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This Promotion Information Packet consists of information compiled from the USPHS CCMIS Promotion Information website located at https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_competitive_eligibility_m.aspx.
The Asian Pacific American Officers Committee (APAOC) created this abridged version to serve as a comprehensive quick reference to promotion-related information. Refer to the CCMIS site for the latest information and ultimate policy and requirements.   

All officers who are eligible for temporary and/or permanent promotion are encouraged to review all of the information on the CCMIS website (link provided above) and also use the APAOC Promotion Packet.


*Disclaimer*

The information contained herein is intended to assist in the promotion preparation process. It is not intended for distribution as a primary source of promotion information. Refer to the Promotion Information page of the CCMIS website for the most current and accurate information.
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NOTE: This tool is intended to be used as a worksheet of REMINDERS for important dates ONLY, and is BY NO MEANS an indication, recommendation, or guarantee of successfully affecting a promotion(s) during the upcoming promotion cycle.

	Topic
	Instructions
	Deadline
	Date Completed

	PIR Corrections
	Review and submit corrections to the appropriate resource email for PIR only. (Do not email PII): 
· Awards:COAP@hhs.gov 
· COER:phscoers@hhs.gov 
· Officer information and Assignments:PHSCCAssignments@hhs.gov 
· Licensure:PHSLicensure@hhs.gov

	December 1, 2020
	

	eOPF Corrections
	Review electronic Official Personnel Folder (eOPF) and submit requests for corrections to phsopffix@hhs.gov prior to the deadline. For incorrect or missing COERs and Awards, email directly at addresses in box above.

Please make sure you are uploading documents in the correct category or section by reviewing the eDOC-U User Guide.

	December 31, 2020
	

	Review Benchmarks
	Review Category Benchmarks to assist in preparing for promotion.

	ASAP
	

	CV Format
	Check with your Professional   Advisory Committee (PAC) for category guidance on formatting your CV (and CV Cover Page). Only use your PAC’s CV format.

	ASAP
	

	CV and Cover Page Submission
	Submit current CV and CV Cover Page (as        one document) to your eOPF using the eDOC-U upload system in the Secure Area on CCMIS.

NOTE: Be sure to select the correct document using the drop-down menu and enter the correct date.

	December 31, 2020
	

	COERs**
	Ensure that you are not missing any Commissioned Officer’s Effectiveness Reports (COERs) in your eOPF. Review COERs to ensure that all pages are present and legible.

For New Officers: we recommend that you have a recent COER in your eOPF, even if not required. 
As long as your COER scores are on your PIR, you have met the COER deadline. Your COER does not need to be viewable in your eOPF to meet the deadline. Make sure your ROS is posted with your COER once your COER is entered into your eOPF.

For additional assistance with COER-related matters, first visit the COER Information Page, and then contact your CC Liaison if you need additional assistance.

	December 31, 2020
	

	Officer’s Statement 
(OS)
	Submit a 2021 Officer's Statement to your eOPF using the eDOC-U upload system in your secure area eOPF.

NOTE: Only the 2021 form will be accepted.

	December 31, 2020
	

	Reviewing Official’s Statement (ROS)
	ROSs are now incorporated into the online annual COER. If you complete your annual COER online during the open period, your ROS will be submitted with your COER. In this case, a separate ROS is not needed.

If you submitted a paper COER that 
became an annual COER (all transfer and interim COERs starting before and ending after July 1, 2020), an ROS submission through your liaison is still necessary.

If you are not completing your 2020 annual COER online, verify by contacting your CC Liaison that the 2021 Reviewing Official's Statement (ROS) was submitted to and received by CCHQ prior to the deadline. CCHQ will index and upload the COER and ROS together as one document.
NOTE: If submitting the ROS separately from COER, only the 2021 ROS form will be accepted and must be submitted through the Agency Liaison.

	December 31, 2020
	

	Required License/
Certification**
	If required, ensure that your PIR reflects your current (not expired), valid Professional License or Certification at all times and at least by the checklist deadline. The actual license does not need to display in your eOPF by the deadline. 

Upload your current professional license through eDOC-U.

Information is available on the Licensure website: https:/dcp.psc.gov/ccmissure_m.aspx

	December 31, 2020
	

	eOPF Support Documents
	Self-service documents must be uploaded to the eOPF via eDOC-U (e.g., Letter of Appreciation, Continuing Education).

	December 31, 2020
	

	Force Readiness**
	Ensure that you maintain all Basic Force Readiness Requirements. You may check your status in the Officer Secure Area dashboard and Readiness Self Service application. Review the Readiness: Down to Basics Guide for documents and submission requirements. Force Readiness standards will be verified as of both dates listed. 

Basic Readiness checks now occur on a MONTHLY basis. If you are marked as “Not Qualified” for any month from September 1, 2020 to January 1, 2021, you will not be eligible for promotion board review. 

For PY2021, promotion boards will review the readiness history of officers for the previous 3 years (i.e., January 1, 2017 through December 31, 2020).

The boards may use this information as a factor in the score for professional contributions, basic level of force readiness history and services to the Corps as well as the overall recommendation for promotion.

	Ongoing
	

	Medical Requirements for Promotion**
	If eligible for a promotion, in addition to all other requirements listed above, ensure that you have completed the Periodic Health Update (PHU) annually.  All officers must complete and submit a PHU between the first day of the month prior to the officer’s birth month through the last day of the month after the officer’s birth month (3-month window). 

Refer to the Medical Affairs Commissioned Corps of the U.S. Public Health Service Periodic Health Update (PHU) for more information. Check the Officer Secure Area (OSA) of CCMIS to verify the dates of your medical documents on file.
	Ongoing
	



** IMPORTANT!!! These criteria will be reviewed during CCHQ’s post-Board administrative process. Failure to comply with any of these criteria will result in the officer not being promoted.
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1. What is a Promotion Board?
A Promotion Board is a group of five temporary grade O-6 officers, with two to three additional officers as alternates, selected to review the files of officers who are eligible for promotion within their category. They are chosen and appointed by the Surgeon General based on established eligibility criteria, with every effort to ensure a cross section as representative as possible of the category or group they represent. Officers are not able to serve on a board more than once every three years, and they take an oath to hold in confidence everything that is seen, read or discussed while serving on the board.
In some cases, with smaller categories, if there are not enough officers eligible to serve on the Promotion Board an officer from another category with a comparable discipline, if possible, may serve on a different category’s board. There is a total of 14 boards, one for each of the 11 categories in the Corps, and one for the Research Officer Group (ROG). Two of the categories (Nurse and Medical) are broken into an upper board and a lower board.

