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MDCPDS TRAINING MODULE

NON PAY/NON STATUS and RTD ACTIONS

Lesson Plan

Purpose
This lesson plan covers how to place a current employee in a non-pay status (NOA 4xx), and then return that employee to duty (NOA 280, 292, 293).

Target audience
This training is intended for the following audiences:

· Personnel users (CPOC) who process nonpay and RTD actions.

Objectives
After completing this module, participants will be able to:

· Know what reference materials cover this topic, and where to find them.

· With appropriate reference material, successfully be able to put active employees in a non-pay status, and then return them to duty.  Participants should be able to check the RPA, add required personnel data, complete the extra information, process and produce an NPA. 

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· All Fundamental Training, i.e., Overview, Logging on, Navigator screen, Accessing records.

· RPA and Inbox lessons.
· Students also must have a good working knowledge of Guide to Processing Personnel Actions, Chapter 15.

Related training
The following modules provide related information:

· Correction/Cancellation Module if necessary

Synopsis of lesson
This module contains the following:  

· Instructor led-activity (participants follow along).

· Hands-on, and work group or independently-completed exercises.

· A PowerPoint slide show is provided as a contingency and demo.

Estimated time
This module takes approximately 45 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 5, chapter 1, pp. 4-32.

· Guide to Processing Personnel Actions, Chapter 15 

Handouts
The following handouts should be provided to each student:

· Job aids:  Non-Pay/Non-Status Actions, RTD Actions.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the (CPOCMA training database or regional training database or regional live database) using either Metaframe (Citrix client) or an Oracle client.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Access to a printer  – know the printer name.

· Butcher block paper and/or whyteboard.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Appropriate student and instructor user IDs and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  CIVDOD PERSONNELIST.

· Students will need to have an employee record identified that they can use to process the two actions.  This can be an employee they created during an earlier lesson, or another employee selected from the database.

· Make sure you use effective dates that will allow you to process an LWOP action followed by an RTD action, e.g., back date the LWOP action about a month, then date the RTD action for the current date.  This means that if you are using an employee record created during training, the appointment action must have been effected at least one month ago.

Notes to instructor
· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)  Buttons that you are to click are shown in angle brackets.  Successive steps are both bulleted and in bold type.

· Points that you are to share with the class are so indicated, and are bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module – Processing Non Pay/Non Status Actions

Purpose
This portion of the module covers the following natures of action:

ADVERSE ACTIONS

· 450 Suspension NTE ______

· 452 Suspension Indefinite

NON-ADVERSE ACTIONS

· 430 Placement in Non-Duty Status

· 460 LWOP NTE_________

· 471 Furlough

· 473 LWOP-US

· 472 Furlough NTE _________

· 480 Sabbatical NTE ________

Background
Provide the following background information to the class:

· This class is divided into two parts:  first we will place an employee on LWOP, then return that employee to duty.  The process for other types of these actions are very similar.

· We will do the first action as a group, then you will follow the same process on your own to process the RTD action.
· We will initiate the RPA for both of these actions using our Personnelist hat, but in real operations, management would have initiated and routed the RPA with appropriate information included (employee name, type of action, requested effective date, etc.).  If we had received this type of RPA in our inbox, we would verify the information provided by management and be sure to check any notes or attached documents.

Create RPA
· Log on to MDCPDS as a CIVDOD PERSONNELIST; students are to follow along. 

· From the Navigator menu, select Request for Personnel Action ( Non Pay / Non Duty Status ( <Open>.

· Complete the following items on page 1 of the RPA:
· Employee name (use LOV); students are to use the record they have identified.
· Effective date (use a date at least one month ago).
· NOAC  (use LOV).  Training use 460, LWOP.  Point out that NOA codes that begin with A or N are not used for Appropriated fund employees.  Also point out how the NTE date is requested whenever you use a time-limited NOA.  For training, use a date one month later than the effective date.
· Authority code (use LOV).  Training, use _____________.
· On page 4 of the RPA, include any required remarks for this action (using the LOV).
· Save the RPA, but do not route it (click the Save icon, but respond <No> when asked if you want to route the RPA).

Complete Extra Information 
· Click on the <Extra Information> button at the bottom of the RPA.

· For many of these types of actions, the only extra information we need to add is our initials (these print in block 40 on the NPA).

· Click on “US Gov Agency Data,” then click the Details block.

· Click in Agency Data Block 40, and enter your initials.

· Close the window and save your work.  
· For adverse actions, you have to add a code for the cause of disciplinary action.  We are not processing an adverse action, but explain that if we were, you would 

· click on “US Gov Non Pay or Non Duty Status,” 

· click on the “Details” block, 

· click on the data element for cause of disciplinary action; and 

· select the appropriate value (e.g., misuse of leave) using the LOV.  

· Other types of actions, too, may require some additional information be provided here.

Process the action
· Close the Extra Information window to return to the RPA.

· We are now ready to process this action into the database.

· Click the Save icon, and respond <Yes> when asked if you want to route the request.

· On the Routing Options screen, select the appropriate options to process this action:

· Update HR;

· Print Notification (if hard copy NPA is desired), and select printer;

· Approval; and

· <OK>.

· If the action is correct, you will get a record updated message.  If there are errors, correct the errors and re-process.

Return to the Navigator screen.

Exercise – Processing a Return to Duty Action

Purpose
This portion of the module covers the following natures of action:

RETURN TO DUTY ACTIONS

· 280 Placement in Pay Status
· 292 RTD

· 293 Return to Pay Status

Background
Provide the following background information to the class:

· This is the second part of the lesson, when we return an employee (on LWOP) to duty.
· As with the earlier (LWOP) action, you will initiate the RPA for the action using your Personnelist hat.

Exercise information
You will need the following information to do this exercise:

· Use the same employee record that you just put on LWOP.

· Make the RTD action effective one month after the LWOP began (this should still be either a past or current effective date – not a future date).

· Use NOA code 292 (RTD), and authority code ____________.

· Use the RTD job aid to assist in determining what extra information needs to be included with this action.  Be sure to check the following extra information screens: Return to Duty –NOA 280/292/293; US Gov Return to Duty; and NOA 292 – Return to Duty (RTD).

· When you have completed the RPA and any extra information, process the action into the database.  

Summary and conclusion
In this module we have learned how to:

· check and complete information on non-pay and RTD RPAs;

· complete the extra information for these actions; and

· process and produce an NPA.
Any questions?  
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