	Business Function:  Within-Grade Increase (WGI) Delay or Denial



	Action
	Average

Processing Time

(Calendar days)*
	Responsibility

	
	
	OHR
	Program Office
	Shared

	In order for an employee to receive a within-grade increase (WGI), that employee must have completed the required waiting period and be performing at an acceptable level of competence (ALOC), i.e., an overall performance rating of fully successful or better.  
	
	
	
	

	Advice and assistance to supervisor on WGI delay: A WGI is delayed if 1) the employee has not worked under the performance plan for at least 90 days; 2) employee’s most recent performance rating of record in any position is more than 90 days old and the employee does not have a current performance plan; 3) employee has been demoted or reassigned for unacceptable performance. Includes review of documentation to ensure delay is supportable, and drafting of memorandum notifying employee of delay
	14-21 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Manager/ Administrative Officer
	X

	Advice and assistance to supervisor on granting WGI after requirement articulated in the memorandum is met.
	up to 90 days from issuance of performance plan
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Manager/ Administrative Officer
	X

	If WGI is granted, assist supervisor with issuance of memorandum to employee, granting WGI retroactive to eligibility date
	7-14 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Manager/ Administrative Officer
	X

	Advice and assistance to supervisor on denial of WGI; includes review of documentation for sufficiency, and drafting of memorandum notifying employee of performance deficiencies and the intent to deny the WGI.   .
	7-14 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Manager/ Administrative Officer
	X

	The supervisor and reviewing official certify that performance is not at an ALOC by completing Within‑Grade Increase Record, Form AD-658P, and submitting it to the ESC. (Note ESC is responsible for the business process of generating and forwarding this form)
	
	ESC
	Supervisor/ Manager/ Administrative Officer
	

	If the notification of intent to deny WGI is issued at least 60 days prior to the WGI due date, and before the WGI anniversary date the supervisor determines if the employee’s performance improved to ALOC, provides advice and assistance to supervisor in issuing employee a memo to grant WGI.  
	1-7 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Manager/ Administrative Officer
	X

	If WGI Denial memorandum was issued to the employee less than 60 days before the WGI due date, provides advice and assistance to supervisor concerning the supervisor’s responsibility to make a “redetermination” after 60 days. 
	60 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Manager/ Administrative Officer
	X

	If the supervisor’s decision is to withhold the WGI, above and below processes are applicable. If decision is to grant the WGI, provide advice and assistance to the supervisor in preparation of a memorandum to the employee, approving the WGI, effective the following pay period.
	7-21 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Manager/ Administrative Officer
	X

	If the notification of intent to deny WGI is issued at least 60 days prior to the WGI due date, and the supervisor determines the employee continues to not be at an ALOC, provides advice and assistance to supervisor in preparation of a memorandum denying the WGI and offering an opportunity for the employee to request “reconsideration” of decision.
	7-14 days
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Manager/ Administrative Officer
	X

	If employee requests “reconsideration”, provides advice and assistance to a higher level management official in investigation of the WGI denial
	21-30 days
	HR Specialist (ER) assigned responsibility for organization
	Reconsideration official/ Administrative Officer
	X

	Provides advice and assistance to reconsideration official (if decision is to grant WGI, employee receives WGI retroactive to the date WGI was originally due).  See below if the WGI is withheld
	
	
	
	

	After a WGI has been withheld, provides advice and assistance concerning a determination as to whether the employee’s performance is at an ALOC, in the applicable labor/ management agreement, if the employee is a bargaining unit employee, or no later than 52 weeks from the original eligibility date if the employee is a non-bargaining unit position.  (See applicable HUD performance management written policy document(s) and union agreement)
	39-52 weeks

(not counted in total, below)
	HR Specialist (ER) assigned responsibility for organization
	Supervisor/ Manager/ Administrative Officer
	X

	If the decision  is to withhold the WGI, the union may invoke arbitration for a bargaining unit employee (See Arbitration SLA.), or a non-bargaining unit employee may file an MSPB appeal.  If there is an MSPB appeal, OGC represents the Department.
	Time specified in applicable union agreement;

30 calendar days-MSPB

(not counted in total, below)
	
	Union/Employee
	

	Process HIHRTS actions as necessary, in coordination with Administrative Officer and ESC as appropriate.
	1-7 days
	HR Specialist (ER) assigned responsibility for organization

ESC if changing previous denial action
	Supervisor/ Manager/ Administrative Officer
	X

	WGI Delay/Denial total estimated time
	21 - 139 days


	
	
	

	
	
	
	
	


*Time estimated for the steps in the process are based upon the average amount of time considered to be reasonable for completing associated actions.  These time estimates may be extended or shortened depending upon such factors as complexity, severity, scope, and other administratively uncontrollable situations.  
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