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Section A. Pur pose and Scope

Because of the individual needs and interests of each officer in the Public
Heal th Servi ce (PHS) Conmi ssioned Corps, this I NSTRUCTI ON descri bes the variety
of resources available for the enhancenent of professional growh and
devel opnent. The continuumof activities in an officer's career begins with the
officer's professional training and extends beyond the officer's PHS career.
Utilization of information systens, training prograns, career counseling, and an
understandi ng of billet structures assist the officer in establishing career
obj ectives and comruni cati ng needs and interests appropriately. Wiile the
Service generally tries to match the officer's desires and preferences in
assignnments, it nmust be understood that the needs of the Service take precedence.

Section B. Authority

1. The statutory authority for appointnent of officers into the regular and
reserve corps of the PHS Comm ssioned Corps is contained in Section 203 of
the PHS Act (42 U.S.C. 204).

2. The authority for adninistering career devel opnent has been del egated to the
Surgeon Ceneral (SG as part of the general authority to adm nister the PHS
Commi ssioned Corps and is published at 53 Federal Reqgister 5046-5047,
February 19, 1988.

Section C. General

1. Wthin the Agencies of PHS, conmm ssioned officers participate in a variety
of assignnments which prompte health and prevent disease and injury by
devel oping the expertise and innovation necessary to deal w th changi ng
public health needs. Accordingly, PHS nust devel op career professionals who
possess strong health-related credentials and denpbnstrate a conmtnent to
the goal s of PHS.

2. The purpose of career developnment for PHS conm ssioned officers is to
enhance the mssion of PHS and the comri ssioned corps by providing
opportunities for professional growh for officers.

3. The responsibility for career developnment l|lies with the conm ssioned
of ficer. It is necessary for the officer to define his/her career goals
early in his/her career. In selecting a career track an officer should

avail himherself of career counseling by the Chief Professional Oficer
(CPO) and Professional Advisory Commttee (PAC) of the officer's discipline,
t he Agency/Program and fromthe Division of Conm ssioned Personnel (DCP).

4. An officer nmay devel op his/her career by remaining primarily within the sanme
career track and functional area and assuni ng progressively nore responsi bl e
positions, or by noving across different career tracks and functional areas.
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Section D. Definitions

For purposes of this INSTRUCTION, the follow ng definitions apply:

1. Career Track. A series of professional experiences through which an officer
progresses fromthe entry level to an expert |evel of skills, know edge, and
abilities throughout his/her professional career. Career tracks often
reflect broad Agency nissions and professional category disciplines.

2. Functional Area. A focus within a career track usually representing nore
specific job functions that normally correspond with major activities of an
Agency or professional category.

3. Career Developnent. A series of steps that will forma |ogical progression
toward a desired career goal.

4. Career Counseling. Consultation designed to develop a plan of action in
nmovi ng toward career goals. The process of devel oping career strategies to
neet professional goals may be a part of counsel received from CPO PAC of
the officer's category, the Agency/Programto which an officer is assigned,
or DCP staffing officers.

Section E. Types of Career Tracks

1. The career tracks established within the PHS Comr ssi oned Corps are:

a. Cinical/dinical Managenent whi ch enconpasses professional activities
that relate directly to patient treatnment rangi ng fromhands-on care to
consul tati on and/ or guidance of other patient care staff.

b. Epi demi ol ogy/ Public Health Practice which enconpasses professional
activities that involve the study, analysis, and/or recomrendati on of
heal t h neasures based upon the incidence, distribution, and control of
di sease in a popul ation.

c. International Health which enconpasses professional activities to
address the influence of the global health environment on the PHS
donestic m ssion.

d. Program Managenent which enconpasses the application of control in
directing the day-to-day operation of Agency progranms requiring
pl anni ng, devel opnment, budgeting, assessnent, supervision, and/or
coordi nati on.

e. Requl atory Affairs which enconpasses professional activities relatedto
i mpl enenti ng, enf orci ng, controlling, di recting, eval uati ng/ -
i nspecting, devel opi ng policy, and/or regul ati ons desi gned to saf eguard
public health.
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f. Research whi ch enconpasses investigation or experinentation ained at
t he di scovery of new know edge for the revision of existing theories or
the devel opnent of new theories related to public health (basic
research), or investigation or experinmentation ained at evaluating or
mtigating potential risks to public health (applied research).

