INTRODUCTION

The information in this document is designed to assist you in understanding the effect of reduction in force and the results of possible separation from your position.  We have presented major topics which we feel will be of both immediate and future concern to you.  In addition, your Civilian Personnel Advisory Center (CPAC) representatives are available to counsel you on all matters pertaining to reduction in force, including your status and rights if you are affected by reduction in force.  Primary consideration will be given to assisting you in every way to lessen the impact of reduction in force.
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SUMMARY OF REDUCTION-IN-FORCE (RIF) PROCEDURES
The following information is intended to provide a general overview of the Federal reduction-in-force system.

COMPETITIVE AREA is the organizational and/or geographical area in which employees compete for positions in a RIF.  Because of the large number of serviced activities assigned to Fort Lewis, we have over 20 different RIF competitive areas.  This means that RIF action in any one of the 20+ competitive areas will affect only the employees of that particular competitive area.

COMPETITIVE LEVEL consists of all positions which are enough alike in qualification requirements, duties, responsibilities, pay and working conditions so that an employee of any one position may be assigned to any of the other positions without changing the terms of the employee’s appointment or unduly interrupting the work.  Separate competitive levels are established for:


a.
Similar positions at different grade levels (Office Automation Clerk, GS-03 and Office Automation Clerk, GS-04 are two different competitive levels because of grade levels).


b.
Similar positions with different tours of duty  (Office Automation Clerk, GS-04 on full-time, part-time, intermittent tours of duty are three different competitive levels).


c. 
Supervisory/Managerial employees and other nonsupervisory employees in similar positions (Supervisory Budget Analyst, GS-11 and Budget Analyst, GS-11 are two different competitive levels).


d.
Formally designated trainee employees and other employees in similar positions (Auto Mechanic Helper, WG-05 on trainee position with target grade of WG-10, and Auto Mechanic Helper (not a trainee), WG-05 are two different competitive levels).

RETENTION REGISTER shows the name of every employee in the competitive levels.  The names are listed in the order of retention standing.

RETENTION STANDING is the order of seniority for RIF placement based on each employee’s tenure (Career, Career-Conditional), veteran preference for RIF, length of service and performance ratings.

NOTE: SEE INFORMATION ON “VETERAN PREFERENCE FOR RIF PURPOSES” IN THIS BOOKLET FOR MILITARY RETIREES’ VETERAN PREFERENCE ELIGIBILITY DURING RIF.

PLACEMENT OFFERS, if any, for employees affected by RIF action will be determined by the West Civilian Personnel Operations Center (WCPOC), Fort Huachuca, Arizona.  Management may be contacted for advice and assistance when appropriate.  An employee has no right to 

choose a position.  At each grade level, employees will be considered for positions in the following order:


a.  Be offered a vacant position at the same grade as their current position or at a grade lower than their current position.


b.  Bump another employee at the same or lower grade who is in a lesser retention subgroup.


c.  Retreat to a formerly held position at the same or lower grade which is occupied by an employee with the same retention subgroup.


d.  Be separated from Federal service.

VALID RIF OFFER is a position for which the employee meets the basic qualification requirements AND which is not at a higher grade than the employee’s current position.  A RIF offer cannot be more than three grades or three-grade intervals (or equivalent) below the employee’s current position.  An exception is that a preference eligible with a compensable service-connected disability of 30% or more may retreat to a position up to five grades (or intervals or equivalents) lower than the current position.

After RIF letters are issued, and until the effective date of the RIF, the WCPOC continues to review new vacancies for possible improvement of RIF offers.  When it is possible to make a better offer to an affected employee, the employee will receive an amendment to the original letter.

ALL RIF letters are issued with an advance notice period of at least 60 days before the effective date of the proposed action.  The notice period will be at least 120 days in the event of a large RIF with 50 or more projected involuntary separations.  

PERFORMANCE RATINGS FOR RIF:  Employees are given performance credit in RIF competition by adjusting the service computation date (Block 31 of the SF-50, “Notification of Personnel Action”) for RIF purposes.  This additional service credit is based on the three most recent annual performance ratings received and officially recorded during the 4-year period prior to the date of the RIF letter.  If an employee had more than three annual ratings during the 4-year period, the three most recent ratings are used.  If an employee has received only one or two annual ratings during the 4-year period, credit will be given on the basis of the value of the actual rating(s) of record divided by the number of actual ratings received.  For example, if an employee has only two actual ratings during the 4-year look back period, the value assigned to each rating is added together and divided by two to derive the amount of additional retention service credit.  If an employee has only one rating, the value of that single rating is used to assign the additional retention service credit.  

