Gatekeeper Checklist Questions:

Position Establish (Recruit/Fill)

Module 1 – Position Decision (position location)

Where is the position that is being used to process this Personnel Action located?

Module 2 – Position Data (Manager Section)

Have you entered the new position description into FASCLASS? Yes or No

Position Title including parenthetical(s) is: 

Pay Plan is: (LOV)

Occupational Series is: (LOV)

Grade is: (LOV)  

Work Schedule is:

· (blank)

· Baylor Plan

· Full Time

· Full Time Seasonal

· Intermittent

· Intermittent Seasonal

· Not Applicable (AGR and NAF only)

· Part Time

· Part Time Job Sharer

· Part Time Seasonal

· Part Time Seasonal Job Sharer 

Duty Station is:  

Is this the Full Performance Level for this position? Yes or No

(Help):  Career ladder positions depict the vertical progression paths to key positions in your organization. Normally, this is the career path by which an individual progresses from an entry level to a higher, full-performance level position; and there is formal training in conjunction with development assignments. Career Ladder positions differ from Upward Mobility positions in that Career Ladders are established career progression pattern within an organization. Once competitively selected for a Career Ladder position, the employee is promoted without further competition to the full performance/target grade level.

(Help):  Position is designed to meet organizational needs through planned on-the-job and formal training identified to a suitable target position. Positions usually are tailored to specific mission and organizational needs. Restructuring of a position would be at entry level or intermediate grade levels with promotion into the designated target position. Action is typically documented in a formal training and development agreement. http://www.cpol.army.mil/permiss/ Topic: Upward Mobility Positions.

The Full Performance Level for this position is:  

Is this an Upward Mobility position?  Yes or No

Are all the Position Descriptions involved in this action in FASCLASS? Yes or No

Position Description Numbers are:  

Position Sensitivity is:

(Help):  Contact your personnel advisor if you are not sure what type of sensitivity is assigned to your position. This is tied to the type of security clearance required by the position. For additional information see Army Regulation 380-67 or your activity Security Manager.

· (blank)

· 1 Non-Sensitive

· 2 Non-Critical Sensitive

· 3 Critical Sensitive

· 4 Special Sensitive

· 5 Non-sensitive CIPMS

· 6 Non-critical Sensitive CIPMS

· 7 Critical Sensitive CIPMS

· 8 Special Sensitive CIPMS

What type of Security Clearance is required?

· (blank)

· 0 – No access required; ENTNAC/NAC/NACI required

· 1 – Secret access required; ENTNAC/NAC/NACI/BI required

· 2 – Top secret access required; BI required

· 3 – Top secret SIOP/ESI required; SBI required

· 4 – Child care background check required

· 5 – Top secret SCI required; SBI

Is this position identified on your mobilization plan as key or emergency essential:  Yes or No

There may be positions identified in your organization as key or emergency essential under a mobility plan. See PERMISS, Army Regulation 690-11, DA Pam 690-47, or contact your activity mobilization coordinator. http://www.cpol.army.mil/permiss/ Topic: Civilian Readiness (Mobilization Deployment) 

Key/Emergency Designation is:

· Emergency-Essential Position, Relocation to Overseas Area

· Emergency-Essential Posn, Remains in Overseas Loc After Evac

· Key Emergency Essential-Remain in Place

· LN Position Contingency–Essential

· LN Position Not Contingency–Essential

· Position Has Been Designated Key

· Position Not Designated Emergency-Essential or Key

Is this position subject to random drug testing:  Yes or No

(Help): The Army Civilian Drug Testing Program identifies specific positions, by title and grade, that are subject to random drug testing, reasonable suspicion drug testing, and drug testing due to direct involvement with an on-duty accident that resulted in injury or damage to property. Only certain positions that meet the criteria outlined in the Army Drug Testing Plan are covered. Drug testing is required for specially designated positions involved in critical safety/security functions. See PERMISS, Army Regulation 600-85, your ADCO, or your civilian personnel advisor for additional information. http://www.cpol.army.mil/permiss/ Topic: Drug Testing Program - Civilian

Reason/authorization for drug testing is:

· (blank)

· Agency Req Drug Test of Incumbent (Tier One)

· MAJCOM Req Drug Test of Incumbent (Tier Two)

