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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standing Operating Procedure E- 02-07:  Procedures for Processing Official Written Reprimands (OWR) & Within-Grade Step Increase (WIGI) Actions (Supersedes SOP E-00-10 dated 25 September 2000)

1.  The following procedures are established for processing  OWRs and WIGIs in the West Region: 

a. Official Written Reprimands:  

            (1)
Subsequent to the issuance of an OWR to an employee, the Civilian Personnel Advisory Center (CPAC) will forward a copy of the OWR which reflects the employee's acknowledgment of receipt (or declination to do so) to the Civilian Personnel Operations Center (CPOC), ATTN: SAMR-CP-W, via transmittal record (DA form 200).  

            (2)  The CPOC will accomplish required Modern Defense Civilian Personnel Data System (MDCPDS) coding and file the OWR in the employee's Official Personnel File (OPF).

            (3)  Based on a recurring internal automated suspense report, the CPOC will extract the OWR from the employee’s OPF on the specified expiration date, and return it to the CPAC for final disposition in accordance with local practice.  Alternately, the CPOC will extract and return the OWR to the CPAC upon receipt of e-mail notification from the CPAC of a manager’s decision to purge the OWR prior to the initially established expiration date.    

b. WIGIs:  

(1)  Denial based on annual performance appraisal:

                   (a)  Under 5 CFR 531, the grant or denial of a WIGI is based on an acceptable level of competence determination which, in turn, is based on an employee’s current (most recent) rating of record.  MDCPDS is programmed to automatically generate a Notification of Personnel Action  (NPA) to grant a WIGI to an employee whose current performance appraisal is success level 3 or higher – on the employee’s WIGI eligibility date.  

                     (b)  However, a WIGI denial NPA is not automatically generated for an employee whose current performance appraisal is level 4 (“fair”) or 5 (“unsuccessful”).  In this circumstance, a management initiated RPA is required to deny a WIGI.  Since a WIGI denial is an adverse action, management should coordinate with the CPAC prior to the employee’s WIGI eligibility date to assure that all procedural requirements are met.  
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                    (c)  A Business Objects Application (BOA) report which identifies employees with current performance appraisals of level 4 and 5 is available to assist management and the CPAC in monitoring potential WIGI denials (sample at enclosure 1).  This report may be generated by the CPAC as often as needed.

             (2)  Denial or reinstatement based on current performance:

                   (a)   If an employee’s current performance is not commensurate with that reflected on his/her most recent appraisal, or if the CPAC is aware of current performance problems, the CPAC will contact the manager to coordinate the issuance of a special appraisal.  The special appraisal will be used to document the manager’s acceptable level of competence decision, and to process the appropriate personnel action:

                           -- to grant a WIGI to an employee who is performing acceptably, but whose current  rating of record is below success level 3, or 

                           -- to deny a WIGI to an employee who is not performing acceptably, but whose current rating of record is success level 3 or higher.  

                     (b)  The CPAC will fax a copy of the completed special appraisal to the CPOC, ATTN: SAMR-CP-W, as far in advance of the employee’s WIGI eligibility date as possible.  Timely submission will provide the CPOC sufficient time to accomplish MDCPDS coding to produce a WIGI or WIGI Denial action consistent with the Acceptable Level of Competence (ALOC) decision reflected on the special appraisal, and, in the case of paragraph 1.b(2)(a) above, prevent the grant of an undesired, automatic WIGI to an employee whose current performance is unacceptable.  

                      (c)  Completing a special appraisal to grant a WIGI to an employee whose present performance is acceptable despite a current sub-standard rating of record should pose no procedural problems.  However, situations will arise in which a special appraisal cannot be accomplished in time to prevent the issuance of an undesired WIGI to an employee whose present performance is unacceptable despite a current acceptable rating of record.  Management may need additional time for such purposes as finalizing the special appraisal, issuing a performance warning notice, placing the employee on a Performance Improvement Plan (PIP), combining the WIGI Denial with a performance based removal/change to lower grade action, negotiating an ATD agreement, etc.  In these cases, the CPAC will submit an e-mail request to the CPOC, stan.herndon@cpocwcp.hua.army.mil, to temporarily delay the ALOC determination/WIGI decision in MDCPDS.   These requests will be honored absent a clear legal/regulatory violation.  Such delays should be exercised sparingly, and will be of short duration (NTE 120 days).  Final WIGI action should be consummated as soon as practical under the individual circumstances of the case.
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2.   Early and continuing CPAC/CPOC coordination will be essential in order to properly process OWRs and non-routine WIGI actions.  The Labor Relations Specialist assigned to the CPOC will serve as the point of contact for these and other Management Employee Relations (MER) issues requiring similar coordination.

Encl                                                                        MARY M. RODRIGUEZ

                                                                               Director, West Civilian Personnel

                                                                                   Operations Center
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XXXX
XXXX
GS-0855-12-09
4/25/99
4/21/02
1.00
Marg/Mini Successful
12/7/00


XXXX
XXXX
GS-0830-12-08
2/1/98


Marg/Mini Successful
12/7/00


XXXX
XXXX
WG-2602-11-03
8/1/99
7/29/01

Marg/Mini Successful
3/12/01


XXXX
XXXX
GS-0801-12-07
3/1/98


Marg/Mini Successful
12/12/00


XXXX
XXXX
GS-0855-12-08
1/17/99
1/13/02

Marg/Mini Successful
2/5/01


XXXX
XXXX
GS-0083-05-07
10/11/98
10/7/01

Marg/Mini Successful
3/23/01


XXXX
XXXX
GS-0303-05-07
9/26/99
9/22/02

Marg/Mini Successful
4/4/01


XXXX
XXXX
GS-0334-11-08
2/28/99
6/4/02

Marg/Mini Successful
11/27/00


XXXX
XXXX
GS-0303-07-06
12/17/00
12/15/02

Marg/Mini Successful
4/4/01


XXXX
XXXX
GS-0856-12-08
4/22/01
4/18/04

Marg/Mini Successful
12/14/00


XXXX
XXXX
GS-0855-11-04
2/27/00
2/24/02

Marg/Mini Successful
12/13/00
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