If an employee has no rating of record during the prior 4 year period, additional retention service credit will be given based upon the most common, or “modal” summary rating level within the competitive area.  In Department of the Army, the modal rating will be the summary rating level assigned most frequently among the 

actual ratings of record within the competitive area during the 12 month period preceding the cutoff date after which no new ratings will be put on record. 

The value assigned to each performance report of record is as follows:

20 additional years of service - Successful Level 1

16 additional years of service - Successful Level 2

12 additional years of service - Successful Level 3

There are several different performance rating systems in the Federal Government.  Most have five levels as does TAPES.  In all of the five level systems, the top level receives a credit of 20 additional years of service.  The next level receives 16 additional years of service credit and the middle level receives 12 additional years of service credit.  There is no additional service credit for the bottom two levels in any rating system.  There are a few Federal systems which have only three levels, with the top level receiving 20 years of service credit, the middle level 12 additional years' credit, and the bottom level no credit.

The actual amount of additional service credit is computed by adding the values of the three or two overall performance reports and dividing that total by three or two to determine the average value of the combined ratings.   

EXAMPLE:

   Employee received ratings of 
Successful Level 3 = 12 years



Successful Level 3 = 12 years

 
Successful Level 2 = 16 years

   12 years + 12 years + 16 years = 40 years divided by 3 ratings = 13.3, rounded to 14

The additional service credit is subtracted from the employee’s service computation date which results in the adjusted service date for RIF purposes.


EXAMPLE:
81-06-13
(Service Computation Date)



    -14     
(Additional Years Of Service Credit)

               67-06-13
(Adjusted Service Date for RIF Purposes)

SAMPLE RETENTION REGISTER




      ADJUSTED

GROUP
SUBGROUP


   SERVICE DATE


I
AD
Wills, K. B.
61-09-30



A
Brown, J. C.
58-05-30




Smith, R. D.
62-10-05




Jones, R. E.
66-03-08



B
Black, J. H.
52-06-13




White, A. B.
58-03-08


II
AD
Johnson, H. U.
73-12-09



A
Wright, E. G.
67-07-23




Hill, B. A.
71-02-04



B
Henry, R. B.
70-08-17




Hanson, M. A.
72-06-01


III
AD
Pearson, B. D.
69-04-30



A
Glover, M. C.
70-01-28



B
Gregory, K. L.
68-02-10

Group I
-
Career status employees

Group II
-
Career-Conditional status employees

Group III
-
Nonstatus nontemporary employees (TAPER, TERM, Status 




Quo appointments)

Subgroup AD
-
30% or more Compensable Disabled Veterans eligible 




for Preference for RIF

Subgroup A
-
Other veterans/persons eligible for Preference 




for RIF

Subgroup B
-
Non-Veterans and Veterans not eligible for Preference 




for RIF

VETERAN PREFERENCE

FOR

REDUCTION-IN-FORCE PURPOSES

A veteran may receive preference during a reduction in force provided he/she fully meets the regulatory requirements for such preference.  Item 26 on your latest Notification of Personnel Action (SF 50-B) indicates whether or not you are entitled to veterans’ preference for RIF purposes.

GENERAL CRITERIA FOR PREFERENCE

In order to receive preference in Federal employment, the Veteran must have been separated with an honorable discharge or under honorable conditions from active duty in the Armed Forces performed:


1.  In a war, or


2.  In a campaign or expedition for which a campaign badge has been authorized, or


3.  During the period beginning April 28, 1952, and ending July 1, 1955, or


4.  For more than 180 consecutive days, other than for training, any part of which occurred during the period beginning February 1, 1955, and ending October 14, 1976 or during the Gulf War from August 1, 1990 through January 2, 1992.  (Public Law 94-502 enacted October 15, 1976, abolishes peacetime preference for those entering active duty after October 14, 1976, unless they serve in a campaign or war or meet the definition of “disabled veteran”.)

A disabled veteran means a person who was separated under honorable conditions from active duty in the armed forces performed at any time and who has established the present existence of a service-connected disability or is receiving compensation, disability retirement benefits, or pension because of a public statute administered by the Veteran’s Administration or a military department.