2. It is recognized that a comi ssioned officer may elect to work in nore than
one career track and functional area during his/her career. The career
track and functional area designated as "prinmary" is that which reflects the
officer's principal responsibility and is reflected in his/her billet. See
| NSTRUCTI ON 4, Subchapter CC23.5, "Billet Program" of this Manual

Section F. Pl anni ng Assi st ance

DCP mai ntai ns a number of tools in an information systemthat nmay have an i npact
on an officer's career. It is, therefore, essential that the following itens
contain accurate and up-to-date information so that as assistance is provided,
it is as hel pful as possible.

1. Oficial Personnel Folder (OPF). This is the official repository for the
officer's records and reports of his/her service in the PHS Conm ssi oned
Corps and docunents career developnent. The information in the OPF can be
used to assess the overall status of an officer in his/her career. The
contents of the OPF may be a key tool to reflect the unique conbination of
know edges, skills, and abilities as well as the experience possessed by an
of ficer in docunenting career devel opment. The information is also used to
establish an officer's rights and benefits wunder pertinent |aws and
regul ati ons governing service in the conm ssioned corps and to deternmni ne
eligibility or entitlement of dependents. (See |INSTRUCTION 1, Subchapter
CcC28.1, "Oficial Personnel Folder," of this Mnual.)

2. Curriculum Vitae (C V.). This is an account of the career and
qualifications prepared typically by an applicant for a position. A C V.
should also be a part of the officer's official personnel folder (OPF).
When applying for a position, it may enphasi ze current professional duties,
and address specific criteria and/or selective factors required to perform
the job. When prepared for an officer's OPF, it generally enphasizes
i ncreasi ng professional responsibilities and acconplishnments, as docunented
by a career history, that have resulted in significant inpact upon program
goal s.

3. Vacancy Announcenent and Tracking System (VAATS) is a data base that
cont ai ns vacanci es voluntarily subnmitted by PHS Agenci es and approved by DCP
as appropriate for conm ssioned officers. The systemis designed to match
vacancies with officers who are qualified and interested in the position.
VAATS is utilized by:

a. Agenci es, as a neans of advertising vacanci es;
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b. O ficers, as a neans of identifying vacanci es of professional interest;

c. DCP, as a neans of identifying officers who may fill career enhancing
positions; and

d. Agencies, as a neans of identifying officers with the interest and
qualifications to neet their personnel needs.

4. Electronic Bulletin Board (EBB). Vacancies in VAATS are displayed on the
EBB during the period vacancies are available. Oficers can access the EBB
to view vacancies in PHS programs and consi der application consistent with
personal career strategies. Periodic review of vacancy listings can al so
assi st in devel opment of career planning strategies by identifying the types
of positions that becone available in PHS.

5. Assignment Preference, Proficiency in Language, Education and Skills Survey
(APPLES). This survey is one of the principal mechanisnms used by DCP to
collect and maintain current and accurate information on all active duty
of ficers concerning an officer's assignnent and career track preferences,
| anguages, specialty training and education. The information provided by
the officer is used in maki ng assi gnnments in keeping with career devel opnent
and nmobility priorities.

6. Oficer Information Summary (O S). This report is designed to sunmarize, in
a standard format, some of the pertinent information collected in various
data bases available to DCP. These data bases include APPLES, assignnent
hi stories, awards, billets, Comr ssioned Oficer Effectiveness Reports
(CCER), payroll information, etc.

7. Billets. These docunents describe the duties, responsibilities, and
qualifications necessary to perform a specific assignment in the PHS
Conmmi ssi oned Corps, progressing fromentry to senior |level positions. (See
I NSTRUCTI ON 4, Subchapter CC23.5, of this Mnual.)