2. When do the Promotion Boards meet?
Promotion boards meet each spring (typically from February to June) to review records of officers who will become eligible for promotion from July 1st of that year through June 30th of the following year. For example, a promotion board will meet in spring of 2021 to review all officers eligible for promotion from July 1, 2021 to June 30, 2022.
3. What does the Promotion Board use to score officers?
The Promotion Board review includes careful consideration of the officer's career as it relates to the five precepts upon which the benchmarks are developed, and promotion recommendations are based. These five precepts are:
1. Performance (40% of overall score)
2. Education, Training, and Professional Development (20% of overall score)
3. Career Progression and Potential (25% of overall score)
4. Characteristics of Career Officer & Service to the Corps (15% of overall score)
5. Response Readiness (0% of overall score, not scored by the promotion board). Response readiness is still an administrative check used for promotion. Officers who fail to meet and maintain basic readiness will not be promoted.

In evaluating an officer for promotion, the board refers the benchmarks for each category of the "best qualified" officer. The board compares the officer, as reflected in the eOPF, against the theoretical "best qualified" officer. This "best qualified" officer is the only competition for any one officer being reviewed by a Promotion Board.

4. What does/doesn’t the Promotion Board see?
The Promotion Board members have access to and will review many items in an officer’s eOPF. The "Commissioned Officers' Effectiveness Report" (COER) provides specific information about the current and previous year’s duties, accomplishments, and goals. An up-to-date curriculum vitae (CV) is essential for outlining major duties and outcomes demonstrating progressive growth in an officer's career and a continued increase in professional value to the Corps.  The CV is a critical document used by the promotion board to score all precepts. Both the Reviewing Official Statement (ROS) and Officer Statement (OS) are important promotion documents that are an integral part of the board’s review process. The promotion board members focus on many documents to include:
· COERs
· PIR
· CV
· Continuing education
· OS/ROS
· Letters of Appreciation
· Awards
· Licenses/Certifications/Credentials
· Readiness Status and History

     The promotion board members do not have access to:
· Medical information
· Compensation information
· Personal information, e.g., marriage/divorce, birth certificates, insurance
· Previous board scores/score sheets
· OS/ROS from previous years

There are no scoring procedures which establish lower success rates or scores for officers previously considered for promotion. The board is not aware of who has been unsuccessful for promotion in previous years. This is the reason for hiding any previous board scores, score sheets, OS, ROS, etc.

5. How does the Promotion Board score officers?

Promotion Board scoring consists of two parts. The first part is an overall promotion recommendation by the board. For permanent grade the options are “recommend” or “not recommend.” For temporary grade, the options are “recommend,” “defer,” or “not recommend.” For a description of each of these promotion recommendations, refer to the Promotion Board Recommendations section on the Promotion Information website. 

The second part of the score is a numerical score used to generate a rank-order list of all officers eligible for promotion within a specific category and grade. Each officer eligible for promotion is scored by each board member on each of the first four precepts using a scale of 0-100 in five-point increments. Once the board members score all officers in their category, the scores are averaged for each precept and multiplied by the weight of each precept to get an overall precept score. Each weighted precept score is added together to get an overall promotion board score.

6.   What if a Board Member knows the officer they are scoring?
Promotion Boards are charged to review authorized sections of the eOPF and score according to its contents only. Board members are instructed that they are not to consider or discuss any anecdotal information during the promotion process. If a board member is not able to objectively score an officer for any reason, he/she is asked to recuse him/herself from scoring that officer. If this occurs, the officer’s score is an average of the remaining four board members.
7. What if there is a tie in scoring?
If there is a tie between two officers eligible for the same rank in the same category, the tie is broken using the following criteria, in order, until the tie is broken.
· Higher permanent grade has relative standing over lower permanent grade
· Seniority Credit Date
· Years of active duty Corps service
· Years of active duty service in any uniformed service and at any rank

8. How is it determined who is successful for promotion and who is not?
The officers are rank ordered in sequential order of their promotion board scores creating a rank order list. The number of officers promoted depends on the requirements of the Corps in each grade as determined by the Assistant Secretary for Health (ASH) in consultation with the Surgeon General (SG). These success rates are multiplied by the total number eligible in each category for each grade to determine the total number of officers promoted within each category and for each grade. These numbers are applied to the rank order list and a success line is drawn. Those above the line on the rank order list are successful; those below the line are not successful.

9. Are all those above the success line promoted?
Once the successful list is created, officers on the list are reviewed for administrative checks. For temporary promotion, the files of successful officers are checked to ensure:
· They have no missing COERs for the last 5 years (as applicable);
· They have no current or pending adverse administrative action;
· They have a current valid license/certification on file with DCCPR, if required; and
· Readiness and Deployment Operations Group (RedDOG) reports they meet readiness standards and were qualified at both the December and March quarterly readiness checks.
· For permanent grade promotion, all the same administrative checks apply, in addition to meeting MAB medical requirements. For additional details, refer to the Medical Requirements for Permanent Grade Promotion section on the Promotion Information website. 

Only officers who are above the promotion success line and meet all administrative requirements will be promoted.

10. How will an officer know what the Promotion Board scored or recommended?
All officers reviewed for promotion will have a Score Sheet and a Promotion Information Report (PIR) in the Confidential Documents section of the eOPF. The Score Sheet provides each precept score, the number of recommends/not recommends/recusals, and feedback from the board members. If an officer is considered for a temporary and permanent promotion, there will be score sheets and PIRs for both grades in the Confidential Documents section of the eOPF. In most cases, the scores the officer receives for temporary and permanent grades will be the same. The scores may differ, since board members may review the officer’s eOPF and score each type of promotion independently.
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[bookmark: _Toc468457847]1. Temporary Promotion Eligibility Criteria 
(Applies to all officers including new calls to active duty (CADs), recalls to extended active duty and interservice transfers).