· No Drug Test Required

· Posn Does Not Require Drug Test But Employee Volunteers

· Posn Func Requires Drug Testing for Reasons Not Specified Below

· Posn In Nuc Wpn Prsnl Reliab Prgm & Req Drug Tst

· Posn in Nuclear Weapon Personnel Reliab Prgm Req Drug Test

· Posn Maintains Top Secret Clear Requiring Drug Test

· Posn Mntns Top Secret Clear and Meets Job Func Req Drug Tst

· Posn Not Req Drug Test

· Presidential Appointee Requires Drug Test

· Presidential Appointee and Maintains Top Secret Clearance Requiring Drug Test

· TS Clr w/ Access-Nuc Wpn Pers Reliab Prgm Req Drug Test

· TS Clr w/ Acs-Nuc Wpn Pers Reliab Prgm Req Drg Test

· Unknown

Premium Pay is:

(Help):  Additional compensation for regularly scheduled overtime, or Sunday work, and standby duty normally applies to positions such as firefighters and law enforcement officers. See PERMISS or your local CPAC representative for more information. http://www.cpol.army.mil/permiss/ Topic: Premium Pay

· (blank)

· 5% of applicable salary (standby)

· 5% of applicable salary

· 7.5% of applicable salary

· 10% of applicable salary

· 10% of applicable salary (AUO)

· 10% of applicable salary (standby)

· 12.5% of applicable salary

· 15% of applicable salary

· 15% of applicable salary (AUO)

· 15% of applicable salary (standby)

· 17.5% of applicable salary

· 17.5% of applicable salary (standby)

· 20% of applicable salary

· 20% of applicable salary (AUO)

· 20% of applicable salary (standby)

· 22.5% of applicable salary

· 22.5% of applicable salary (standby)

· 25% of applicable salary

· 25% of applicable salary (AUO)

· 25% of applicable salary (availability pay)

· 25% of applicable salary (standby)

· Firefighter embedded 40 hour schedule

· Hazard Pay

· Not applicable (non-embedded firefighter)

Is a Financial Disclosure Statement OGE 450 required?  Yes or No

(Help):  Army employees must refrain from any private business, professional activity or from having direct or indirect financial interest which would place them in a position where there is a conflict between their private interests and the public interests of the United States Government, particularly those related to their duties and responsibilities as Army personnel.  

Employees required to complete this form include: 

Civilian employees at grade GS-15 and below (or comparable pay level) when they participate personally and substantially, through decision or exercise of significant judgment, in taking an official action for contracting or procurement, administering or monitoring grants, subsidies, licenses, or other Federal benefits, or regulating or auditing any non-Federal entity or other activities in which the final decision the final decision may have a direct and substantial economic impact on the interests of any non‑Federal entity. Contact your activity Ethics Coordinator or your servicing CPAC representative.

Acquisition Position:  Yes or No

(Help):  The Acquisition workforce is made up of individuals who perform work throughout the life cycle of the system; i.e., cradle to grave. There are 10 functional career fields: Program Management; Contracting; Industrial/Contract Property Management; Purchasing; Manufacturing & Production/Quality Assurance; Business, Cost Estimating and Financial Management; Acquisition Logistics; Communications-Computer Systems; Systems Planning, Research, Development and Engineering, Test and Evaluation. This typically pertains to certain occupations primarily 1101, 1102, 1105, and 1106. Reference the Army Acquisition Website and Defense Acquisition Deskbook online or contact your activity Acquisition Coordinator. (http://web2.deskbook.osd.mil/Career.asp) 

Career Level is:

· (blank)

· Entry Level I

· Intermediate Level II

· None/Unknown

· Senior Level III

Time spent at Contractor Job Site is:

· (blank)

· 50% or Less Time Contrct Site

· More than 50% Time Contct Site

Critical Position Identifier is:

· (blank)

· Acquisition Position-Not Critical or Developmental

· Critical Acquisition Position-Developmental

· Critical Acquisition Position-Division Head

· Critical Acquisition Position-Not Division Head

· Developmental Acquisition Position

Job Specialty 1 is:

· (blank)

