Merit Staffing Policy

335.1

CHAPTER 1. CGENERAL PROVI SI ONS
1-1 Purpose

Thi s handbook governs the adm nistration of a Departnentw de
programto systematically place individuals in conpetitive and
excepted service positions on a nerit basis. It is a primry
goal within the Departnent to achieve efficiency in the

acqui sition of hunan resources necessary to support mnission
acconpl i shnent through reduction of recruitnent |ead tinmes. The
policies and procedures promrul gated by this handbook have been
designed to sinplify the recruitnent process, provide increased
managenent flexibility and program admi nistration, reduce
recruitnent cost, and foster the confidence of both nanagers and
perspective candi dat es.

1-2 Policy

Al'l positions covered by this handbook will be filled from anong
the best qualified individuals avail abl e.

Al actions to fill positions will be taken without any regard to
political, religious, union affiliation or non-affiliation
marital status, race, color, national origin, sex, age, or
non-di squal i fyi ng handi cap. This also applies to all matters
relating to the location, evaluation, and sel ection of

candi dat es.

Al'l standards used, and judgnents nade, in assigning individuals
to positions will be based solely on the requirenents of the
positions to be filled and the merit and fitness of the
candidates in neeting these requirenents. This excludes any
consi derations based on personal relationships or patronage.

This policy does not inply or guarantee either initial selection
or subsequent pronotion. Rather, it is intended to assure that
all qualified applicants receive fair consideration for placenent
and pronotion opportunities.

1-3 Authority

Thi s handbook is authorized by Section 335.103 of Part 335 of
Title 5, Code of Federal Regul ations. The provisions of this
handbook have been approved for Departnentw de application by the
Assi stant Secretary for Adm nistration.

1-4 Relationship to Local Supplenments

Thi s handbook nmay be used singly or in conjunction with
suppl enent s devel oped by i ndividual servicing personnel offices.



In general, |ocal supplenents may fill in or add to the
requirenents as long as they do not conflict with its provisions.
Local | y devised mnor variations of forns are authorized and, if
used, will be included in the |ocal supplenent.

O her exceptions cannot be made without approval of the Director
O fice of Human Resources. Such exceptions will be included in
the | ocal supplenent. A copy of all |ocal supplenents in effect
as of the date of this handbook shall be forwarded to the Ofice
of Human Resources, Policy, Research and Devel opnent Division

Al'l proposed suppl enents after the published date of the handbook
will be forwarded to the O fice of Hunman Resources, Policy
Research and Devel opnent Division for consideration

1-5 Responsibilities

Thi s handbook is to be administered in accordance with the

del egations set forth in the Personnel Adninistration

Aut horities, which includes all applicable | egal and regul atory
gui dance contained in 5 CFR and 5 U S.C. respectively.
Significant responsibilities are assigned as foll ows:

A. Director, Ofice of Human Resources

The Director, Ofice of Human Resources, as del egated by the
Assi stant Secretary for Administration is responsible for the
overall day to day admnistration of the HUD Merit Staffing
Policy, not limted to but including:

1. The issuance of revisions and Departnentw de suppl enents;

2. Periodic evaluation of the policy's effectiveness and delivery
systens; and

3. Approval or disapproval of requests for exceptions.
B. Personnel Representatives

The personnel representative is responsible for ensuring that the
day-to-day staffing activities are consistent with this handbook
i ncl udi ng:

1. Conducting job anal yses of positions to be filled and
devel oping crediting plans with subject matter experts;

2. Announci ng vacanci es, eval uating candi dates, conducting
panel s, and referring best qualified candidates to selecting
of ficials;

3. Providing consultation to enpl oyees regarding nmerit staffing
procedures, pronotion opportunities, qualification requirenents,
and results of nerit staffing actions for positions being filled;
and,

4. Assisting in the resolution of nerit staffing related
conpl aints from enpl oyees



C. Selecting Oficials

The selecting official as del egated by assi gned personne
management aut horities nakes the final nmanagement deci sion
regarding who is selected for placenment in a position by any type
of personnel action (e.g., pronotion, reassignnent, transfer
etc.). He/she may designate a subject matter expert or may work
personally with the personnel representative in review ng
positions to be filled and devel opi ng job anal yses and crediting
plans for use in nerit staffing.

D. Managers

Al'l managers, including the selecting officials, have the
followi ng responsibilities:

1. Conforming to this policy when filling positions;

2. Gving fair and objective consideration to all candi dates;

3. Practicing sound position rmanagenent in determ ning whether a
new position should be established, or whether a current position

should be filled as is, changed or aboli shed,;

4. Pronptly providing appraisals of potential as requested for
subordi nates who are candidates for nerit staffing vacancies;

5. Attenpting to resolve enpl oyee conplaints within the
appropriate time franes as required; and

6. G ving advice and providing assi stance to enpl oyees seeking to
i mprove their pronotion potenti al

E. Subject Matter Experts

The subject matter expert within a given programarea is
responsi ble for working with the personnel representative to
conduct the job analysis and to develop the crediting plan for
the position to be filled. He/she is designated by the selecting
official; is know edgeabl e about the job requirenents; and is
generally at or above the grade of the position to be filled.
F. Adm nistrative Oficers

The admi nistrative officer is responsible for working with the
manager and the personnel representative to coordinate

adm nistrative matters under this handbook as del egated by

hi s/ her organi zati on.

G Enpl oyees

Enpl oyees shoul d:

1. Be fanmiliar with the provisions of this handbook

2. Participate on nmerit systens staffing panels as needed; and,



3. Apply for advertised positions by submtting an updated
"Application for Federal Enploynent" OF-612, Resune, or SF-171,
cover sheet of performance appraisals, and any other information
required in vacancy announcenents.