	
Eligible
Grade
	
T&E Credit
Required
	

Time in service requirement
	Time in grade requirement during current PHS tour

	O-2
	4 years
	None
	None

	O-3
	8 years
	None
	None

	

O-4
	

12 years
	6 months on current  tour as officer in the PHS Commissioned Corps (as of March 1st of the year reviewed by promotion board)
	

None

	
O-5
	
17 years
	5 years (2 years must be as officer in the
PHS Commissioned Corps)
	
2 years as O-4

	
O-6
	
24 years
	9 years (3 years must be as officer in the
PHS Commissioned Corps)
	
3 years as O-5



T&E Date and Time in Service are located on the officer’s PIR. Bolded dates provided are for Promotion Year 2021(PY21). Temporary Promotion Boards meet in Spring 2021 to consider officers eligible for promotion from 7/1/21- 6/1/22. 

1. Time- In  Service (TIS):
a.  At the O-4 grade, TIS must be during the current tour and must be met by 3/1 of the year reviewed by the promotion board (3/1/2021).  In other words, for officers to meet the TIS criteria, they must be called to active duty no later than 9/1 of the prior year (9/1/2020).

b.  At the O-5 and O-6 grades, TIS can be a combination of current and previous tours in the
PHS Commissioned Corps and must be met on or before 6/1/2022.

c.  All officers may use prior active duty military time towards TIS at the O-5 and O-6 grades
(up to 3 years and up to 6 years respectively) as noted in the table.

2. Time-In  Grade (TIG):
Time in grade must be during current tour and must be met during the promotion year with an effective date of promotion on or before 6/1/2022.

3. Temporary Promotion Effective date:
The effective date of the promotion will be July 1 of the promotion year or the first day of the month following the officer’s date of eligibility, whichever is later (meets all T&E, TIS, and TIG requirements) with the following exception. If the officer’s eligible date is the first day of the month, then his/her effective date will be the same (first day of the month) as the eligible date.

Examples: 1) Meets all requirements 9/15/2021, promotion effective date will be 10/1/2021.
      2) Meets all requirements 10/1/2021, promotion effective date will be     
         10/1/2021.
      3) Meets all requirements 1/1/2022, promotion effective date will be 1/1/2022.

4. Inter-service transfers must serve at least 6 months in PHS prior to any promotion, in addition to meeting specified time in service requirements.

5. Administrative requirements for temporary promotion:
a.   A current, satisfactory COER (overall score of S);
b.  All required annual COERS on file;
c.   Valid license, if required, on file in the eOPF;
d.  No current or pending adverse or disciplinary actions; and 
e.   Meet and maintain basic level of readiness.

[bookmark: _Toc468457848]2. Permanent Promotion Eligibility Criteria
(Applies to all officers including new CADs, recalls to extended active duty and interservice transfers.)

	Eligible Grade
	Credit Required for Regular Corps Officers

	O-2
	7 years T&E

	O-3
	3 years Promotion Credit

	O-4 Restricted
	7 years Seniority Credit

	O-4 Non-Restricted
	10 years Promotion Credit

	O-5 Restricted
	7 years Seniority Credit

	O-5 Non-Restricted
	17 years Promotion Credit

	O-6
	4 years Seniority Credit



T & E, Promotion and Seniority Credit dates are located on the officer’s PIR. Promotion Year 2021 (PY2021). Promotion Boards meet in Spring 2021 to consider officers eligible for promotion from 7/1/21 - 6/30/22.

1.  Restricted = Nurse, EHO, Pharmacist, Dietician, Therapist, HSO, Engineer, Scientist, Veterinarian
2.  Non-Restricted = Medical, Dental
3.  Seniority Credit Date - Regular Corps: The later date of a) permanent grade credit date established at the time of appointment to the Regular Corps, or b) last permanent grade promotion following Regular Corps appointment.
4.   Promotion Credit Date establishes eligibility to P O-3 and P O-4 for all categories and P O-5 for Non-Restricted categories. 
For officers appointed into the Regular Corps under 42 USC §209(a) & (b), Promotion Credit Date = Seniority Credit Date minus years of constructive credit awarded related to P Grade held when originally appointed to the Regular Corps (P1 =0; P2 =0; P3 =3 years; P4 =10 years; P5 =19 years). 
For officers deemed Regular Corps by the Affordable Care Act under 42 USC §204(b), constructive credit = 0 for all permanent grades; therefore Seniority Credit Date = Promotion Credit Date
5.     Inter-service transfers must serve at least 6 months in PHS prior to any promotion (CCI
374.01, “Interservice Transfer of Commissioned Officers,” Section 8-2b.(3), found in Book: 3, Chapter: 7, Section: 4, Instruction: 01 of the eCCIS).

6.         Permanent promotion Effective date: The effective date of the promotion will be July 1 of the   promotion year or the officer’s date of eligibility, whichever is later.

7.           Administrative requirements for permanent promotion: 
a. A current, satisfactory COER (overall score of S);
b. Annual COERS on file, as applicable;
c. Valid license, if required, on file in the eOPF;
d. No current or pending adverse or disciplinary actions;
e. Meet and maintain basic level of readiness.
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E. Non-Competitive Promotions

1. Who is Eligible for a Non-Competitive Promotion?
All Officers eligible for Temporary O-2 or O-3, and Medical and Dental Officers eligible for
Temporary O-4 do not go to a promotion board but are promoted through an administrative review (non-competitive) process.

2. Requirements for promotion:

a. All required COERs are in the officer’s eOPF. The current COER has an overall score of S (satisfactory); 
b. Valid license, if required, on file in the eOPF;
c. No current or pending adverse of disciplinary actions,
d. Meet the basic level of readiness;
e. For Medical and Dental officers eligible for temporary O-4, a letter of recommendation to the Surgeon General from the Agency must be submitted.

3. Unsatisfactory COERs or other Administrative Issues
Officers with unsatisfactory COERs (overall Unsatisfactory) are reviewed by the annual promotion boards. Also, officers with other identified reasons to submit the record to the board (e.g., past, present, or pending adverse action) will be reviewed by the annual promotion boards.
4. Effective Date of Promotion
Effective date of a non-competitive promotion is the first day of the month on or following the date
of eligibility contingent upon all required administrative documentation being received in CCHQ by the 15th of the month prior to the effective date. Non-competitive promotions are reviewed on a quarterly basis.