ADDITIONAL CRITERIA FOR RETIRED MILITARY

Under the Dual Compensation Act of 1964, a retired member of a uniformed service IS NOT considered a preference eligible for reduction in force unless he/she meets at least one of the following conditions: 

Retired Member Below the Rank

of Major (or equivalent)
1.  The military retirement is based on disability that either:

    a.  Resulted from injury or disease received in the line of duty as a direct result of armed conflict; or

    b.  Was caused by an instrumentality of war and was incurred in the line of duty during a period of war.

2.  The retired pay from a uniformed service is not based on 20 or more years of full-time active service.

3.  The employee has been continuously employed in a Federal service position since November 30, 1964, without a break in service of more than 30 days.

Retired Member at or Above the Rank

of Major (or equivalent)

1.  The military retirement is based on disability that either

    a.  Resulted from injury or disease received in the line of duty as a direct result of armed conflict; or

    b.  Was caused by an instrumentality of war and was incurred in the line of duty during a period of war.

2.  The employee is a disabled veteran and the retired pay from a uniformed service is not based on 20 or more years of full-time active service.

3.  The employee is a disabled veteran and has been continuously employed in a Federal service position since November 30, 1964, without a break in service of more than 30 days.

SEVERANCE PAY
Permanent employees involuntarily separated from Federal Government service may be eligible for severance pay.

ELIGIBILITY CRITERIA

You may be entitled to severance pay if your separation is involuntary and, on the date of separation, you have been on the rolls in the Federal service for at least the preceding 12 calendar months as a full-time or part-time employee.  Intermittent employment is not creditable for severance pay eligibility.  The 12 calendar month period may include permanent and temporary appointments, providing there was not a break in service of more than three calendar days between appointments.

Severance pay is not authorized:

    If you decline an offer of a position which is not lower than two grade or pay levels below the grade or pay level of your current position.

    If, at the time of involuntary separation, you are eligible for an immediate retirement annuity as a civilian employee OR as a member of a uniformed service, whether or not you apply for the annuity.  

    If, at the time of involuntary separation, you are receiving compensation under the Federal Employees Compensation Act, except if you are receiving this compensation concurrently with salary or on account of the death of another person.

LIMITATION ON SEVERANCE PAY
There is a lifetime 52-week limit on the number of weeks an employee can ever be entitled to severance pay.  Should an employee become entitled to severance pay upon a later separation, the agency will compute the number of weeks of severance pay due to the employee and deduct the number of weeks for which he/she previously received severance pay.

METHOD OF PAYMENT
You may elect to receive your severance pay as a lump sum payment.  However, if you elect this method and are reemployed by the Federal Government prior to the end of your severance pay entitlement period, you will be required to repay the portion of the severance pay that overlaps your new period of employment.  Example:  You are entitled to ten weeks severance pay and elect to receive payment in 

a lump sum.  After six weeks you are reemployed by the Federal 

Government.  You would then be required to repay the amount of severance pay equivalent to four weeks -- the difference between the ten weeks you received and the six weeks you were actually off the rolls.

If you do not elect the lump sum payment method, severance pay will be paid to you on a biweekly pay period basis.  The amount of severance payments will be the same as your basic pay immediately before separation until severance pay is exhausted.  Final payment shall consist of only that portion remaining.

No deductions will be made from severance payments other than Federal income tax withholdings and FICA tax, if appropriate.

In the event of your death before the expiration of the period covered by the payments, such payments will be continued on a pay period basis to your survivors.

CREDITABLE SERVICE FOR SEVERANCE PAY COMPUTATION
All Federal civilian service creditable for leave purposes is allowed.

No military service is creditable (unless such military service interrupted otherwise creditable civilian service).

When fractions of a year are involved, the recipient will be credited with 25% of a year for each three months.

DOCUMENTATION OF SEVERANCE PAY ENTITLEMENT
When an employee is involuntarily separated, the “Remarks” Section of the SF-50, “Notification of Personnel Action”, will state whether the employee is or is not entitled to severance pay.  If entitled, the SF-50 will show the total amount of severance pay, amount of the weekly pay, the number of weeks it will take to exhaust the entitlement and the date the payment begins.  If the employee was approved to receive severance pay in a lump sum, the amount of weekly pay will show “0” and the following remark will be entered:  “Payment of severance pay in a lump sum amount is authorized under the National Defense Authorization Act for FY 96, P.L. 104-106, Section 1035.  Reemployment by the Federal Government may result in a debt and require that all or a portion of the lump sum be repaid.”  Payroll offices will automatically pay severance pay in a lump sum when documented as described.  

