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GUIDE FOR COMPETITIVE PROMOTION PANELS

I. INTRODUCTION TO THE COMPETITIVE PROMOTION PROGRAM

High esprit de corps of Agency Personnel depends to a considersble

degree upon the achievement of a fair and effective promotion system which

will earn and retain the respect of all members of the Agency. The Agency

has adopted the competitive evaluetion promotion policy with the aim of

ensuring maximm equity, objectivity and impartiality in promotions, This

program is based to scme extent upon characteristics of the various promo-

tion systems in the Foreign Service Corps of the Department of State,

private business and the Military Services, but is specifically designed

to meet Agency objectives of building and maintaining & Career Staff of

high caliber. Its chief characteristics are:

A,

B.
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Appraisal of the employee's value to the Agency in terms of the
quentity and quality of the work he has performed; his conduct,
skills and personality; and his potential for future assigrments.
A consclentious effort 1s made to record, via the Biographic Profile
and Fitness Report, camplete, factual and objective information re-
garding each individual,
Equal Opportunity for Advencement within a Career Bervice:
Every employee eligible for pramotion is evaluated: (a) annually,
(b) in comparison with every other member of his Career Service
who is in the same grade and occupationsl category, and (c) in the
case of personnel in gredes GS-7 through GS-14, by an impartisl
Competitive Evaluation Panel, This system differs from the ususl
Civil Service practice where promotion depsnds rigidly upon the
grade of the jJob to which the individual is assigned.
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e relative standing of the person wated depends on group udgnent e
Tho Fitness Report contains the epinions of individual suparviscys
ardl reviewing offieersy the anmial competitive rating voprazonts he
sonsansus of o group of axperienced sanior menbers of the gepioreals
Saraer Sexviee with respeet to the amployee’s merit for vreotion in
somparicon with ks contemporsvies. The ovjective is to make the proe

mbien system genuinely free from favoritism and bias.

Ba oufficlent Serviee in Grade to Pros > Bvaluation:

The prowotlen systew requives thet pé},*sc:«ma}, sovve loos enosush in
cach grade 4o provide a basis fopr o thorouzh evaluation ‘c»f thaie
peyrorsance ab the grede levels This 1s ascemplished by ombalhiiehing
#inlme parfods of serviee in each grade during which varsonnal ars

uoh in tha wene of considevation for eornhion.

e Fecomdtion of Vewld by Advancesonts
in eseh grade, the normsl practice will bo to vromote thons the svo
by the Competitive Evaluation Panel
randed highost ea-bhe-kdss, rovided theip enedificohions ann Lo
higher
utilized to advantoze ad the next/moade levale In ebbhor wovta, tho
availsble promobtions will go to thope found bv the Panels and Hosds
of Covesd Savviess to ba the most compotent and valvable &e (T3,

As Fumebien sud Commositien of Cevmebitive EBveluation Pausis:
eligible employees
Panal Compstitive Bvalvetion of all ssplepess-skbeibls 7////////11//
ualifications,

o the basis of thelr perfovsanes, 2.1@;@%1% o Ceraer Jtaff oblisn-
length of service

tiens, swaliflestlens, snd value to the Agener 3a the most arilical
in the selection of personnel for promotion

alemant 6L the-preomoiienpeosses.  The product of Pl aotlon will

cenglint of & liet of employees venked in order of worli for promo-
Gion for the uge of the Head of the Cavesr Serviecs in maldng fivad

. - D -
Approved For Release 2000/08/30 : CIA-RDP80-01826R000900080012-6



- . E T .
Approved For Release 2000/08/30 : CIA-RDP%OOOQOQOSO%—G

B.

-’

promotion recommendations, The liat will include the employees the
Panel conslders at the time of panel action to merit promotion within

the numerical limitation which mey be prescribed by the Head of the

Career Service. Panels will be comprised of a minimum of three members

of the Career Service conecerned, senlor in grade to employees being

evalusted, and appolinted by the Head of the Career Service to serve for

the period required to evaluate all eligible employees in the grade
groups and competitive area(s) assigned.
nformgtion used by Pane n v b Employeess

