/25/89

12-2.2.3 Deadline for Submission of Reports and Copy Count

Reports of complete investigation must be submitted to
FBIHQ within ten working days after the accident. If impossible to
complete investigation within that period, FBIHQ must be promptly
notified, giving reason for delay. Reports should be submitted in
triplicate to FBIHQ, Attention: Automotive Management Unit, Room
6863. When applicable, the following enclosures should also be
submitted in triplicate; SF-91, Operator's Report of Motor Vehicle
Accident; SF-94, Statement of Witness; and all repair estimates.
Photographs of damaged vehicles and/or other damaged property should
be submxtted in duplicate.

1

EFFECTIVE: 08/25/89
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12:2.2.4 .

'requ1re[1nvestlgat10ns, especxally for- thos_'
rests with the U.S. Government

EFFECTIVE: 08/25/89

12-2.2.5. Cover Page for Report

In every instance it is mandatory that follow1ng " =
information be set forth in cover page(s) accompanying initial report'

(1) Exact nature of assignment of Bureau employee(s) in
Bureau vehicle at time of accident, including title of case to which
assigned.

(2) Origin and destination of Bureau vehicle at time of
accident, including justification for route being taken.

(3) Full identification of and accounting for presence of
each person in Bureau vehicle,

(4) 1If Bureau vehicle on surveillance, exact location of
subject at time of accident. If surveillance or any other
circumstances, such as weather or surface conditions, in any way
contributed to accident, furnish details.

| (5)The title for the case must show the Bureau car
number, year, make and model of the Bureau vehicle, official Bureau
payroll name of the Government driver(s), and date of the accident.
The field office car number assigned to the Bureau vehicle should not
be included in the title nor should any information regarding the.;
other party(s) involved in the accident unless there are other Bureau
vehicles involved. , ST

: (6) Driver training information should be 1nc1uded in the
cover pages of the report. List date for all training received at the I
Emergency Vehicle Operations Center (EVOC) whether it be through in~ - ‘
service or New Agents basic training.

(7) 1f the Bureau vehicle is a rental or leased vehicle, L
then the substantive case title and file number under which rental
authority was approved should be included on the cover page. If

Sensitive
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vehicle is rented under SAC author1ty (1. e.,,‘ %)
should be noted. Any vehicle ‘which has been rented f
days_ should have a Bureau car number ass1gqux r
approval E*

EFFECTIVE: 09/21/93

12-2.2.6 Reports Must Show

(1) Year, make, model, and motor number of vehicles ™
involved R

(2) Date, time, and place of accident

(3) Description of accident scene. Photographs submitted
in duplicate and/or diagrams are highly desirable. Such photographs't““
or diagrams should be properly identified to clearly indicate '
directions vehicles traveling, point of impact, and any other
pertinent information. Avoid administrative data which should be set
out only on cover pages of report,

(4) Visibility, weather, road conditions, and type of
road surface

(5) Pertinent distance and speeds of vehicles ‘ — -

(6) Whether vehicle equipped with chains or snow tires,
if pertinent. It is SAC’s responsibility to establish office pol1cy
regarding use of chains or snow tires.

(7) Complete details as to how accident occurred;
including statements of drivers, passengers, and all w;tnesses »lufg
Interview results of employee- driver must be spec:fxc and 1n-depth '
with regard to the circumstances of the accident. Signed statements}
witnessed by Agent, should be obtained where possible from drivers of ., .
other vehicles involved, passengers, and witnesses, When szgned Y
statement not obtained, report should state specific efforts made to
procure same, as well as identity of negative witnesses, Since this
would at most result in civil proceedings; interviews.need not include”
warnings as required in cr1m1nal cases.

Ky

(8) Existing traffzc controls and pertinent local traffxc - N
regulations governing the actlons of the drivers involved.

Sehsitiye_-h -
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belts, if available, at time of accxdent.‘_ s

(and passenger, if one) of Bureau vehicle was/wergwhﬁilxzxng_ﬁﬁ
at time of accident.--Set out if operator of third party v
any restrictions on motor vehicle operator's license, such as
requirement that operator must wear glasses when driving, and whether
operator was abiding by such restrictions at time of accxdent.; If
vehicle defect may have been cause, promptly have impartial tests
made. ’

(10) Summary of the results of any police investigatién
conducted and, in addition, copies of police reports should be. = %'
submitted as enclosures.

. (11) Extent and amount of property damage and personalx
injury. Photographs of damaged vehicles or other damaged property7
should be taken, particularly in cases in which there is a possibility
of a claim or suit being filed by or against the Government.