8. Training. Training supported through PHS nmust be of benefit to PHS and is
divided into two categories: short-term training and |long-term training.
Trai ning positions and funds are controll ed/ supported by Agencies to neet
program goals. (See INSTRUCTION 1, "Extranural Training," and | NSTRUCTI ON
3, "Intramural Residency Training Prograns," Subchapter CC25.2, of this
Manual . )

Section G CGuidelines to Career Progression

1. Billet Structure

a. O ficers pursuing career opportunities along a career path within their
category are provi ded specific career track gui dance t hrough a category
standard billet structure. Positions and their associated billet grade
are identified according to mnimm training, experience and active
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duty service requirenents. (EXHIBIT I) See |INSTRUCTION 4, Subchapter
CC23.5, of this Manual

b. Each Agency's nission and goals dictate the know edge, skills and
abilities required of its work force. Agencies nmay devel op
Agency-specific billets nodeled after the category standard billet
"career |ladder" structure to neet specific personnel needs and when
category standard billets do not apply. Agency-specific "career
| adder" billets are for the npst part consistent with at | east one of
the career tracks outlined in Section E. of this I NSTRUCTION. Officers
pursui ng career opportunities outside the usual category career path
are provided specific guidance through an Agency-specific billet
structure that describes successive positions according to a "career
| adder" nodel. (EXH BIT I1)

c. Agencies may al so neet uni que manpower needs not provided for in the
category or Agency-specific "career |ladder" billet structures by
devel oping nonstandard billets. Officers currently assigned to
Agencies in nonstandard billets are best able to deternine successive
positions according to structure wthin civil service nmodels or

established Agency staff utilization patterns.

2. Career Tracks

a. Upon call to active duty, conmm ssioned officers initially pursue
professional interests within their health disciplines, applying
know edge and abilities in a manner that maxim zes their effectiveness.
Early in an officer's career, the opportunity exists to consi der career
opportunities and set career objectives that are in keeping with their
prof essional interests. This can be facilitated when an officer: (1)
mai nt ai ns APPLES data that is current and accurate; (2) nmintains an
up-to-date curriculumvitae in his/her OPF, and (3) conducts periodic
revi ew of positions advertised in the Conm ssioned Corps Bulletin and
on the electronic bulletin board.

b. As officers' careers develop, they are faced with professional and
personal chall enges that provide opportunities to denonstrate career
growh. Wthinthis early-to-mnmid career stage, officers are encouraged
to pursue progressive assignments that i ncrease professional
responsi bility and value to prograns. There nay be a need to consider
further training in the developnent of professional expertise.
Alternative career tracks my be considered according to one's

qual i fications. Through a process of continued assessnment of
i ndi vi dual career objectives, a logical plan can be established to
achieve the desired goal. Tools utilized by the officer during this

time include: career counseling as provided by the officer's category,
Agency/ Program and DCP; an understanding of the billet structure in
relation to future goals; consideration of training prograns that
augnent a career developnment strategy; and maintaining current,
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accurate professional information in the OPF that identifies
experience, acconplishment, and inpact within prograns. O ficers are
encouraged to develop famliarity with the professional expectations
required to progress toward career goals within or outside their
current professional setting, by applying personal initiative to becone
famliar with prograns that are of interest and by interacting with
i ndi vi dual s who can provide programrmatic insight.

c. Oficers in later years of their career, often possess exceptional and
speci ali zed know edge, skills and abilities. The | eadership skills
devel oped t hrough an officer's career contribute to his/her ability to
act as a nmentor and authority for professional categories, individuals,
and progranms; to serve as a role nmodel; and to assist in establishing
ment or shi ps.

Section H. Resour ces

1. The Conmissioned Officer's Handbook is a resource providing a series of
extracts fromthe Comnmi ssioned Corps Personnel Mnual .

2. The supervisor should be the next source of information. A Supervisor's
Guide to the Comm ssioned Personnel System has been provided to assist
supervi sors and adm ni strative personnel who work with conmm ssioned corps
of ficers.

3. Career Counseling. Officers can call or wite PAC Chairperson or CPO for
support and career counseling and to discuss the utilization of their
particul ar skills, know edge, and abilities in PHS, and identify potenti al
areas of need. When considering career opportunities outside a current
prof essional activity, officers can also call or wite to the appropriate
Agency representative and/or DCP for further guidance.

4, Billet. Officers are encouraged to discuss the billet progression in their
prof essional discipline with the PAC/ CPO and to discuss Agency-specific
i ssues with Agency representatives and senior officers in the Agency.