Examples: 1) Meets all requirements prior to 9/15/2020, promotion effective date will
be 10/1/2020; 
   2) Meets all requirements after 12/15/2020, promotion effective date will be
1/1/2021.

5. Notification of Non-Competitive Promotion
It is the officer’s responsibility to ensure that all administrative requirements are met before the date of eligibility. When all requirements are met and all necessary documentation is received in CCHQ, officers will be notified of the promotion via a personnel order (P.O.).  A copy will be scanned and indexed into the Personnel Orders section of the eOPF. When the P.O. is placed into the eOPF, the officer will receive an automated e-mail informing him/her of that action. This is the officer’s only notification of a non-competitive promotion. Non-competitive promotions are not posted on the CCMIS website.

[bookmark: _Toc468457850]Questions may be directed to the Promotions Coordinator at phspromotions@hhs.gov.  

This reference is provided for informational purposes only; it is not an official policy document. Consult CCI 331.01, “Permanent Grade Promotions,” CCI 332.01, “Temporary Promotions,” and POM 821.74, “Promotion Precept and Criteria,” for official policy guidance.

F. Exceptional Proficiency Promotions
  
1. What is an Exceptional Proficiency Promotion (EPP)? 

An EPP is a temporary grade promotion for officers who have not yet met all three criteria for normal temporary grade promotion eligibility – (1) Time-in-Grade (TIG), (2) Training and Experience (T&E), and (3) Time-in-Service (TIS).  The Department of Health and Human Services (HHS) Operating Divisions (OPDIVs)/Staff Divisions (STAFFDIVs) and non-HHS organizations can nominate officers for an EPP if they possess unusual levels of training, professional experience, and/or unique qualifications for early promotion.
 
2. Who is eligible for an EPP?

Each year CCHQ generates a list of officers who meet the following requirements for EPP eligibility:

a. Meet the criteria outlines in Section 6-8 of CCI 332.01; 
b. Has held the current temporary grade for at least 1 year as of March 1st of the year in which the officer’s record is to be reviewed by an ATPB;
c. Currently is in a billet that has a rating at or above the grade of the proposed promotion;
d. Have 5 and 9 years of active duty service as an officer in the Corps for a nomination to the O-5 and O-6 grades, respectively;
e. Comply with the licensure requirement(s) for his/her discipline and/or category;
f. Comply with the force readiness standards. In accordance with CCD 111.03, “Conditions of Service,” an officer must continuously meet the Corps’ basic force readiness standards. POM 821.74, “Promotion Precepts and Criteria,” outlines that the Annual Temporary Promotion Board (ATPB) and the Annual Permanent Promotion Board (APPB) cannot consider for promotion any officer who has been marked as “Not Qualified” for any month, beginning on 1 September of the year preceding the Promotion Year (PY) up to and including 1 January of the PY (e.g., for PY2021, CCHQ will check 1 September 2020 and each subsequent month up to and including 1 January 2021);
g. Have their most recent annual COER rated as satisfactory (e.g., for PY2021, the 2020 annual COER is rated as satisfactory);
h. Have all required COERs for the past five (5) years in the officer’s eOPF; and
i. Have no outstanding adverse action(s).
Note: In accordance to CCD 111.03, to comply with the conditions of service, if an officer has been recommended for promotion however does not meet the administrative checks outlined above (e-i), the officer will not be promoted. These checks normally occur for the time period of Feb 1 of the PY to June 1 of the PY; however, they may occur at any time up to the date that a promotion is scheduled to be effective. 
Officers must meet the Time-in-Grade (TIG) requirement.  Officers who meet the TIG, T&E, and TIS requirements are eligible for the regular temporary grade promotion, so no longer qualify for an EPP. 

3. How is an officer nominated for an EPP?

Once CCHQ has created the EPP eligibility list, it sends each HHS OPDIV/STAFFDIV and non-HHS organization a list of eligible officers, as well as their quota for nominations.  CCHQ determines the quota by calculating 5% of the total numbers of officers eligible for an EPP within the organization.  Commissioned Corps Liaisons must submit all EPP nomination lists to CCHQ by December 5, 2020.

Interested officers should contact their Commissioned Corps Liaisons for guidelines and organization deadlines for EPP nominations.  CCHQ will only accept nominations from OPDIV/STAFFDIV Heads and Directors of non-HHS organizations to which officers are detailed.  In other words, officers cannot nominate themselves for an EPP; nor will CCHQ accept nominations from lower agency officials. 
 
4. How many times can an officer be nominated for an EPP?

An officer may be nominated to CCHQ only one time per temporary grade.  This one-time quota is regardless of the officer’s agency; it is linked to the officer.  Some organizations hold an internal review board to determine who they will nominate; suggestions by this board do not count as a nomination.  Only when the organization puts the officer’s name forward to CCHQ for promotion consideration and the promotion board reviews the officer, will CCHQ count the officer as having been nominated. 

5. What should an officer do if nominated for an EPP?

Each organization will notify the officers they have nominated for an EPP.  These nominated officers must follow the instructions posted on the Promotion Information website and submit all the same documents as required for regular temporary grade promotions.  The ATPB will review and rank these officers using the same methods and criteria as for officers who are eligible.  Board members are unaware of which officers are EPP nominees and which are eligible for the regular temporary grade promotion.  They review the eOPFs of both types of nominees with the same category benchmarks in mind and require both to meet the same administrative requirements for temporary grade promotion. 

Questions about the EPP process may be directed to your Commissioned Corps Liaisons. If you do not find the answers to your questions on CCMIS, please send an email to: PHS Promotions@hhs.gov.
[bookmark: _Toc468457851]G. Electronic Official Personnel Folder (eOPF)

Select documents in your eOPF will be available to the Promotion Board for review.  The eOPF includes documents such as your Commissioned Officers' Effectiveness Reports (COERs), Promotion Information Report (PIR), Curriculum Vitae (CV), licenses/certifications, and educational information. Please review your eOPF for accuracy as soon as possible, no later than November 1. Correction requests may be sent to phsopffix@hhs.gov.  Include your SERNO with a detailed description of the necessary correction.