· Both Pre/Post-Award Oriented

· Business and Financial Mgmt

· Contracting for Construction

· Cost Estimating

· Oth-Not Pre-Post-Awd, C&P, Inst

· Pri Orient Cost & Price Anal

· Pri Post/Station/Installatino

· Primarily Post-Award Oriented

· Primarily Pre-Award Oriented

· Unknown

Job Specialty 2 is:

· (blank)

· Acq of Info Res and Maj Sys

· Acq of Info Resources

· Maj Sys Acq

· Not Acq Info Res or Maj Sys

· Unknown

Position Career Category is:

· (blank)

· Acquis Logistics

· Acquis Logistics Mgt Personnel

· Auditing

· Bus, Cost Est, Fin Mgt

· Category Not Identif

· Configuration/Data Management

· Contracting

· Deputy Program Manager

· Developmental Engineer

· Educ, Tng, Career Dev

· Facilities Engineering

· Industrial Property Management

· Information Technology

· Manuf & Production

· Prog Mt Oversight

· Program Executive Officer

· Progarm Management

· Program Management Specialist

· Purch & Procur Asst

· Quality Assurance

· Quality Engineers & Scientists

· Reserved

· SPRDE-Science & Technology Manager

· SPRDE-Systems Engineer

· Scientist

· Senior Contracting Official

· Test & Eval Engrng

Program Type is:

· (blank)

· ACAT I & II Defense ACQ Program / Support Work IN Both ACAT I & II

· ACAT I Defense ACQ Program / Major Defense Acquisition Program

· ACAT II SIG ACQ Defense Program / Significant Non-Major Defense acquisition

· ACAT III or IV Acquisition Program / Non Major Defense ACQ Program

· Non ACAT I, ACAT II, ACAT III, ACAT IV / None of the Above

· Non-Major, Non-Significant Program (Air Force Only)

Special Assignment is:

· (blank)

· Contracting Officer Above Small Purchase

· Deputy Program Executive Officer (DPEO)

· Deputy Program Manager & Contracting Officer Above Small Purchase

· Deputy Program Manager (DPM)

· Education, Training, and Career Development Positions

· Program Executive Officer & Contracting Officer Above Small Purchase

· Program Executive Officer (PEO)

· Program Manager & Contracting Officer Above Small Purchase

· Program Manager (PM)

· Senior Contracting Officer & Contracting Officer Above Small Purschase

· Senior Contracting Officer (SCO)

Acquisition Employee Career Field ID is:

· (blank)

· Acquis Logistics

· Bus, Cost Est, Fin Mgt

· Career Fld Not Ident

· Contracting

· Facilities Engineering

· Ind Prop Mgt

· Information Technology

· Manuf & Production

· Program Mgt

· Purch & Procur Asst

· Quality Assurance

· SPRDE-Science & Technology Manager

· SPRDE-Systems Engineer

· Test & Eval Engrng

· Unknown

Is this position part of a Personnel Demonstration Project?  Yes or No

(Help):  Contact your local CPAC representative for more information

Which one:  

· (blank)

· Army Medical Research & Materiel CMD Personnel Demo Project

· Army Research Laboratory Personnel Demo Project

· DoD Acquisition Personnel Demo Project

Does this position require access to Firearms and/or Ammunition:  Yes or No

Is this position subject to Lautenberg Amendment:  Yes or No

(Help):  Position duties that would require or entail shipping, transporting, possessing, receiving, or disposing of firearms and ammunition. Any employee who has access to firearms or ammunition and who has previously been, or in the future is, convicted of a misdemeanor charge of domestic violence, must be removed from the duties that involve such access. Examples of such positions would be police officers and/or armed escorts.

Is this a Program Budget Decision (PBD) 712 military to civilian position?  Yes or No

Army must track all military to civilian conversions that are the result of Program Budget Decision (PBD) 712. While there are other military to civilian conversions, this question will be answered "yes" only if the recruitment is as a result of PBD 712 mil to civ conversion

Module 3 – Recruitment Information (Manager Section)

Is POC for this action different than name on RPA?  Yes or No


POC is:  

Is POC also the Hiring Official?  Yes or No

Please provide name, phone number, fax and email of the Hiring Official for this action:

Please provide the AKO email address of the Hiring Official for this action:

Recruitment is for:  

· (blank)

