Appendix B—Terms and Acronyms

Introduction
This appendix defines frequently used terms and acronyms.






ACCES

Army Civilian Career Evaluation System.  Centralized rating and referral system for selected career programs.

ACTEDS

Army Civilian Training, Education, and Development System.  A progressive and sequential strategy for developing career program employees.

AL

Annual leave.  Leave used for personal business or vacations.

Areas of Consideration

Description of geographical or organizational boundaries of a vacancy announcement and types of applicants eligible to apply.

ASA (M&RA)
Assistant Secretary of the Army (Manpower and Reserve Affairs).  Oversees human resource management and related matters.  

Deputy ASA (M&RA) for Civilian Personnel Policy.  Army’s Civilian Personnel Director.

AWOL

Absence without leave.  Unauthorized absence that may result in disciplinary action.

Bargaining unit

Group of employees represented by a union and referred to as the bargaining unit.  The bargaining unit is defined when the union is formed.

CLG

Change to Lower Grade.

Competitive detail

Details to a higher-grade position that exceed 120 days and filled through the merit promotion process (see your local plan).
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Competitive promotion
Candidates compete for selection through a structured process based on merit.

CONUS
Continental United States.

COREDOC

Core Document.  Functional process improvement or software application for writing position descriptions, KSAs, and performance plans.  It classifies positions electronically.

CPAC

Civilian Personnel Advisory Center.  On-site office staffed with personnel management specialists who assist clients.

CPOC
Civilian Personnel Operations Center.  Regional office that classifies and fills positions, coordinates training and information systems, and maintains official personnel folders (OPFs).

DA Form 1256

Form used to request certain incentive awards.

Detail
Assignment to different duties for a temporary period.  May require a position description and personnel action (SF-52).

DEU
Delegated Examining Unit.  Rates and ranks job applicants who lack career status.

Discipline
To train, correct, or guide.

Douglas factors
Factors one must consider when assessing possible penalties in disciplinary actions.

EAP
Employee Assistance Program.  Provides counseling and referral systems to employees.

EEO

Equal Employment Opportunity.
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FLRA
Federal Labor Relations Authority.  Determines negotiability issues and other labor matters.

FLSA
Fair Labor Standards Act.  Protects non-exempt employees, especially against overtime abuse.

Formal Discipline
Reprimands, suspensions, demotions, and removals.

FPM
Federal Personnel Manual.  Issued by OPM to provide guidance on personnel management.  Now mostly obsolete and useful only as a reference to past practice.
GETA
Government Employees Training Act.

GS
General Schedule.

GSSG

General Schedule Supervisory Guide

HR
Human resources, as in a human resources system or a human resources specialist.

HRD
Human resource development (formerly, training and development).  HRD is one of the HR functions.

HRM
Human resource management.  Equivalent to personnel management in most situations.

ICTAP

Interagency Career Transition Assistance Plan

Informal discipline
Oral admonishments, counseling sessions, written warnings, documentation requirements.
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KSA

Knowledge, skill, or ability.  Used to determine qualifications and rank candidates for referral.

LWOP
Leave without pay.  Typically used when sick leave or annual leave is exhausted.

MACOM
Major Army command.  Top-level command usually headed by a four-star general.  Provides a broad spectrum of functions and services to the entire Army.  Example: Army Materiel Command (AMC).

Misassignment
Situation in which one’s actual job duties don’t match the official PD.

MSPB
Merit System Protection Board.  Hears and resolves certain employee appeals.

NCO

Non-Commissioned Officer

NCOER

Non-Commissioned Officer Evaluation Report

OER

Officer Evaluation Report

OPF
Official Personnel Folder.  Hard-copy file where employee personnel records are kept.  Maintained by CPOC.  Much OPF information is also stored in an electronic database (DCPDS).

OPM

Office of Personnel Management

On-the-Spot Award (OTS Award)

A small Special Act or Service Award ($25 to $250) awarded for day-to-day accomplishments.

OPM
Office of Personnel Management.  Federal regulatory and policy organization for personnel management.
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PD
Position description.  A comprehensive description of major responsibilities and duties of a position.

PD Library
A Web site containing electronic copies of properly classified Army position descriptions.  Army policy is that supervisors should consult PD Library and COREDOC before writing a new PD.

Performance Award
Cash award recognizing high-level performance for a specific rating period.  Tied to performance rating.  (See the rating form.)

PERMISS
Personnel Management Information Support System.  On-line reference of personnel management concepts and policies.  Web site:  http://cpol.army.mil/

PERSACTION

Procedure used to submit a personnel action.  An electronic version of the Standard Form 52, Request for Personnel Action (SF-52).

Privacy Act
Law that protects people from unwarranted use of personnel records or information.  Users of such information must safeguard privacy act information and preserve confidentiality.

Purpose of Discipline
To motivate people to conform to acceptable standards of conduct and to prevent prohibited activities.

QSI
Quality Step Increase.  Additional within-grade pay increase awarded to General Schedule employees (must have a rating of Successful Level 1 on performance appraisal).

Reassignment
Permanent assignment to a different position of the same grade.  Position could be a different series or title.

SDC

Supervisor Development Course
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HRM, ST 5002
B-5

Appendix B—Terms and Acronyms, Continued
SL
Sick leave:  Used for medical appointments and illnesses.

Special Act or Service Award
Cash award to recognize meritorious personal effort, act, service, scientific, or other accomplishment within or outside job responsibilities.

TAPES
Total Army Performance Evaluation System.  Used to establish performance standards and rate civilian employees.

Time-Limited Promotion

Promotion limited to five years or less.  If 120 days or less, may be non-competitive.

Time Off Award (TOA)
Immediate supervisor may award up to one day of time off.  Awards exceeding one day and up to 40 hours must be approved at a higher level.  A maximum of 80 hours may be granted during a leave year.  Does not covert to pay if unused.

TRAIN
Functional process improvement used to request, review, authorize, and evaluate civilian training.

ULP

Unfair Labor Practice.  A violation of the labor relations statute.  Typically filed by unions against management.

VRA Appointment

Veterans’ Readjustment Act Appointment

Weingarten Right
Right of an employee to request representation when under investigation involving an incident that may result in discipline.  

WIGI

Within-grade increase.  The merit increase one receives after performing at a satisfactory level (Successful Level 3 or higher) for the prescribed waiting period.
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