Important tips to help ensure that your documents are successfully indexed into your eOPF for promotion board review can be found below and at https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_eOPF_m.aspx#2:

· Please remember to include your name and PHS serial number at the top right corner of all sheets of all documents.
· Upload all documents for an individual officer at the same time. Include your name and PHS number on the top right corner on all documents.
· Submit documents only once and allow one week for them to appear in your eOPF.
· Always submit your CV cover sheet and CV together as one document. Only the most recent CV is retained in the eOPF. 
· Do not wait until the deadline to submit documents to your eOPF.
· Ensure you save the email confirming successful uploading of your document(s), as this is the only proof that your documents were submitted by the deadline. 
· The Officer Statement must be uploaded by the deadline on the Promotions Checklist.  It will be indexed in the COER section of the eOPF. 

NOTE:

Do NOT attempt to upload the following documents to your eOPF: photographs, publication reprints, program agendas, letter of recommendation (other than the ROS), medical documentation (except immunization information), physical fitness activity information, clinical practice agreements, and award nominations for inclusion in the eOPF.

[bookmark: _Toc468457852]Officers should NEVER upload licensure/certifications, compensation, medical, or awards documents to the eOPF. Compensation (SGLI, W-4, etc.) and medical documents must be sent to the Compensation Branch or Medical Affairs Branch, respectively. Once processed, the respective office will add appropriate documents to the eOPF. Non-PHS awards must be sent to the Awards Coordinator, who will add it to the eOPF once processed.

H. Promotion Information Report (PIR)

The PIR is a “real-time” summary of verified data about an officer, as documented in CCHQ's data system.  The PIR is located in the eOPF and is used by Promotion Boards to obtain an overview of an officer’s career within the Corps.  Information on the PIR includes general dates, current billet title and position grade, creditable service toward retirement (including military and creditable civil service), PHS/military awards authorized for wear on the PHS uniform, COER ratings for the last 5 years, and PHS assignment history, and readiness information.  

Please review your eOPF, including your PIR, to ensure that your file is current and accurate.  If there is an error on the PIR, please submit a copy of the current PIR to CCHQ, no later than the deadline on the Promotion Checklist, with the requested changes and the appropriate substantiating documentation.  Submit corrections to the appropriate resource email for PIR only. Do not email PII:

· Awards: phscoap@hhs.gov
· COERs: phscoers@hhs.gov
· Licensures: phslicensure@hhs.gov
· PIR: phspir@hhs.gov
· Officer information and Assignments: PHSCCAssignments@hhs.gov 
[bookmark: _Toc468457853]
I. Commissioned Officers’ Effectiveness Report (COER)

All officers (regardless of the date of entry on to active duty) who are eligible for promotion are required to have an Annual COER in their eOPF.

The Annual COER is a Web-based performance evaluation process accessed from the Commissioned Corps Management Information System (CCMIS) website at https://dcp.psc.gov/osa/osa_security_statement.aspx

All officers must have a minimum of one COER in their file and must have a COER for every year that they were on active duty prior to July 1 of each year.  The Annual COER rating period extends from 01 October to 30 September of each fiscal year.

You are encouraged to access your latest COER in the eOPF and review each page to ensure that the document has been satisfactorily archived. Ensure that the last five years (as applicable) of COERs are on file in your eOPF. Missing COERs within the last five years may result in adverse actions. Failure to have the required Annual COERs on file will result in removal from the promotion pool at the end of the Promotion Board review, regardless of score and ranking. 

Promotion-related questions about the COER may be directed to PHSPromotions@hhs.gov.

[bookmark: _Toc468457854]For further guidance regarding the COER, contact your Commissioned Corps Liaison. 

J. Officer’s Statement (OS)

The OS is a one-page document which provides the officer with an opportunity to address activities that demonstrate:

A. Their support of Corps activities;
B. Their commitment to visibility as an officer; and
C. Their vision and expectations of a career in the Corps and the Corps mission.

The official OS form and instructions for completing the form are available through the Promotion Information link provided on the CCMIS web site: https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_process_m.aspx
  
After completing and printing the OS form, sign, date and submit to your eOPF using the eDOC-U upload system in the Secure Area of CCMIS no later than the due date on the Promotion Checklist. Upload with the document date 1/31/2021. 

(NOTE: Only the current year’s OS form will be accepted for promotion consideration and for inclusion in the eOPF. NO OTHER VERSION WILL BE ACCEPTED).

Once the OS is processed, it will be indexed, dated, and filed in the COER section of the eOPF. The document will be assigned the date January 31, 2021, regardless of when it is submitted. Please don’t be concerned with the document date in the eOPF. The date is for internal use only and will not be seen by the promotion board members.

The Promotion Board will only have access to the current year’s OS; they will not see OSs from previous years.  Therefore, you must submit a new OS every year you are eligible for a permanent or temporary grade promotion.  
[bookmark: _Toc468457855]K. Reviewing Official Statement (ROS)

The ROS is a one-page document used by the Promotion Boards to assist in evaluating the officer's performance and career progression/potential, hence readiness for promotion. This document is completed by the Reviewing Official (typically the second line supervisor or the officer’s supervisor’s supervisor) at the time of the officer's annual COER.  The Reviewing Official may solicit outside letters of recommendation for his/her use in evaluating the officer's collateral duties and/or outside activities. However, the Promotion Board will only review the official one-page ROS.  Letters of recommendation in any other form will not be accepted for documentation in the eOPF.


The ROS addresses the following factors:

1. Promotion Readiness: Do you recommend the officer for promotion to the next higher rank? (Recommend/Not Recommend). Provide detailed justification for your selection.
2. Leadership: How does the officer take on a leadership role in the OPDIV/STAFFDIV/ organization?
3. Mission: How does the officer contribute to the mission of the OPDIV/STAFFDIV/organization?
The ROS:
· Is NOW connected to the electronic annual COER process.  However, an ROS can and must be submitted separately if an electronic online annual COER is not required (i.e., interim or transfer COER).  
· If required to submit the ROS separately, it MUST be on the current year’s form. No other version will be accepted.
· Separate submissions MUST be signed and submitted electronically by email to CCHQ by your Commission Corps Liaison. 
· For officers not completing the online electronic annual COER: The deadline listed on the Promotion Checklist is the date the ROS must be received by CCHQ. Your CC Liaison will have an EARLIER deadline.  Follow up with him/her if you are unsure of your CC Liaison’s deadline.
· For officers completing the online electronic COER, your COER deadline on the Promotion checklist is your ROS deadline. Make sure your COER is meeting all the processing deadlines, to include separate deadlines set by your CC Liaison. 