5. Training. Training sponsored by the Governnent nust neet the needs of the
Agency. Officers wishing to use the G bill while on active duty should
contact the nearest Departnment of Veterans Affairs office. Oficers need to
be aware that continuing education is the responsibility of the individual
pr of essi onal . However, where possible, Agencies do attenpt to provide
continui ng education for officers but it is not incunmbent on the Agency to
support these activities.

6. | nfornmati on Systens

a. OPE. An officer may schedul e a neeting by phone or in person to review
hi s/ her OPF and to di scuss strengths and weaknesses with DCP. The OPF
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7.

review may also serve as an opportunity to further engage in career
counseling and to develop strategies to attain career goals.

NOTE: Significant docunents, such as the C. V., nust be submtted
directly to the file room DCP, for inclusion in the OPF

Attention: File Room

Di vi si on of Commi ssi oned Personnel
Room 4- 35, Parkl awn Buil di ng
Rockville, MD 20857

C V. Oficers are encouraged to naintain a current C.V. in their OPFs
which reflects current position, experience, and acconplishment. Wen
applying for a position, officers are often encouraged to develop a
specific C V. that addresses the professional duties and specific
criteria and/or selective factors required by the position

NOTE: Some officers have found it helpful to update the C V. and
submt it to their OPF, on a schedule that coincides with the annua
CCER.

VAATS. Agencies identify vacancies and list themw thin the tracking
system by conpleting and forwarding a vacancy worksheet to DCP or
through an alternative nmethod devel oped by the Agency and DCP

O ficers may view current vacancies listed in the Conm ssioned Corps
Bulletin and in the Electronic Bulletin Board follow ng directions
provided in the Comm ssioned Corps Bulletin. Formal registration is
required followi ng initial access.

APPLES. I n order to express career preferences, periodic updates sent
directly to each officer should be filled out and returned according to
i nstructions contained in the mailing. APPLES information is utilized
in VAATS and in the officer's OS, and becones a part of the DCP data
base.

as
(1) Periodic updates sent directly to officers should be revi ewed for
accuracy and returned according to instructions contained in the

mai | i ng.

(2) Oficers requesting an update outside the normal cycle nust neke
a witten request to their respective Agency Liaison

Addi ti onal sources of information are the:

a.

Local personnel office;
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b. Conmmi ssi oned corps |iaison. (Each agency has a comnri ssioned corps
Iiaison who is responsible for comunicating with DCP. The |iaisons
nmeet on a regular basis to discuss comi ssioned corps issues);
c. Agency representatives to the O fice of the Surgeon Ceneral. (The
Agency representatives neet on a regular basis with the Ofice of the
Surgeon Ceneral to discuss issues of nutual interest); and
d. PHS Commi ssioned O ficer Services Directory (Exhibit I1l) distributed
by DCP.
Section |I. Privacy Act Provisions
Personnel records are subject to the Privacy Act of 1974. The applicable system

of records are 09-37-0002, "PHS Comn ssioned Corps General Personnel Records,

HHS/ CASH/
and O her

OSG " and 09-37- 0008, "PHS Comnri ssi oned Cor ps Unofficial Personnel Files
Station Files, HHS/ OASH OSG. "
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EXH BIT |

Cat egorical Career Track Mode

Juni or Staff 02-03
St af f 03-04
Seni or St aff 04- 05
Deputy Chi ef 04- 06
Ar ea/ Regi onal / Nati onal Consult ant 06

Agency Program Director 06- 07
Resi dency (Speci al i st) 03-04
Ful ly Trained (Specialist) 04- 05
Board Certified (Specialist) 05- 06
Research Associ ate (Category) 03-04
Seni or Research Investigator (Category) 04- 05
Lead Research | nvestigator (Category) 05- 06
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When the category career tracks do not apply,
utilize career

devel op and/ or

EXH BIT 11

Agency Specific Career Track Mode

track billets for

Agenci es have the opportunity to

Epi dem ol ogy/- Public Health,

Program Managenment, Regulatory Affairs, Research, and International Health.
Agency specific billets nust adhere to Agency organization and civil service
gui del i nes.