REEMPLOYMENT
Reemployment in a Federal agency in a permanent appointment stops severance pay should you be in receipt of such pay when reappointed.  If you received it in a lump sum, you will be obligated to repay the 

portion that overlaps your new  period of employment.  Reemployment 

in a temporary appointment will interrupt or defer severance pay until such appointment is terminated.  If you received lump sum severance pay, you will be required to repay the portion that overlaps your new period of employment whether permanent or temporary.  However if reemployed on a temporary appointment, you would upon termination from the temporary appointment receive the amount that you repaid.  

COMPUTATION OF SEVERANCE PAY
Severance pay is computed on the basis of two elements:

    1.  Basic Allowance - one week’s basic pay (at rate received immediately before involuntary separation) for each of the first ten years of creditable service AND two week’s basic pay for each year of creditable service beyond ten years.

PLUS

    2.  Age Adjustment Allowance - 10% of the total basic allowance for each year that you exceed 40 years of age at the time of involuntary separation.

EXAMPLE OF SEVERANCE PAY COMPUTATION:  An employee, 45 years and 

two months of age, is separated involuntarily after 15 years creditable service.  His basic weekly pay prior to separation is $500.00.  Under these circumstances, severance pay would be 

computed as follows:

BASIC SEVERANCE ALLOWANCE


1 week basic pay
$  500.00


(years service up to 10)
      x10



$5,000.00


2 weeks basic pay
$ 1000.00


(years service beyond 10)
      x 5



$5,000.00



        


Basic severance allowance                    $10,000.00

AGE ADJUSTMENT ALLOWANCE


(10% of Basic Severance Allowance)           $10,000.00



x10


                                             $ 1,000.00


(Number of years age exceeds 40)
      x 5

Age Adjustment Allowance                     $ 5,000.00


Basic Severance Allowance                    $10,000.00


Plus Age Adjustment Allowance
+5,000.00


Total Severance Pay                          $15,000.00

$15,000 divided by weekly rate of $500 is 30 weeks entitlement.

GRADE AND PAY RETENTION

Under the provisions of the Civil Service Reform Act, employees affected by reduction-in-force may be eligible for retained grade and/or retained pay.

GRADE RETENTION - Eligibility for grade retention is accorded any employee who is placed in a lower graded position by reduction-in-force and who has served 52 consecutive weeks in one or more positions at grade(s) higher than the new position.  An employee who meets this criteria is entitled to hold the grade and receive all pay entitlements of the position held immediately before a 

reduction action for a 2-year period beginning on the date of the reduction in grade.

If you are eligible for grade retention, the retained grade is

treated as your grade for pay and pay administration, retirement,

life insurance and eligibility for training and promotion.  However, the lower grade of the position in which you are assigned is used

in the event you are affected by reduction-in-force procedures

again while on retained grade.  During the 2-year period, you will receive any step increases and pay adjustments normally due you.

Grade retention eligibility will be terminated if you:


a.  Have a break in service of one workday or more.


b.  Are demoted for personal cause OR at your own request.


c.  Are placed in or decline a reasonable offer of a position equal to or higher than your retained grade.


d.  Elect in writing to terminate the grade retention benefits.

At the end of the 2-year grade retention period,  your grade will

be lowered if you have not been placed in another position at the grade from which you were reduced.  Should your pay at that time exceed the maximum step of your new grade, the provisions of Pay Retention below will apply.

PAY RETENTION - An employee who is no longer entitled to grade retention benefits because the 2-year period of coverage has expired, OR who would be subject to a reduction in pay because he/she is not entitled to grade retention, is eligible for pay retention as follows:

If your pay at the time of the reduction in grade exceeds the maximum step of the new grade, you will retain your current

rate of pay OR receive 150% of the top step of the grade to

which you are reduced, WHICHEVER IS LESS.  After that, you

will receive 50% of the future annual comparability (cost of 

living adjustment) pay increases for the top step of the grade to which you are reduced until such time as your retained pay falls within the normal pay range for the lower grade.  At that time you will be placed in the maximum step for that position and will subsequently receive full comparability pay increases.

Pay retention will be terminated if you:


a.  Have a break in service of one workday or more.


b.  Are entitled to, or decline, a reasonable offer of a position with a basic rate of pay equal to or higher than the rate which you are receiving under pay retention.


c.  Are demoted for personal cause or at your own request.