The current version of the official ROS form, instructions for completing the form, and the Officer’s Responsibilities as well as the Reviewing Official Responsibilities are available through the Promotion Information link provided on the CCMIS website (https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_ROS_m.aspx).
[bookmark: _Toc468457856]
L. Curriculum Vitae (CV)

The CV is the best place to present a concise picture of the officer's career, as well as information not reflected in the PIR or COER. The importance of the CV cannot be over emphasized. An absent or outdated CV will put the officer at a disadvantage and make him/her less competitive.

When uploading your CV, please note that only the most recently submitted CV document is retained in the eOPF. If a CV coversheet is used, it, must be included as page one (1) of the CV. (i.e., Do NOT upload the coversheet separate from the CV or it will be the only document that appears as your CV in the eOPF).

Officers should contact their category Chief Professional Officer (CPO), Professional Advisory Committee (PAC) Chairperson and/or refer to their PAC website for recommended CV formats. Officers should also refer to category benchmarks when developing their CVs.

Links to the websites of these resources are available through the CCMIS website under the Promotion Information tab (https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_ROS_m.aspx).  Additionally, contact information can be found through the CCMIS web site under the "About Us" tab.  Please see the following link for PAC websites: https://dcp.psc.gov/ccmis/RESOURCES_leadership_m.aspx. 

[bookmark: _Toc468457857]CCHQ will NOT accept photographs, publication reprints, and program agendas for inclusion in the eOPF.

M. Career Counseling

If an officer desires career or promotion counseling, he/she should consult his/her supervisor, a senior member of the officer’s category, the officer's category Chief Professional Officer (CPO), and/or the Professional Advisory Committee (PAC) Chairperson. An officer may grant any of the above-mentioned individual’s temporary access to your eOPF to provide consultation. To access this eOPF feature, login to the "Secure Area" of the CCMIS web site and select the "OPF Activities Menu" link and follow the instructions on granting limited access to your eOPF.
[bookmark: _Toc468457858]Link to List of CPO’s:
https://dcp.psc.gov/ccmis/PDF_docs/CPO_Contact_list.pdf.
[bookmark: _Toc468457859]Link to List of PAC Chairs:
  https://dcp.psc.gov/ccmis/PDF_docs/PAC_Chair_contacts.pdf.
[bookmark: _Toc468457860]Link to PAC websites:
[bookmark: _Toc468457861]  https://dcp.psc.gov/ccmis/RESOURCES_leadership_m.aspx.

All officers scoring in the bottom 25% (percent) of their grade and category are required to receive counseling. This is not intended to be a punitive action; but instead it is intended to ensure Corps officers have the necessary resources to guide them toward their career goals and promotion potential. Documentation of this counseling is completed on a Report of Career Counseling Session Form A (PDF, 240kb) and Report of Career Counseling Session Form B (PDF, 170kb). Form A is completed by the CPO or a senior leader in the category as designated by the CPO regarding Corps-wide and Category-specific issues. Form B is completed by the officer’s supervisor as initiated by the officer regarding job/position-specific performance issues, professional development, and career progression. These forms should be submitted using the Electronic Document Upload (eDOC-U) system in the Officer Secure Area (OSA) to your Electronic Official Personnel Folder (eOPF) for documentation in the Confidential Documents section of the officer’s eOPF. These documents are not visible to the Promotion Board members and are not considered during the promotion scoring process. Questions may be directed to your PAC Chair or PAC Mentoring Subcommittee.

N. Category Benchmarks

Category benchmarks have been developed by each category to assist officers with career progression. They are used by the Promotion Boards to identify officers that are “best qualified” for promotion. The most current category benchmarks are available through the CCMIS website
[bookmark: _Toc468457862](https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_category_benchmarks_m.aspx) as well as on the CCMIS Promotion Information Page. All questions, comments, inquiries, concerns, and explanations related to career recommendations in relation to benchmarks must be addressed through the officer's category CPO and/or PAC Chairperson.

O. Basic Readiness/Readiness and Deployment Branch (RDB)

Per directive from the Office of the Surgeon General, all Commissioned Corps officers shall maintain Basic Force Readiness standards per Manual Circular PHS No. 377 as part of the PHS promotion process. Please note that Basic Readiness no longer carries any weight in the numerical scoring for promotion.  You must be Basic Qualified at both the pre-board (December) and post-board (March) quarterly readiness checks to obtain a promotion.

NOTE:  The following readiness extensions have been approved
Periodic Health Update:
· No officer is required to submit a PHU for the remainder of 2020.     
· PHU requirements will resume starting with the January, 2021 birth month .     
· An officer’s 2021 PHU must be completed and submitted by the last day of the month after their birth month with the exception of officers with a January, 2021 birth month whose PHU must be submitted by March 31, 2021.
APFT & BLS: both will continue to be extended through MAR 1, 2021 readiness check, meaning the items will be required for submission (at the latest) in March and before the APR 1, 2021 readiness check. APFTs can be completed virtually - please review CCMIS website, under "readiness" tab for additional information and resources.
Officers are encouraged to continue making all efforts to complete and submit BLS and APFT readiness items despite continued extensions.


Please direct all questions, comments, inquiries and concerns about Response Readiness-related matters directly to PHSReadiness@hhs.gov.

[bookmark: _Toc468457863]Physical Readiness Standards
Officers are required to maintain physical readiness standards in order to assure that their physical capabilities are consistent with their assignments.  The physical readiness standards are not designed or intended to place undue demands on officers with regard to training or physical strength.  

It is important for officers to start training in advance of the expiration of their APFT to ensure they can meet the new standards.

NEW OPTIONS for Exercises:

· Three exercises (elliptical, stationary bike, plank) and a new flexibility component (seated toe touch) added.