(12) Insurance status and financial ability of parties
involved. Enclose copy of employee's liability insurance policy if
personally owned vehicle has been used on official business. If
Bureau vehicle is used, include information concerning coverage for
damage to Bureau vehicle. All employees authorized to operate Bureau
vehicles should be informed Government does not provide insurance
coverage for damage to its vehicles. '

{13) Items (1) through (12) above are not all-inclusive . C .
and any other information pertinent to a partxcular accident ‘'should be '
submitted.

EFFECTIVE: 08/25/89

12-2,2.7 Obtaining Information for Possible Court Action

Information furnished by any individual who may be called
upon to testify at any time in the future should be reported in
accordance with instructions, regarding "Reporting Information that
May Become Testimony," set out in this manual, Refer to Part II,
Section 10.
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 EFFECTIVE: 03/30/84 .

12-2.2.8  Office of Origin

Qffice of origin is to be shown in title of all
communications, except reports.

EFFECTIVE: 03/30/84

12-2.2.9 Cover Memorandum Forwarding Report

A cover memorandum transmitting the investigative report
of the accident should only be submitted when facts of the case
indicate gross or extreme negligence on the part of the employee or
when the employee sustains damage to the Bureau vehicle if utilizing
it on other than official business or if other violations of Bureau
rules are involved., In these instances, cover memorandum must include
SAC's recommendation for administrative action with a concise analysis
of pertinent facts involved.

EFFECTIVE: 08/25/89

12-2.3 Forms

Standard Government forms are to be executed by the
.several parties involved when applicable. E

EFFECTIVE: 08/25/89 R

12-2.3.1 SF-91 - Operator's Report of Motor-Vehicle Accident - B

| SF-91 must|be executed by the Bureauldrlver|1n e
alllaccxdents, must be carried in Bureau vehicle at all t1mes, and
must be included as enclosure to investigative report when sent to
FBIHQ. For those instances where more than one Bureau vehicle is
involved in an accident, each Bureau driver must cémpleté*an'SF"QI.lR
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EFFECTIVE: 09/21/93 - o

I2—2:3.2 SF-94 - Statéﬁént of Witness Y
roh

[May|be executed by all available WLtnesses wh

willing. Where it appears that claim for personal injury might.’

result, it is imperative that signed statements be promptly’ procured-%'

from all witnesses if willing.

EFFECTIVE: 08/25/89

12-2.3.3 SF-95 - Claim for Damage, Injury or Death

Refer to MIOG, Part I, 197-8.
EFFECTIVE: 08/25/89
12-2.4 Claims and Suits

EFFECTIVE: 08/25/89

12-2.4.1 Public Law 89-508 (Federal Claims Collection Act.of 1966)

Public Law 89-508, effective 1-15-67, requires aggressive
action with effective follow-up through written demands upon debtor in
terms which inform of consequences of failure to cooperate.

-

(1} When the Bureau automobile is determ1ned.f6 be dff"‘ DR
totaled as result of an accident, you should collect the d1fference
‘between the retail value and amount received from salvage.

(2) State in general terms such as "fa11ure to cooperate .
will necessitate collection through available legal remedies." Advise e e
the debtor the amount owed with documentation. Three written demands®™ ~° * =
should be made at 30-day intervals unless response to the first or"-
.second indicates further demand would be futile. Furnish FBIHQ three”
copies of such correspondence fully identifying it. Written demands

should be prepared by the Principal Legal Advisor. ‘ S
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company making the repairs and not to the FBI.™
payable to the U.S. Government, FBI, or Bureau employee cannot be:
endorsed over to a repair facility for repair of a Bureau vehicle.
These checks must be forwarded to the Automotive Managemént Unit

(AMU) , FBIHQ, for eventual deposit in the Miscellaneous Rece1pts s
Account at the U.S. Treasury. R

(4) 1If principal amount does not exceed $20,000,
collection action may be terminated if no indication of fraud,‘ .
misrepresentation or violation of antitrust laws and it appears Ho
person liable on the claim has present or prospective finmancial = ... L
ability to pay any significant amount of the claim, or when collection S
costs will likely exceed recovery amount. If termination, suspension,
or compromise of claim seems expedient, do not so inform debtor: R T
without prior FBIHQ authority but forward to FBIHQ debtor's current ’
address (or person upon whom service may be made), current credit
data, summary of actions previously taken to collect or compromise
claim, and any records and exhibits on the claim not previously
forwarded. Regulations implementing the act provide that claims under
$600 exclusive of interest should not be referred for litigation
unless important to a significant enforcement policy, or the debtor is _
able to pay and Government can effectively enforce payment.’ Sl

(5) 1Initial demand should not be made without prior FBIHQ o
instruction. Finance Division will consult with|Office of the
General Counsel|prior to issuing instructions. -

(6) If demands are denied or ignored, ascertain if
financial responsibility laws have been complied with and, 1f not,xh
arrangements should be made toward revocation of operator s perm1t or
other legal penalties. Appropriate opinion of the U.S. Attorney' F3e8
Office should also be obtained.