IMPORTANT NOTE
General Schedule (GS) employees who are on pay retention and grade retention are eligible to receive only 50% of the retained grade pay increase.  This may occur when an employee has been involved in multiple reductions in force (RIF) and the employee receives pay retention from the first RIF and grade retention as a result of a later RIF.  The 50% increase is then added to the employee’s higher retained pay salary rate.  

REPROMOTION ELIGIBILITY

Employees who have been changed to a lower grade by reduction-in-force and who are receiving grade or pay retention benefits are given special consideration for repromotion to positions at the former or any intervening grade for which they have applied and are fully qualified.  Employees receive repromotion consideration by submitting a resume through the RESUMIX application system to the WCPOC.  Employees must indicate eligibility for repromotion in item 21a of the WCPOC Supplemental Data Sheet.  While repromotion is not guaranteed, repromotion eligibles are given priority consideration.  Consideration for repromotion is in addition to the consideration you would receive under the DoD Priority Placement Program’s “Program R” described on pages 18 and 19 of this pamphlet.

DISCONTINUED SERVICE RETIREMENT

If you are scheduled for involuntary separation by reduction-in-force, you may be entitled to an immediate annuity under the Discontinued Service provisions of Civil Service regulations if:


a.  You are at least 50 years of age and have completed 20 years creditable service, including five years of civilian service;

OR


    Regardless of your age, you have completed 25 years of creditable service, including five years of civilian service.


b.  You have been employed under the Civil Service Retirement System (CSRS) for at least one year within the 2-year period immediately preceding your separation.


c.  You have been offered a position which is more than two grades (or equivalent) below the grade of your current position.  If you meet these requirements and would be interested in retiring, or if you would like more specific information on your retirement eligibility, please contact Ms. Daisy Lowe of the CPAC. 

LEAVE INFORMATION

FOR

EMPLOYEES BEING SEPARATED

ANNUAL LEAVE

After separation, you will receive a lump sum payment for annual leave to your credit.  The lump sum payment to which you are entitled is equal to the compensation you would have received had you remained in service until the expiration of that period of annual leave.  The period of leave used for calculating the lump sum payment shall not be extended due to any holiday occurring after separation.  Leave is not earned during the period covered by the lump sum, nor will the compensation be subject to retirement deductions.  If you are reemployed in the Federal Government agency or by the government of the District of Columbia within the period represented by the leave for which you are paid a lump sum, you will be required to refund the unexpired portion in the gross amount to your new agency.  After the refund is made, your new agency will then credit you with the amount of leave covered by the refund.

SICK LEAVE

You will not be paid for any sick leave to your credit at the time of your separation.  However, it will be recredited to you if you are ever reemployed in the Federal service or by the government of the District of Columbia.

When an employee retires on an immediate annuity under CSRS, the time represented by the unused sick leave is added to the actual service in computing the annuity.  This is not done when employees retire under the Federal Employees Retirement System.

THRIFT SAVINGS PLAN (TSP) INFORMATION

If you are a participant in the TSP and are separated from Federal service, you are eligible to withdraw your account.  You may have TSP transfer the money in your account to an Individual Retirement Account (IRA) or other eligible retirement plan.  You may also leave your account in the TSP when you separate and make a decision at a later date.  If your account contains $3,500 or less, your account will be paid automatically to you unless you make another withdrawal election or elect to leave this money in TSP.  You will receive detailed information concerning TSP payment options upon your separation.

RETENTION BEYOND REDUCTION-IN-FORCE (RIF) SEPARATION DATE

There are several situations in which an employee may be retained on the rolls in an annual or sick leave status beyond the reduction-in-force separation date:


1)  When the employee is within 90 days of attaining eligibility for retirement (annual leave only) or,


2)  When the employee is within 90 days of meeting the criteria to carry health benefits coverage into retirement (annual leave only) or,


3)  To permit an employee who is on approved sick leave on the date of the reduction-in-force to remain on sick leave for a period not to exceed the date the employee’s sick leave is exhausted.

Neither annual leave or sick leave may be advanced for this purpose.

TEMPORARY CONTINUATION OF COVERAGE (TCC) OF HEALTH BENEFITS

Health benefits may be continued for 18 months under Temporary Continuation of Coverage (TCC) for employees and family members of employees who are separated by reduction-in-force.