· a. Permanent Position

· b. Temporary Promotion

· c. Term Position

· d. Temporary Position

· e. Competitive Detail

· f. Temporary Reassignment

Are you recommending specific recruitment sources or candidates?  Yes or No

(Help):  Sources of candidates a manager/selecting official would like to consider when filling their positions. For more information on the various types of recruitment sources, contact your servicing CPAC or PERMISS http://www.cpol.army.mil/permiss/ Topic: Recruitment Sources

Recommendations are:

For MEDCOM positions, is this a GWOT position?  Yes or No

(Help):  The Medical Command is hiring a variety of highly skilled healthcare providers and medical support personnel to support the Global War on Terrorism. The initiative requires the filling of multiple temporary positions (CONUS & OCONUS) to sustain the medical treatment facilities while the MEDCOM soldiers are deployed to worldwide locations. For more information, please visit: http://cpolwapp.belvoir.army.mil/medcom-gwot/

Select the function the position is being used to support:

· (blank)

· A. Professional Filler System (PROFIS)

· B. Installation Mobilization Support Unit (IMSU)

· C. Medical Hold-Over function

· D. Other than PROFIS, IMSU, Medical Hold-Over Functions

Is this an Obligated position?  Yes or No

(Help):  A position to which an employee has statutory restoration rights based on active military service, compensable injury or disability when fully recovered or return rights based on having served an overseas tour(s). Obligated positions may also cover employees who have been on extended leave without pay under certain circumstances. See PERMISS or your servicing CPAC representative for more information. http://www.cpol.army.mil/permiss/ Topic: Obligated positions

Is this an Inclement Weather Essential Position?  Yes or No

(Help):  Incumbent is expected to make every attempt to report for duty on time and/or remain on duty during severe weather conditions. Annual leave will not be granted during these conditions except for the most compelling reasons. Overtime may be required on short notice. Contact your servicing CPAC representative for more information.

Is Defense National Relocation Program authorized?  Yes or No

(Help):  DNR is a program designed to assist the eligible and authorized DOD civilian employee to relocate from one duty station to another. One of the biggest incentives is the guarantee that the person’s house will be paid for by this program, if the employee is unable to sell it. This program offers various services that can help in relocation. Contact your CPAC personnel advisor for additional information.

Is Permanent Change of Station (PCS) authorized?  Yes or No

(Help):  This pertains to whether or not you are willing to pay to move someone to your organization. Entitlements vary depending on whether it is a first time move in the government or not. You should consider whether you have an adequate applicant pool locally before making this decision. First time moves are only appropriate for hard to fill positions. Contact your organization’s DRM office for additional information or PERMISS. http://www.cpol.army.mil/permiss/ Topic: Permanent Change of Station

Is a Pre-Appointment Physical Required?  Yes or No

Is there a requirement for an Annual Physical?  Yes or No

Is there an unusual physical requirement associated with this position?  Yes or No

Please select applicable options:

· (blank)

· a.  Heavy Lifting (in excess of 45 lbs.)

· b.  Extreme Weather Conditions

· c.  Wearing of Protective Equipment, e.g., Respirators, Safety Glasses, etc.

· d.  Special Immunizations

· e.  Other

Is Shift Work required?  Yes or No

Work Shift is:

Is there a special license/certification requirement? Yes or No

Special License/certification requirement is:

Is there a known requirement for TDY?  Yes or No

Percentage of time to be spent TDY is:

· (blank)

· 5%

· 10%

· (15% thru 100% at 5% intervals)

Is a mandatory mobility agreement required?  Yes or No

(Help):  There is a requirement for a mandatory mobility agreement for certain positions. This primarily pertains to Department of the Army intern positions. It also applies to the quality assurance ammo career field.  See your servicing CPAC representative for more information.

Is a Uniform required?  Yes or No

Would you like to make comments on the action?  Yes or No

Comments are:  

Module 4 – RM Data (Resource Management Section)

Are you providing an AMS Code?  Yes or No

AMS is:

Are you providing a TDA Paragraph and/or Line number? Yes or No

TDA Paragraph number is:

TDA Line number is:

Are you providing a Standard Work Center (SWC) code?  Yes or No

SWC is:

Are you providing an APC code?  Yes or No

APC Code is:

Are you providing a Cost Center Code?  Yes or No

Cost Center Code is:  
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