For more information regarding the APFT, visit the following links:
https://dcp.psc.gov/ccmis/RedDOG/REDDOG_APFT_m.aspx 
https://dcp.psc.gov/CCMIS/PDF_docs/PHS%20APFT%20Procedures%20&%20Instructions.pdf
[bookmark: _Toc468457864]
Training and Professional Competency Standards
Officers are required to possess a basic level of knowledge and competency in the areas of public health and deployment/response activities.  In addition, officers must demonstrate proficiency in at least basic life support measures, and, if applicable, maintain a valid and unrestricted professional license/certification/registration.  Officers, therefore, must complete or maintain the following training and professional competency standards.

1)  PHS Commissioned Corps Readiness Training Modules

Officers must complete 12 web-based readiness training modules for Basic readiness. Login to Responder     eLearn  website.

Complete all 8 modules listed below:
110 Disaster Response
140 Preventive Medicine for Field Operations
141 Health Consequences and Response
142 Disaster Triage
180 Infection Disease Management
182 Terrorism
183 ABCs of Bioterrorism
217 Safety and Security Awareness

Complete all 4 FEMA EMI courses:
IS-100 Introduction to Incident Command System
IS-200 ICS for Single Resources and Initial Action Incidents
IS-700a National Incident Management System (NIMS) 
IS-800b National Response Framework (NRF)

2)  Basic Life Support Training
Officers must complete and maintain currency in one of the following every two years: 

a. American Heart Association (AHA) Basic Life Support for Health Care Providers
b. American Red Cross CPR/AED for the Professional Rescuer
c. AHA Advanced Cardiac Life Support (ACLS)
d. American Safety and Health Institute (ASHI) CPR for the professional rescuer (CPR PRO)
e. Instructor certification for any of the above courses
f. Another basic life support training that is equivalent to the courses listed above and which is reviewed and approved by the SG. 

BLS compliance is verified through eDOC-U submission into your eOPF.  When the certificate if uploaded to eDOC-U, the information will generate into the RedDOG Self Service application. Ensure your certificate is in your eOPF and your expiration date is correct in the RedDOG Self-Service application. 

3)  Professional Competency

(a) Licensure
Officers who are required to have a valid, unrestricted license on file should review the information listed on the main screen after logging into the CCMIS web site "Secure Area" and ensure that a copy of their most recent license is in their eOPF and that the PIR correctly reflects a compliant status. Officers must update their license/certification prior to the expiration of their previous license. 

Please note:  Simply possessing a current license/certification does not meet these requirements. A current valid license must be in the eOPF at the time administrative checks are performed or the officer will be considered out of compliance with this requirement. Of note, the license date will update in the CCMIS “Secure Area” and on the PIR a few weeks before the license appears in the eOPF. If the new expiration date is on the PIR, the officer has satisfied this requirement.

      (b) Deployment Role

Officers must identify their deployment role on the RedDOG Page (under Self-Service section select “Readiness Information” and then select “Roles” and add a new role).

[bookmark: _Toc468457865]If the deployment role selected is a Clinical Role, it is required that an Officer perform 80 clinical hours minimum of direct patient care annually and document this by completing the applicable Practice Hours forms.

4) Medical Requirements

In order to better monitor the health status of officers and meet mission priorities, the Commissioned Corps of the U.S. Public Health Service is adopting new requirements for periodic health updates. Every year, all officers must complete and submit a PHU between the first day of the month prior to the officer’s birth month through the last day of the month after the officer’s birth month (three-month window).  Refer to Medical Affairs for more information on the PHU.  

1) Log-on to the Officer Secure Area of the CCMIS website.

2) Review the status of your PHU and ensure that it is and will be current on the Promotion Checklist. 

The PHU has five components:
1. Medical History: Self-reported, and must be given to the officer’s primary care provider for review and verification (form DD-2807-1)
2. Physical Examination: Based on the officer’s health risk factors, as determined by the officer’s provider. Minimal requirements are the officer’s vital signs and weight (form DD-2808)  
3. Behavioral Health Survey: Self-reported and given to the officer’s provider for review. The behavioral health survey will facilitate a discussion with the provider about the mental well-being of the officer (form PHS-7083). 
4. Dental examination: (form DD-2813) 
5. Additional tests: Screening tests as recommended by the United States Preventive Services Task Force (USPSTF) (e.g. cervical, breast and colorectal cancer screening) and any other testing recommended by the officer’s provider based on the officer’s age, medical, family, and deployment history, and the officer’s occupational and environmental exposures and risks
All forms and provider instructions are included in a single PDF file, “PHU Appointment Documents,” which can be found on the CCMIS website under Forms/Medical.
Officers should scan all documents and test results into a SINGLE PDF and submit them using the medical section of eDOC-U with the document name, “Periodic Health Update.” 
Promotion board members do  not consider medical confidential information as a part of their promotion review of the officer's record and board members do not have access to the officer's medical information. The requirement for updated medical information will be applied after the promotion boards meet and prior to permanent promotion orders being issued. Failure to have these forms updated with MAB will result in removal of the officer’s name from the permanent grade promotion list during the post board administrative review.

[bookmark: _Toc468457866]5) Immunizations

· Review immunization information in RDB Self-Service.
· Influenza vaccine – expires annually. Obtain prior to December 31 of each year.  Compliance with this requirement will be determined on December 31 and not on the last immunization date.  A waiver also meets the requirement.

How to Submit Your Immunizations to Medical Affairs:

1. Submit documents through the eDOC-U process in the Officer Secure Area (Instructions are located in the eDOC-U function by clicking the “Help” link).
2. Upon notification of a successful update, verify the content of your record. CCHQ will not maintain paper copies of your immunizations (with exception of yellow fever).
3. If you do not receive notification after the maximum processing time listed below, contact MA.

[bookmark: _Toc468457867]Immunizations Questions (DO NOT EMAIL DOCUMENTS): PHSCCimmunizations@hhs.gov

P.  Promotion Frequently Asked Questions (FAQs)

[bookmark: _Toc468457868]The CCMIS web site has an excellent FAQ section on Promotion Information.  Access this page by clicking the following link: https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_FAQs_m.aspx  If you do not find your questions answered there, send an e- mail to: PHSPromotions@hhs.gov.

Q. Tips for Promotion Success

The following tips for promotion success are provided as a courtesy from the PHS Promotions Coordinator.  Notice of Disclaimer on page 4 is strictly advised.