EFFECTIVE: 09/09/94 ”.sz;
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12-2.4.2 Publie Law 89 506

2 o
VT

e Refer™ ‘to- Mioc Part i?:197?8:&*f
EFFECTIVE: 08/25/89

12-2.4.3 Motor Vehicle Accident Results in a Suit for or Against
the Government or Bureau Employees

Refer to MIOG, Part I, Section 197. CTar

EFFECTIVE: 08/25/89

12-2.4.4 Contacting United States Attorney

Refer to MIOG, Part I, Section 197,
EFFECTIVE: 08/25/89

12-2.4.5 Third Party's Claim Rights

Refer to MIOG, Part I, Section 197.

EFFECTIVE: 08/25/89

12-2.4.6 Forwarding Administrative Claims - PR

-Refer to MIOG, Part I, 197-8.
EFFECTIVE: 08/25/89

12-2.4.7 Compromise of Suits Against the United States

Refer to MIOG, Part I, Section 197.
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Refer to,MIOG, Part I, Section 197

EFFECTIVE: 08/25/89

12-2.5 Responsibility of Employee o
EFFECTIVE: 05/15/80

12-2.5.1  Financially Responsible (See LHBSA, Part 0, 9-2.1.1.) - . o

A Bureau employee will not be held financially responsible ' {
for damage to a Bureau vehicle resulting from an accident caused by
employee's negligence while on official business. However, should an
employee be considered grossly negligent, that is, display wanton
disregard in causing damage to the Bureau vehicle, or should employee
sustain damage to the Bureau vehicle if utilizing it on other than _
official business, employee will be held accountable for costs of . ... C e
repairing the Bureau vehicle. Division head or SAC should inform all
employees who operate Bureau vehicles it is- their responsibility to
provide insurance coverage for damage to Bureau vehicle unless they
elect to personally pay for such damages in the event they are held
financially responsible for the accident. (See MAOP, Part I,
f]1-3.1. 2|regarding the employee's personal liability for damage to a
rental car that is being driven outside the scope of the employee's.
| official duties.) Also, see HAQP,|gaft I, 1-3.1 and|Part II, 6‘1 2.3
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12-2.5.2 Administrative AcEi‘é;ri"

negligence on the part of the employee or
damage to the Bureau vehicle if utilizing i
‘business or if other violations of Bureau rules are 1nv01ved.
| Instances of unauthorized use of a Bureau vehicle, misconduct
involving a Bureau vehicle, or arrests (i.e., Driving While**¥
Intoxicated, willful reckless driving, resisting arrest, 1eav1ng the:
scene of an accident, etc.) must be immediately brought to the =~
attention of FBIHQ as set forth in this manual, Part I, Section 13,
entitled "Disciplinary Matters."]

EFFECTIVE: 05/15/80

12-2.5.3 Employee's Claim for Injuries

Refer to Part I, Section 15, Subsection on "Employee
Compensation Matters,'" concerning action to be instituted by an
employee against a responsible third party for recovery of medical
expenses because of injuries sustained by a Bureau employee while on
official business.

EFFECTIVE: 08/30/91

_12—3 USE. OF PERSONALLY OWNED VEHICLES FOR OFFICIAL BUSINESS
AFTER REGULAR DUTY TOURS

EFFECTIVE: 08/30/91 R

12-3.1 Injuries Incurred

Full facts concerning circumstantes of assignment should
be furnished to FBIHQ for presentation to Office of Workers' ~
Compensation Programs (OWCP). OWCP will decide if circumstances
warrant compensation benefit coverage for personal injuries.
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EFFECTIVE: 08/30/91 .
12-3.2 Authorization : ’

Employees must obtain authorization from only SAC,_AQAQ,
or SA supervisor where time permits. Authorization may be oral and -
informal. Where time is of essence, Special Agents will not be
expected to delay departure to obtain such authorization. T

EFFECTIVE: 08/30/91

12-3.3 Travel Expense

The Bureau will not pay travel expense where persecnally
owned vehicles are driven on special mission type of assignments.
These instructions in no way alter existing authority to use
personally owned vehicles on official business where mileage can be
claimed under certain circumstances. -

EFFECTIVE: 08/30/91

12-4 ' OPERATING BUREAU VEHICLES IN FOREIGN COUNTRIES-INSURANCE
MATTERS

Privately purchased vehicle insurance is required for

Bureau vehicles operated on official business in foreign countries
(see MAOP, Part II, Section|6-8.2.1|for further details).

EFFECTIVE: 08/30/91
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