1. Listing of &ll personnel in the zone of consideration for
promotion in the grade level to be evalusted.

2. Listing of personnel recommended for promotion (in order of
preference whenever practical) by Senior Supervisors.

3. A&n indication from the Head of the Carser Service, if he
desires, of the number of pergonnel to be on the Panel's rank
order 1list, (The Head of the Career Service may predetermine
the approximate maximum number of promotions to be made at each
grade level on the basls of guldelines, such as past promotion
practice and the status of staffing of the Career Service.Rukhem
Rather than revegl the meximum figures, he may direct the Panel
to provide & rank order listing for each grade level which will
contain a somewhat larger number of names. This will provide for
the likelihood that some individuals on the Panel's rank order
listing will not be promoted for the reason that their qualifi-
cations are not utilizable currently at the higher grade and the

use of a personsl rank assignment is not considered appropriate.)
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of pervice and perfommce of each amplqyaa in the mn& of
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consideration. The official Persomnel Folder is also available
to the Panel if needed.
5e Ffersonal interview, whonever feasibls, of ompleyses, thele
ssupervi@m, or dthm'MVing knowledge of the @mbl&y@@:a bedng
ovaluated. The import.a.nca of interviews of t:amm in gmdes Gd-12
and above particularl.y is stressed. ‘ E
ﬁwwm..w laved. of Job *ri:_x._‘._: .

‘One of the chief considerations in enmp&titimly evaluating

employees is the performgnce factor - how well has the jeb
been performed - the quality and quantity of work done. In
the interest of rendering maximm equity in judging this

_ facter, Panel Pmm should bear in mind the level of ths
they

Job perfomad by employses boimg svalughof.  MMToemTon s i
pn '
mey happsn, faw.gesupls, ‘hot akbghegsads oo niT E
than his current grade
forming work of a lower lavel /il wovfc o emoepilon il ' _
‘ berforming work
and be ra.tad unduly high, whereas an employse smshgasd-io-a £

level than his current grade may
rosition ““ﬁ:ﬁu% ERH =R =R R RS e

T AL o s .. L.a
W-&d be matad 422 low. ‘..-..3, Viuisde LSEATed Bav

eamparsble mtinga become mora maningml when considerad in

relation to f.he chamcberia’t.iea and loval of tha jmb *e-*fbmadc
be In additien to past and current perfommance, tha pct@ntlah,ty |
the individual has cemonstrated for the u@rfmmcc af WOTD
difficult and responsible duties in 'bhe futura ia m ‘*‘MZ’M“*
-Fitneas Report ratings on this factor end rscords of pezforaan
considered caregully.
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tend to meke enployees roluctant to tele feiliablve. bul B
individuals

e e Y F L b L] - - -
instead EEEbOPR0e LA U6 Suciluwd Lo wonlesm SERERELY Ly

b
pravailir ¢ epindon. 32
| i
the merdt sysban snd the affsebivanors of the Aecaers B nf,
| overy elfort mush be made to give due ovedit bo R T v
whe heve shown thomselves wwrable of sewnd Srdenondant ;
: Judgeent, creative work Lk, sellepelionce and Sl ey an f
musual vagponeibilily. If the indtialive of an %

has led to some dULTLioully, he showld

b@amww o calevleted rigk did ool work o

line of achion wes wort) enile. Similaviy, Fasel M

- should be wmxy of ewmployses who rastrlal thaly oubtat fn oeder

to concentyrate on a fow wrk Freducts Jor ths puriose of

racelving special commendations,

de Extra care showld be ieken o debermine the zarll fou e
motion of empleyens whose dutiss give them oprertunidy Sov
- comparatively litile substentive sulput which ean be reodily

emlua,tad, or whote duties and perfmmnm cannsh, ot soowrity

- mmns, be complotely decumnted. Sﬁrﬂlamy, snplayass
angaged - In tmining assigments must be given fulil considersiion
for their efforts in the light of thelr reps srtad aecomplisiments
during such training.
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e. In evalusting the parformance of employees performing i

exsoutive or superviscry dutfies, it is strossed that principsl

consideration should ba given to the dsmanebmest-. ~

‘ Cf importance

mant okills, PaessFi-da—vraw-connessaen aie Lus cemonstrated F

abilities of an exsqutive or supsrvisor to plan and erganige his E

E

unit, establish sound policles, irain and m;pervitge emplovaes. E

e £

and gaideve efficlent operation,en?d coconpliiglesse-es iaguired I

objectives. E

‘ ;

25 ;

A factor which should bgigivm considerable wnimhd 4~ 20 77550 .

s ,.

of the employee to meet/Usrger Jiali obiigations. Thig may be axan- §

Flified by acceptance of assignments to 1solated or hardship posts, E

undertaking of specialized training which may lead to provractad |
| pericds of service in difficult or unpleasant aress of thne world end, E.-
in general, by a demnstrated willingness to put the needs of the E

Agency before personal preference or convenlencs. E

t

3.