Know when you’re eligible. Use the “Calculate Eligibility” link at: https://dcp.psc.gov/ccmis/PDF_docs/Eligibility%20Criteria%20PY%202019.pdf
Prepare early & often; the promotion process is a marathon, not a sprint.
Promotion Information Page: https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_new_m.aspx
Promotion Checklist (https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_2018_checklist_m.aspx) & lots of other valuable information
Be familiar with your Category Benchmarks: https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_category_benchmarks_m.aspx 
Electronic Official Personnel Folder (eOPF) 
*Do’s:
· Combine same type of documents (e.g. certificates, certificates of appreciation, letters of appreciation, etc.) for each year in one file for uploading
· Use the date on the document in each file (if there are multiple dates, use the latest one)
· For BLS/PALS/ACLS certification, enter the expiration date of the certification. If a day of the month is not displayed, use the last day of the month.
· For officer statement, enter the date as January 31, ‘year of promotion board’ (i.e. January 31, 2021 for the 2021 promotion year).
· For school enrollment verification, upload the unofficial transcript yearly
· Save a screen shot of the “Document was Uploaded Successfully” message after uploading each document. This is proof that your document was submitted
· Upload documents in pdf, doc or docx (MS Word), or txt (Text files) format

Don’ts:
· Upload a thank you/appointment email, hand-written note, photograph, membership confirmation, , degree, school acceptance letter, article/publication, award nomination, receipt for a donation, and/or professional/board licensure or certification*
· Resubmit documents which appear blurry. Promotion board members and DCCPR staff have the ability to change contrast and magnify the documents

One very common reason that documents are being rejected is due to another officer’s information within the document being submitted.  Due to security safeguards, no other officer’s information (email, etc.) can be stored in another officer’s file.  Any document containing someone’s information other than the officer uploading documents WILL BE rejected with NO EXCEPTIONS.  Please see more information below about the tips on eDOC-U. 

Licensure: Maintain current credentials in your eOPF at all times 

CV: Use category-specific format & show impact; 
        Be concise & clear - do not embellish
        Back up CV claims with documentation in eOPF (transcripts, letters, certificates of appreciation,  
        etc.)

COER:  Verify all required COERs are in your eOPF (past 5 years)
Don’t concur with your COER? - Submit a rebuttal in time

OS & ROS:   Use current year’s forms & remember to sign & date
         Notify your Reviewing Official that you’re up for promotion & offer to assist with the 
         ROS; may only be submitted through your agency Liaison (do not fax ROS to eOPF lines)
         Spend time on the OS; it’s your “letter to the Board”. Use your Category Benchmarks as a
         Guide

Officership: Contribute to your PAC/PAG; document contribution/impact, not just membership
Letters of Appreciation: May not mention promotion
Administrative Checks:  Applied after the boards have been completed. Failure to meet any of these will result in removal from Promotion List, regardless of rank order.
Readiness – Need to meet/maintain all aspects of basic readiness. Readiness Checklist:  https://dcp.psc.gov/CCMIS/RedDOG/Forms/Basic_Readiness_Checklist.pdf
Licensure, as required by discipline – current copy must be validated by CCHQ & showing on PIR
No missing COERs in past five years; current COER is satisfactory
No current or pending adverse actions
For Permanent promotion, all of these apply plus MAB requirement (annual PHU).  https://dcp.psc.gov/ccmis/Medical%20Affairs/MA_Periodic_Health_Update.aspx
The five (5) year annual physical has been replaced with the annual PHU requirement. Officers must use the new PHU forms for their periodic physical examination. 
[bookmark: _Toc468457869]R. Writing for Impact
The following information regarding writing for impact is provided as a courtesy from the PHS Promotions Coordinator. Notice of Disclaimer on page 4 is strictly advised.
What is impact?

Impact is the reportable, quantifiable, or potential difference, that your research, teaching, or program is making in people’s lives.  It reports payoffs and benefits to society.  The focus is on public – not internal, organizational or personal – benefit.1
http://communications.cfaes.ohio-state.edu/resources/marketing-and-brand-strategy/tips-impact-writing

Reporting impact
Impact statements answer these key questions:
· What you did (a high-level summary only)
· Why did you do what you did (what issue or problem your work is addressing)
· The outcome of what you did
  An impact statement is not: 
· A long, detailed report
· Numbers of people reached, meetings being held, acres served, etc. These provide context, but do not capture the element of change essential to good impact.
· A detailed description of the project/research
· A list of honors or recognition for organizers
  Effective impact statements:
· Provide quantifiable evidence of change or difference made
· Provide other evidence, such as testimonials
· Project the potential benefit for work in progress
· Provide only enough detail to be easily understood
· Highlight public benefits, outcomes, payoffs

  Writing for impact – COER
  Performance Elements (narrative should address all 8) 
· Leadership
· Initiative and Growth
· Communication Skills
· Interpersonal Skills
· Planning and Organization
· Professional Competencies
· Analysis, Judgment and Decision-making
· Overall Effectiveness 2
 https://dcp.psc.gov/ccmis/COER/COER_performance_elements_m.aspx

Writing for Impact – Exercise

Accomplishments:
· COR on IT contract worth $50,000,000
· Agency lead on government-wide ACA WG 
· Led an agency-wide WG
· Managed an office of 50 staff

Accomplishments:
· COR on a 5-year, agency-wide IT contract worth $50,000,000 that supported the agency in meeting GPRA and congressionally-mandated goals
· Served as agency lead on a government-wide ACA WG that was instrumental in fixing major implementation problems and improved systems so that 2,000,000 more users could access the system at the same time
· Led an agency-wide WG that was instrumental in developing organizational process improvements that saved the agency $1,000,000/year
· Managed an office of 50 staff during a time of rapid change with no decrease in office productivity

  Use of Acronyms (examples of what not to do) 
· At FDA, conducted lab research on CV and ortho medical device materials including PS. PE (incl. HDPE) Ti, PTFE, and PTCA catheters.
· At BOP, worked at CO/HSD in the S & R section. Completed a TDY with the MXRO and recruited for various instit. Including MRCs BUH, LEX, DEV, CRW, and SPG.

Promotions link on CCMIS
https://dcp.psc.gov/ccmis/promotions/PROMOTIONS_new_m.aspx
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