Tr ai nee (Non- Supervi sory) 02

Assi stant Staff (Non- Supervi sory) 03

St af f (Non- Supervi sory) 04

Seni or Staff (Non- Supervi sory) 05

Supervi sory Senior Staff

(Advanced Tr ai ni ng) 05

Expert (Certified) (Non- Supervi sory) 06

Seni or Supervisory Oficer 06
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EXHIBIT IIX

PHS Commissioned Officer Services Directory

. / ! % ERVICES DIRECTORY
TELEPHONE NUMBERS LISTED ARE (301) 443 + EXTENSION, ualess atherwise specified

SUBJIECT PHONE CONTACT
ASSIMILATION Agency Lisison
AWARDS Agency Awards Coordinator
BILLETS Ageocy Liaison
CAREER DEVELOPMENT 9000 Category Staffing Officer, ODB
CHAMPUS Local Military Facility Health Benefits Advisor
COER Agency Liaison
COMMISSIONED CORPS BULLETIN 3067 Bulletin Editor, OD
COSTEP - Junior and Senior Agency Liaison
DEATH/SURVIVOR BENEFITS 9000 Survivor Assistance Officer, ODB
DEERS (ID CARDS) Local Administrative Officer
DENTAL-DEPENDENTS DENTAL PLAN (916) 381-9368 Deita Dental
Deita Dental-Earollment Forms 6132 CB
DETAILS/SPECIAL ASSIGNMENTS Agency Liaison
DISCIPLINE/MISCONDUCT 2626 Adverse Actions Officer, OD
ELECTRONIC BULLETIN BOARD 3036 <2400 baud, 8 bits, 1 stop bit, no parity
EMERGENCY PREPAREDNESS 3067 Emergency Coordinator, OD
EMPLOYMENT VERIFICATION (ONLY) 6132 CB
GRIEVANCES Agency Liaison or Adverse Actions Officer
INACTIVE AND READY RESERVE 9520 Ready Reserve Coordinator, TAB
LEAVE POLICIES Agency Liaison
LICENSURE AND WAIVERS Agency Liaison
MEDICAL CARE - Officers 1-800-368-2777 Patient Care Coordinator
-Officers in MD/AK/HI call collect (301) 443-1943 Patient Care Coordinator
MEDICAL RELATED ISSUES 2606 Medical Branch
OFFICIAL PERSONNEL FOLDER-Review 9000 Category Staffing Officer, ODB
- Career Connseling 9000 Category Staffing Officer, ODB
- Copies of documents Written Request Privacy Act Coordinator, OPS
- Document Submission Mail File Roomt, OPS
- Officer Info Summary Written Request Privacy Act Coordinator, OPS
PAY AND ALLOWANCES 6132 CB
PERSONNEL ORDERS AND ACTIONS Agency Liaison
POLICY/CCPM Agency Liaison
PROMOTIONS Agency Liaison
RECRUITMENT 1-800-221-9393
RETIREMENT Agency Liaison
SEPARATIONS {Processing) Agency Liaison
SHIPPING OF HOUSEHOLD GOODS Local Shipping Officer
SICK LEAVE Agency Liaison
TRAINING Agency Liaison
TRAINING & EXPERIENCE DATES 9520 TAB
TRAVEL AND PER DIEM Agency Liaison
UNIFORMS Agexcy Liaison

VACANCY ANNOUNCEMENT AND TRACKING SYSTEM

Eatry of Vacancy 9000 VAATS Coordinator, ODB
Coatact for Vacancy 9000 Category Staffing Officer, ODB
VETERAN’S BENEFITS Local VA Office
Guaraateed Bome Loan Program 9000 Home Loan Coordimator, ODB
Education Assistance Program 95000 VEAP Coordinstor, ODB
ceviath . mmission

OD - Office of the Director ODB - Officer Development Branch

PSB - Personnel Services Branch MB - Medical Branch

CB - Compensation Branch OPS - Office of Program Support

TAB - Transactions & Applications Branch
MAILING ADDRESS for DCP: Room 4-35

5600 Fishers Lane
Rockyille, MD 20857 Revised 8/26/92 ODB/DCP
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