Attachment 1
GLOSSARY OF PERSONNEL TERMS
DEFINITIONS
1.	Applicant - A person who has asked to be considered for a job with an agency.  An applicant may be a current employee of the agency, an employee of another agency, or a person who is not currently employed by any agency.
2.	Appointment - Any personnel action which brings an individual onto the rolls (staff) of an agency.
3.	Area of Consideration - The area in which the agency makes an intensive search for eligible candidates in a specific promotion action.  The minimum area of consideration is the area designated by the promotion plan in which the agency should reasonably expect to locate enough high quality candidates to fill vacancies.
4.	Career Appointment - Competitive service permanent appointment given to an employee who has completed 3 substantially continuous, creditable years of Federal Service.  In special cases (such as Administrative Law Judges), career appointment may be given to a person at the time he/she is hired from a civil service register.
5.	Career Conditional Appointment - Competitive service permanent appointment of a person who has not yet completed 3 years of creditable, substantially continuous Federal Service.
6. Change to Lower Grade - (also called “Demotion”) - Personnel action which moves employees to (1) a position at a lower grade when both the old and new positions are under the general Schedule or under the same type graded wage schedule, or (2) an action which moves an employee to a position with a lower rate of basic pay when both the old and the new positions are under the same type upgraded wage schedule or in a different pay-method category.
7. Conversion - The changing of an employee from one appointment to another appointment in the same agency without a break in service.  (For example, the process of changing an employee from a temporary appointment to a career-conditional appointment is done by means of a conversion action.)
8. Student Career Employment Program (SCEP) - Program under which a student may alternate periods of education and Federal employment under terms of an agreement between his/her school and a government agency.  SCEP appointments have a provision for non-competitive conversion to a permanent or term appointment (not a guarantee) following graduation.
9.	Effective Date - The date on which a personnel action takes place and on which the employee’s official assignment begins.
10.	EOD (Entry on Duty) - The process by which a person completes the necessary paperwork and is sworn in as an employee.        
11.	Excepted Service - Positions outside the competitive service and the Senior Executive Service.   Excepted service positions have been excepted from the requirements of the competitive service by law, executive order, or OPM regulation.
12.	Full Performance Level - That level of performance at which all of the most important duties and responsibilities of a properly classified position are carried out.
13.	Qualification Standards for General Schedule Positions (X-118) - (tells what it takes to qualify for specific series/grades) - Part III contains specific standards for General Schedule positions, mostly of the “white collar” type.  Qualification can be through experience and/or education.
14.	Merit Staffing Program - The system under which agencies consider an employee for vacant position on the basis of personal merit.  Vacant positions are usually filled through competition with applicants being evaluated and ranked for the position on the basis of their experience, education, skills and performance record.
15.	Noncompetitive Actions - Personnel actions based on prior service or prior competition and made without regard to civil service registers or eligibles or to the priorities required for making temporary appointments outside the register.
16. Personnel Action - The process necessary to appoint, remove or make other personnel changes.  Effected on a Standard Form 50.
17. Placement/Staffing - Putting employees into jobs.  This may be done by appointment of someone new to government: by promotion, change to lower grade, reassignment, or transfer within an agency or from other agencies of current employees; and by reinstatement of former employees.
18. Preference - Same as veteran preference.  The right to special advantage or preferential treatment in some personnel actions under authority of veteran laws, or regulation or instruction issued under these laws.
19. Probationary Period - Trial period which the OPM regards as a final and highly significant step in the examining process.  It provides the final test, that of actual performance on the job, which no preliminary testing methods can approach in validity.  It is during this period that the employee may be released without undue formality.  The length of the probationary period is generally one year.  Scientists appointed under the demo authority serve a 3-year probationary period.
20. Promotion - The change of an employee (1) to a position at a higher grade level within the same job classification system and pay schedule or (2) to a position with higher rate of basic pay in a different job classification and pay schedule.
21. Reinstatement - Noncompetitive reemployment in the competitive service of a career or career-	conditional employee who was formerly employed in the competitive service and had competitive status or was serving probation when he/she was separated.  Career conditional employees have three years following separation to be reinstated.  Career employees have lifetime reinstatement rights.
22. Standard Form 50 (also called a “50”) - Notification of Personnel Action.  The SF-50 is completed by the personnel office, and is used to notify the employee, the payroll office, record the action in the employee’s Official Personnel Folder, and to provide a chronological file record of actions which have occurred.
23. Standard Form 52 (also called a “52”) - Request for Personnel Action.  Is used by operating officials or supervisors to request personnel actions and to secure internal agency clearance of requests for personnel action.
24. Form OF-612 - Application for Federal Employment.  Also may use SF-171, resume, Curriculum Vitae or other forms of resume format.
25. Tenure Groups - Categories of employees ranked in priority order for retention during reduction-in-force.
26. Time-After-Competitive-Appointment Restriction - The provision that 3 months must elapse after an employee’s latest non-temporary competitive appointment before he/she may be promoted or reassigned to a different line of work or to a different geographical area, transferred or reinstated to a higher grade or different time of work in the competitive service.
27. Time-In-Grade Restriction - That part of the Civil Service regulations which prevents agencies from making excessively rapid promotions from one competitive service position that is subject to the General Schedule to another competitive service position that is subject to the General Schedule.  As a general rule, an employee being promoted to a position above GS-5 must have served for one year in a grade at the next lower grade, or for one year at the second lower grade if the job is graded at two-grade intervals.  (See 5 CFR, Part 300, Subchapter F.)
28. Certificate of Eligibility (CERT) - A document of certified applicants for referral to a selecting official.