: retaining :

The-prvekem-af Quveivping and Reeping Liw required number oic‘ qualified E

areer -

porsonnel in all lines of wark §# = —=F. 7 00T T T e e

Bervices face,

MicEs TUSL emdeddn. The major objeetiven =8 Aho 0 o )

providing with =
include axposiag Ceswur Starf lembers de's LrGader bass of tyaining snd
' ) : i E

experience to incresss their versatllity and sseignment potestial 48 |

well a8 Lhe-neaasaityof Joveloping eshes Eplvyess in nighly spesislized |

E

fields. In competitively evaluating employses for promotion, eonsiferatic

v P : ' '
Approved For Release 2000/08/30 : CIA-RDP80-01826R0009500080012 6 6



N fl . . P .
Approved For Release 2000/08/30 : ClA-RDP80-01826R000900080012 6 . U ) E
. .

i
should be given to the present value of ihe employse tc the
ag well as
Agoncy, m&;—n-beebwée—dew, Ldm maddntded naafndnaca

the
in the futures Of nertinence pofizlus o0 wn omaleyna e 0

Agency 1s & consideration of posmzion oi‘ sezrce occupational
aunsmdumﬂmuwmmaﬁdﬁﬁmﬁmam@mamammﬁ'
may have required arduous training or unplaa#ar@t aasignnents o
their acquisitioc:.

ke Length of Service
Langth of service in 2 grade levsl (beyond the rinimm time
requixm? shall be a factor in the evaluation of an smployse's

n

roecorsd to--Sha-arbenk. thet m-mg-ﬂ"lﬂn st ha eavnad by woritoricus
| sufficient for appraiaal.‘

performance over & Subfholanh vorted of tiwa/ Lomams arpeicmas

at lower grade lmls an weoll as experisncs gtaf:i!;.ad prier o entry
eir
with CIA should bo smlunted on the basis of Ayxiiesi™<in o .

Agmcy cCaTesr.: Not.wiﬁhstanding the uaual length of service racuire-
ments, it is importa.nt to keep in mind tl'_.éat no employee should be
rated lower than hie performﬁnce merits gimply becauss of the rscancy
of his last 'pronﬂt.icna. To do so might penalize unusuval efforts and

talents as well as anhance the chances for promotion of tliose whose

principal claim is that of seniority.

S5
The degree to uh:!.ch an employee exceeds the minfmum standards of
8l 'nificant |
experience, training, and education is of-pd ’ r
- providing the .t,;q;..e,-f sxrapriancn. training amd adueation i c»f“ t
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demonstrated ussfulness in connection with the employoeis work
and probably fidure =iilizstlon. Parsonal chmrostoristide aheedd
| their o o
similarly be evalustad io terns of ths spplizatlon o ouwmomt nnd

yrobable m‘:.ure assigrmenta.

‘ Panels must
Be mmm_&. A 2w &hm# ‘h»’i"w A -519! »wwwlw\%*"lw [aYs)

o S

assignmnts overseas or ctharuise outssid.a :amdth@m AT
gimn ecual consideration for prometimm ggii‘ %z;s not pemali o
by their non-availability fm Intarview o Yha prok] Yl2ms of
current documertation of performpncs.

e In evalwmtinr enployaes whoss records mi‘l-act atverse reaporto
or oritﬁ.ei.ms, care should bs taken to a.eamrnﬁnee whother the
adverse mataerial haz been out-dataed by TS re_esenf a*r-arab‘i.@
performunge, Giving undue wi.gm %o post peporte «f dmmm
which an employes has corrected may cm&be an unjum ;.\e:mnx,;».wxrk:_i
handicap to his career. Thus, Fanels must be 8 aoneitl e to
records reflecting improved performance es thuay are to thous
which rafleet deteriorstion. "

co Pansl L&mﬂmrs' pwsonal knowledge of an individusl should not

" e glven undua weight, Bowever, if a Fanoli l\hmbar, thrwg,h | |
parsongl. apmimee or vtherwise, is: cagri“&nﬁ of pw‘uipe ﬁf

infm .’mn net in the recoxd, he shall ;mka thab m‘fﬁmuf on
:E'or :l.nvestigation and consideration.