TCC is authorized in this case under the National Defense Authorization Act of 1993 for employees who are involuntarily separated by a RIF.  Employees must have been enrolled in the Federal Employees Health Benefits Program (FEHB) at the time of separation and must NOT BE IN RECEIPT OF THE VOLUNTARY SEPARATION 

INCENTIVE PAY (VSIP).  When the above criteria is met, DoD will pay the Government’s share plus the administrative fee, and the employee pays for the employee portion.  Information concerning TCC may be obtained from Ms. Daisy Lowe of the CPAC. 

PLACEMENT ASSISTANCE

FOR

EMPLOYEES BEING SEPARATED

Career or Career-Conditional employees scheduled for separation by reduction-in-force procedures are entitled to registration in three priority placement programs:

REEMPLOYMENT PRIORITY LIST (RPL) is a placement program maintained for the displaced employees in their geographic area.  This program’s function is to locate continued employment within Department of Defense (DoD) for personnel being separated by reduction-in-force procedures.  This employment consideration is limited to the local commuting area only.  Employees receive            RPL consideration for Army activities serviced by the WCPOC in the local commuting area by submitting a resume through the RESUMIX application system to the WCPOC.  Employees must indicate RPL eligibility in item 21b of the WCPOC Supplemental Data Sheet.  A list of RPL eligibles is provided to non-Army DoD activities in the local commuting area.  Career employees remain in the system for two years from date of separation.  Career-Conditional employees are registered in the program for one year from date of separation.  Under this program, you may be considered for vacancies at any grade level provided you meet the complete qualification requirements.  Since employees are eligible for registration prior to separation, it is possible to receive an RPL offer of continued employment before the RIF separation date.

DoD PRIORITY PLACEMENT PROGRAM (PPP) is a computer-operated centralized referral system used to locate continued employment for personnel being affected by reduction-in-force procedures.  Under this system, a DoD installation having a vacancy for which you are registered is obligated to consider you along with any other registrants and to offer one registrant that position vacancy.  This will be a firm offer of permanent employment; if you decline this offer, your name will be removed from the program. You will remain in the program for 12 months after the effective date of separation, unless earlier removed by:  (1) placement in a continuing position; (2) declination of an offer of a job for which registered; (3) optional retirement; or (4) your request for removal.

INTERAGENCY CAREER TRANSITION ASSISTANCE PLAN (ICTAP) is a program to provide placement consideration for Federal employees who have received specific RIF notices or who meet other eligibility criteria.  

In order to receive placement consideration for the ICTAP Program, employees who are separated by RIF must file an application for a specific vacancy within the timeframes established by the agency and must provide proof that they are eligible for the program by providing a copy of their specific RIF notice.  ICTAP is the priority placement program through which DoD employees receive priority employment consideration with non-DoD Federal Agencies.  Eligibility expires one year after separation. 

IF YOU ARE SCHEDULED TO BE INVOLUNTARILY SEPARATED THROUGH REDUCTION-IN-FORCE PROCEDURES, YOU WILL BE CONTACTED BY A REPRESENTATIVE OF THE CIVILIAN PERSONNEL ADVISORY CENTER TO ESTABLISH A DATE AND TIME FOR PPP REGISTRATION.  YOU WILL RECEIVE COMPLETE INFORMATION ABOUT THESE PLACEMENT PROGRAMS AT THE COUNSELING/REGISTRATION SESSION.

ARMY CAREER AND ALUMNI PROGRAM (ACAP)

In addition to offering direct transition assistance to separating soldiers, the Army also provides these same services to civilian employees and their family members if they are affected by forced realignments, reduction-in-force (RIF), or base closures.  The goal of ACAP is to transition personnel and their family members in a caring, organized, and dignified manner.

ACAP provides several very important services.  First, the ACAP Center provides individualized transition assistance consisting of comprehensive needs assessment and referrals to appropriate support agencies.  Transition consultants meet with transitioning personnel and their spouses (optional) to develop a personalized plan and are available throughout the remainder of the process to assist or advocate for the transitioner when necessary.  Secondly, “outplacement” services are available through the ACAP Career Transition Center.  The Career Transition Center provides individual career counseling, assisted resume preparation, job search skill training, as well as referrals to potential employers.

Several non-Army agencies at Fort Lewis augment the program.  The U.S. Department of Labor, along with the Career Transition Center, provides a 3-day job assistance seminar.  In addition, Washington State Employment Security offers information on potential employment in the local area and unemployment compensation.

