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DATE:02/08/1999
SUBJECT: EMPLOYMENT

1. PURPOSE This Chater correlates to DOE 3300.3, EMPLOYMENT, dated Janaadr 1995, @
assgning regponsibility and accountabilitandproviding administrativeguidance to ORO and
Office of Scientific and Technical Information (OSTI). Nofipin this issuance chgas ary
requirements contained in wiDOE Order.

2. CANCELLATION. This Chater cancels and places ORO O 320, Cpter I, EMPLOYMENT,
dated Sptember 30, 1996

3. APPLICABILITY. Theprovisions of this Chgter gpply to all ORO and OSTI eployees.

4. RESPONSIBILITIES

a. Manger, ORO, and Marger, OSTI

(1) Reguestpersonnel actions whichaeire prior approval by the Secretar

(2) Reaguest pproval for asggnment outside the partment of erployees in their
regective oganizations in accordance with dgé¢edpersonnel authorities
(DOE 3300.3, Chater I, paragraph 5).

(3) Determine when a transfer of function pgpeopriate and whiclpositions should be
transferred with the function (DOE 3300.3, @tea IV, sulparagraph 4b(1)).

(4) Approve discretionar continuirg or tenporary excetions to the order of release from a
conpetitive level.

b. Assistant Mangers, ORO and OSTI

(1) Issue notice of decision on adverse actmonposed ly subordinate officialsgainst
employees under thejurisdictions.

(2) Approve enployee rejuests for extension of time to answer noticegroposed actions.

(3) Approve theplacement of margers and spervisors who fail to satisfactoyilconplete
their probationay periods in pecific nonmangerial or nonspervisory positions in
accordance with DOE 3300.3, Giter 11, paragraph 6.
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Director, HumarResource®ivision.

(1) Performs those tasks ag®d to servicig personnel offices in DOE 3300.3
Chapters I-1V.

(2) Authorizes work schedules fpart-time enployees of fewer than 16 houssr week
when doimy so is in the best interest of thegaetment (DOE 3300.3, Cheer I,

paragraph 5).

Princpal Staff, ORO and OSTperform those tasks ageied to Mangers and Spervisors in

DOE 3300.3, Chaters I-IV.

5. REQUIREMENTS AND PROCEDURES

a.

Enployees Servig Probation as Siervisors The successful catetion of probation will

be measuredgainst the followiry performance elements and standaftdsider the
Department’s new performance appraisal system, mandatory supervisory/managerial
elements are Leadership and Program Accomplishments. Subelements under
Leadership cover a number of functional areas including human resource management,
managing diversity, and developing talent/managing performance. These major
elements are subject to ratings of Unacceptable or Meets Expectations.)

(1) Swervision

Fully Successful Expectations, ojectives, and workystems are discussed ageheraly
agreed yoon by the staff and others, apmiopriate. Constructive feedback to ployees

is provided on a timgl and omgoing basis. Spports mangementgoals andolicies both
within and outside the ganization. Takes necesgaorrective action to address internal
control vulnerabilities in @rompt, positive manner.

(2) Employee Develpment

Fully Successful Makes effective use of trairgmesources tprovide both individual
develpment for the staff and increased effectiveness for thenaration. Periodicall
reviews develpment activities with individual eployees to determine whethggrsonal
and oganizational ofectives are begattained within fiscal, time, and other constraints.

(3) Equal Enployment (portunity (EEQ) Performance

Fully Successful Takegpositive action to achieve affirmative actigoals such as
reviewing occipations within the aganization where minorities and women are seyerel
under reresented and workgwith personnel to devefotargeted or alternative
recruitment methods; talkgrimmediate action to resolveyaBEO conplaints within the
scqe of his/her rgmonsibility; providing job-related trainig opportunities for minorities,
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women, and the handigped; ensurig that women, minorities, and the hangtipad
have @portunities to serve on task forces pesial projects; etc.

b. Enployees Servig Probation As Margers The successful captetion of probation will be
measuredgainst the followilg performance elements and standards:

(1) Praram Manaement

Fully Successful Work reflects Igical, consistent, and sound irgegtation ofprogram
regulations angpolicies. Workproducts or services apeoduced in a timgl manner
commensurate with workload without the need for direpéstisoly intervention; work
is gopropriately staffed, technicall accurate, and effectiwetommunicated. Office
priorities are set in a manner consistent with overall ORO/@8dls and ofectives.
Advice and assistance tpearatirg officials are sound, resnsive to the issues, and
constructive. The eployee is aware of kefeatures of rgulations andgolicies related to
employee ancpublic health and safgt environmentaprotection, national secuyit
competition in contractig, procurement, anduality control; and indeendenty
recaynizes the need for and obtains assistance fronpitref@iate sypport organizations
in makirg or implementirg program mangement decisions. Work demonstrates active
suwpport for ORO/OSTIpolicies andgoals in these areas.

(2) Swervision (Same as syharagraph 5a(1) of this Chater.)

(3) Employee Develpment (Same as sparagraph 5a(2) of this Chater.)

(4) EEO Performance(Same as sparagraph 5a(3) of this Chgater.)

6. REFERENCES
a. Title 5, Code of Federal Balations, Part 351.

b. DOE O 331.1 (formeylDOE 3430.3A), DEPARTMENTAL EMPLOYEE
PERFORMANCE MANAGEMENTSYSTEM, dated Sg#gember 30, 1996, whicprescribes
DOE policies andprovidesguidance for develang local performance margement
programs.

C. ORO O 320, Ctter IV, PAY ADMINISTRATION AND HOURS OF DUTY, dated
September 30, 1996, and ysubseguent revisions, whicprovides information on the
payment of overtime.

d. ORO O 340, Chater I, ALTERNATIVE WORK SCHEDULE, dated $&mber 7, 1996,
and ay subseguent revisionswhich establishes th@licies andorocedures whiclgovern
the ORO and OSTI alternative work schedydexgram.
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ORO O 340, Chter 1, GRIEVANCE POLICY AND PROCEDURES, dated@ember 7,
1996, and ansubseguent revisions,which prescribes rgmnsibilities for ORO/OSTI

administratiorgrievance gstem.

f. ORO O 360, Chater I, TRAINING, dated Satember 30, 1996, and yasubseguent
revisions, whictprescribes ORO and OSpolicies for enployee develpment and trainig

programs.

7. DEFINITIONS None.
8. CONTRACTOR REQUIREMENTS DOCUMENTNonNe.

9. ATTACHMENTS. None.