&Vmﬂbl@ hﬂ th@ P&nol,[ Ex) L':._L,,a..,.. Fati ...,r S R Ei A_,Lﬁ ;ﬁgﬂu N :;,E- ,i‘:’ ' ‘
‘ j ]nay feel he’ '
self rmm ranking any candidate whom he /- ey, e Do ienly

ovaluate dya to close association or stx?ng personsl foolings.

. R 3
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d. Whenever competltive evaluation establishes employee's
ratings as essentially equal, it 1is appropriste that Panel
Members give added welght to consideration of age, length

of qualifying experience and general background.

D. Suggested Steps in Competitive Ranking by Panels:

1.

R

3.

b

5.

6.

Names of all eligible employees recommended for pramotion by
Senior Supervisors will be provided to the Panel by the Head

of the Career Service,

The records (Biographic Profiles or equivalent) of the above
employees will be preliminarily reviewed by Panel Members for
familiarization.

The records (Biographic Profiles or equivalent) of all other
eligible employees in the competitive area will be reviewed.
From this group, the nemes of any other employees considered by
the Panel to warrant final ranking for promotion will be selected.
The names of employees reccmmended for promotion by Senior
Supervisors together with the names of other eligibles selected
by the Panel will be considered for Panel ranking. Whenever
feasible, interviews will be conducted of these employees, their
supervisors, and others having knowledge of thelr work. This
step is particularly desirable in the consideration of employees
in GS-12 and above,

Each Panel Member will individually rank all employees (selected
as above) after completion of the review of Biographic Profiles
or equivalent summary of service and performance, and the com~
pletion of Panel discussions or interviews,

Upon review of the individual rankings, any wide discrepancles

Approved For RéieaRansdodlebss - vankipgss e /36 FTIsRssobifdebe discussed and

more information obtained if necessary., Thereafter, Panel Members
LGB N 2 g \

merr ol et +lhadn 4rmddaddiiael ranittinos . p e RS ?
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rankings with equal weight being given %o each Fanel Mewbar's
sulgmente The individual rankings for sach employes will bs tolatled,
and the final raniking will be determined by listing the employso ii®h

lowost total ranking ts first, thes employes wiih the sacond
khe ¢ podnts g - If g Panel Member dis-

Jowest totsl of ranking points, sscond, atcs qualifies himself on
ranking an individuel, tﬁg rani‘cings of the other members will be
given proportionately T T more weight in the mathematical
eoaaputation.

i3 -

W TSR | PR [ Fr—"

1 a
2 ¢
3 b
L e
5 d

B, TF the final Tish amaseds the sewimom ouvher of eardidates for
. s R h L TIER .’.‘..‘.a‘ AR T A ol ERE TR e -
- requested . e .

promotion degimed by +he Haad of the Cavaar Service. the Lisc ' i

. will be adjusted accordingly and forwarded to the Hend of tha
Career Service for his use. '
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The Office of Pargonnel will bs responsible fow thé progeen of

ﬂ preparing accurate Biograrhic Profiles of personnel to be evalustod.

7 Due to the velume of work involved, paiticipaiicn vy Perscaucl
Oi‘ficm, Carser Managsment Officers, and empleyess in this progran
will be necessary. Additlenally, the Offise ef Persormel 111 pxovids

clarification on promotion procsdures, and furmish Ustings of perger
in the zone of consideration, gualifiestion requirements i‘w-:specii‘ie
positions or lines of work, and positien evaluatien informsiicn.

Be

Important responaibilities of Career Management Offizers will 2 be
the provision of Secretarlat support to Competitive Evaluatian
Psnels, ths obtaining of infeymation senserning employees baing evaluvaia

before or during Panel conaidmtiens, and garving 28 & polnt of

| DITRIT T A

11aison batimen the Panel and Senior Supsrviscrge

N

Ce

Personnel and &m.mia'ﬁmtive Officers will be respensible for ensuring ,
bhat, 1isis of pwrmel‘remmended for yromotion by Senier Superviusrs |
are provided to the Fanels amd will ssslat Sonloy Supervissys in this
regard. They will perticlpate with Offj.ce of Depzenndl lv devoloping
Biographic Profiles or the equivalont for Panel use.
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SUBJECT: Concurrence in Competitive Promotion Regulation and Handbook

CONCUR:

s/

25X1A%9a

/7 ol r5sZ

Distribution:
Chairmen and Members, CIA Career Councll
Executive Secretary, CIA Career Council
Chief, PED
Chief, Regulations Contrel Staff

Approved For Release 2000/08/30 : CIA-RUPEO-PTE282000900080012-6