Civilian employees scheduled to be Separated by RIF may be granted up to 40 hours of Excused Absence (often called Administrative Leave) to participate in the ACAP.  Civilian employees not scheduled for Separation by RIF who are interested in utilizing the services 

of ACAP should contact the CPAC Personnel Management Specialist who services his/her organization for additional information.  The ACAP Center and Career Transition Center are co-located on the corner of Nevada Avenue and North 12th Street.  Individuals should initially contact the ACAP Center in Building 5211 for an appointment.  Hours of operation are between 0800-1700, Monday-Friday.  The telephone number for the ACAP Center is (253) 967-3250.

UNEMPLOYMENT COMPENSATION

Determination of a claimant’s right to unemployment compensation and payment thereof are responsibilities of the appropriate State Employment Security  Office under the applicable provision of the state unemployment compensation law.  In order to determine your eligibility for unemployment compensation, you must go to your nearest STATE EMPLOYMENT SECURITY AGENCY and file a claim after you are separated by reduction-in-force.  You must take with you:


1.  Your Social Security Card, showing your account number.


2.  The official notice of separation by reduction-in-force, which is your Standard Form 50, Notification of Personnel Action.


3.  Standard Form 8, Notice to Federal Employee about Unemployment Compensation, which you will receive on your last day of duty.

Employees who are separated and who do not have a job should file a claim for benefits at their earliest opportunity.

Severance pay may effect your unemployment compensation claim.  Contact your State Employment Security Agency for this information.

PLACEMENT ASSISTANCE

FOR

EMPLOYEES BEING OFFERED LOWER GRADED POSITIONS

The DoD Priority Placement Program (PPP) is the means by which employees being offered lower graded positions will be afforded priority referral for vacancies for which qualified at their former grade.

GRADE RETENTION EMPLOYEES are eligible to immediately register under the Program A provision of the PPP until the end of the RIF notice period.  At the end of the notice period, registration will be under the Program R provision of the PPP.

EMPLOYEES NOT ELIGIBLE FOR GRADE RETENTION are eligible to immediately register under the Program A provision of the PPP until the end of the RIF notice period.  There is no provision for further registration after that time.

Under the provision of PROGRAM A, you may register immediately upon acceptance of a RIF lower grade offer and will remain registered until the end of the RIF notice period unless placed at your former grade or declination of a job offer.

Under the provision of PROGRAM R, you may NOT register until the effective date of Position Change action and then will remain registered for the 2-year period of retained grade status unless placed at your former grade, declination of a job offer, retirement, or resignation.

IF YOU ARE SCHEDULED TO BE CHANGED TO A LOWER GRADE AS A RESULT OF REDUCTION-IN-FORCE ACTION, YOU WILL BE CONTACTED BY A REPRESENTATIVE OF THE CIVILIAN PERSONNEL ADVISORY CENTER TO ESTABLISH A DATE AND TIME FOR THIS REGISTRATION.  YOU WILL RECEIVE COMPLETE INFORMATION ABOUT THESE PROGRAMS AT THE COUNSELING/REGISTRATION SESSION.

SELF-HELP SUGGESTIONS

1.  Prepare and have reproduced an up-to-date application/resume.  Have sufficient copies on hand for registration in placement assistance programs and for other referrals.

2.  Prior to registration in placement assistance programs, carefully consider the lowest grade level you will accept, keeping in mind that the lower the acceptable grade, the more opportunity for placement at intermediate levels.

3.  When you are registering for placement under programs outside your commuting area, seek information on living conditions, climate, cost of living (including state and local taxes), average cost for housing, schools, etc. for the areas you designate.  Talk it over with your family before you indicate where you will accept other employment.  Relocation will require adjustment on their part, as well as yours.

4.  Keep your Civilian Personnel Advisory Center advised as to where you can be reached at all times so you can be contacted immediately regarding job opportunities as they develop.

5.  Do not hesitate to go “knocking on doors” to seek employment.  Although your Civilian Personnel Advisory Center will take all action possible to continue your employment, vacancies at other Department of Defense installations and in other Federal agencies may be limited.

6.  If you are eligible for retirement, it would be to your advantage to check with the:


a.  Social security Office.  You may be eligible for benefits.


b.  Internal Revenue Service.  There are income tax benefits available to certain retirees.


c.  Veterans Administration.  If you are a veteran, you may be eligible to apply for certain benefits.
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