DRAFT GUIDANCE ON PROMOTION PRECEPT BENCHMARKS FOR MEDICAL OFFICERS (9-29-04)

1. Precept 1 - Performance

a. Commissioned Officers’ Effectiveness Reports (COER) and COER attachments (past 3 years)

Guidance for Officers:  

· Note that the benchmarks related to COERs place emphasis on the narrative summary written by the officer’s supervisor.  The Officer should make sure that her/his supervisor is aware of the importance of the narrative summary.  

· Each Officer is encouraged to provide her/his supervisor with specific language, as appropriate, to include in the COER narrative summary.  

· The COER narrative summary should emphasize, as appropriate, an Officer’s performance with respect to meeting the physician precept benchmarks.  

· Accomplishments that reflect meeting responsibilities of a billet at or above grade should be emphasized in the COER narrative summary.
b. Award History

· CC Honor Awards
Guidance for Officers:
· Each Officer should confirm that all Commissioned Corps (CC) awards received are documented in his/her Official Personnel Folder (OPF) and curriculum vitae (CV).  The OPF can be accessed through the “Secure Area” on the CC Management Information System (MIS) Web Site (formally known as the Division of Commissioned Personnel (DCP) website)
· Each Officer should ensure that his/her supervisor is aware of the various CC awards available and the criteria for each.  

· When appropriate, the Officer should encourage his/her supervisor to consider nominating the Officer for a CC award.  Furthermore, an Officer may be able to facilitate the award nomination process by providing the supervisor with a draft award nomination narrative.  Officers should be aware that the process to receive an award might be lengthy in some Operating Divisions (OPDIV) (e.g., AHRQ, CDC, CMS, FDA, HRSA, IHS, NIH, OS, and SAMHSA).

· Non-CC Honor Awards

Guidance for Officers:
· Each Officer should confirm that all non-CC awards received are documented in her/his OPF and CV.

· Each Officer should recognize the multiple sources of non-CC awards, including awards made by HHS agencies, other Federal departments and agencies, and non-Federal entities such as professional societies and organizations. 

c. Reviewing Official's Assessment

     
-Promotion Readiness (Y/N)
     
-Leadership Attributes 

     
-Mission Contribution

Guidance for Officers:
· Each Officer should be aware that the Reviewing Official Statement (ROS) is a one-page document completed by the Officer’s reviewing official as part of the promotion process.  The reviewing official is the Officer’s COER reviewing official and in most cases is the supervisor of the Officer’s supervisor.  

· The ROS has replaced the agency recommendation and ranking by quartiles.

· Each Officer eligible for promotion should meet with his/her reviewing official to discuss information that should be highlighted in the ROS.  The Officer may be able to assist his/her reviewing official by providing the reviewing official with a draft language for inclusion in the ROS.

· The ROS should reflect the Officer’s leadership attributes and mission contributions within the officer’s OPDIV and more broadly within the PHS.

d. Integrity/Duty

Guidance for Officers:
· Each Officer should review her/his OPF prior to being evaluated by the promotion board to ensure that no citations of disciplinary action have been placed incorrectly in her/his OPF. 

2. Precept 2 - Education, Training, & Professional Development
a. Degrees 

Guidance for Officers:
· Each Officer should ensure that his/her OPF and CV appropriately document his/her MD or DO degree.

b. Certifications/Credentialing

Guidance for Officers:
· Each Officer is encouraged to obtain initial certification in her/his specialty and, if applicable, board re-certification.

· Each Officer should ensure that her/his OPF and CV appropriately document her/his board certifications.  For the OPF, this should include a copy of each board certification certificate.

c. Licensure

Guidance for Officers:
· Each Officer should ensure that his/her OPF and CV appropriately document his/her state medical licensure.  For the OPF, this should include a copy of the Officer’s current active medical license.

d. Continuing Education

Guidance for Officers:
· Each Officer should ensure that her/his OPF appropriately documents her/his continuing medical education.

· At the end of each calendar year, each Officer should submit an education and training summary along with all continuing medical education (CME) or other training certificates for inclusion in her/his OPF.

· Each Officer should review her/his OPF prior to being evaluated by the promotion board to ensure that all education and training summaries and CME/training certificates are included in the OPF. 

e. Public Health Training/Experience

Guidance for Officers:
· Each Officer should ensure that his/her OPF, CV, and ROS appropriately document his/her public health training and experience.

· Relevant public health training and experience includes formal education through formal public health academic programs; readiness training modules; 
Commissioned Corps Readiness Force (CCRF) deployments and Office of Force Readiness and Deployment (OFRD) response missions; training related to agency mission (including training in bioethics, research and epidemiology training; and public health policy courses)

3. Precept 3 - Career Progression & Potential

a. Billet(s) 

Guidance for Officers:
· Each Officer should review her/his current billet and confirm its grade and content.
· Each Officer should ensure that her/his OPF and CV appropriately document each billet that the Officer has occupied.  

b. Assignments

Guidance for Officers:
· Each Officer should ensure that his/her CV appropriately document each assignment/billet and describes the major duties, responsibilities, level of independence, leadership roles, and accomplishments.  

c. Mobility – Geographic and/or Programmatic 

Guidance for Officers:
· Each Officer should ensure that her/his OPF and CV accurately document each program and geographic location where the Officer has served.

· When an Officer has had limited mobility because the Officer’s career has followed a specialized career track, the Officer should ensure that her/his CV appropriately documents increasing levels of responsibility and leadership 

d. Assimilation 

Guidance for Officers:
· Each Officer is encouraged to apply for assimilation as soon as he/she is eligible.

· Each Officer that has applied for assimilation or been assimilated should ensure that this is documented in his/her OPF, CV, and ROS. 
e. Collateral Duties Agency mission

Guidance for Officers:
· Each Officer should ensure that her/his CV, COER attachments, and ROS appropriately document any important duties and accomplishments not otherwise described in the Officer’s billet.
f. Award History

Guidance for Officers:
· See guidance for precept 1.b above.

4. Precept 4 - Characteristics of Career Officer and Service to the Corps.

a. Membership/Involvement in PAC/Advisory Groups

Guidance for Officers:
· Officers are encouraged to participate in Physician Professional Advisory Committee (PPAC) and other advisory committee activities. 
· Each Officer should ensure that his/her OPF, CV, and ROS appropriately document participation in PPAC and other advisory committee activities.  Leadership roles in such committees should be highlighted.
b. Associate Recruiter

Guidance for Officers:
· Officers are encouraged to serve as Associate Recruiters.  Officers can apply on-line under the “Services” section of the on the CC MIS Web Site (formally known as the DCP website).
· Each Officer should ensure that her/his OPF, CV, and ROS appropriately document service as an Associate Recruiter.
c. Mentoring 
Guidance for Officers:
· Since the majority of mentoring occurs informally, each Officer should ensure that his/her CV, COER attachments, and ROS appropriately document any mentoring activities.
d. BOTC/IOTC 
Guidance for Officers:
· Each Officer should ensure that her/his OPF and CV appropriately document completion of Basic Officer Training Course (BOTC), Independent Officer Training Course (IOTC), and/or any other PHS orientation courses that preceded BOTC/IOTC.  Documentation of participation in orientation courses that preceded BOTC/IOTC are no longer available from PHS, but the Officer could include a statement about such a course in her/his CV and training  summary.  Information about BOTC course offerings can be found under “Training” on the CC MIS Web Site (formally known as the DCP website).
e. Professional Organizations 

Guidance for Officers:
· Each Officer should ensure that his/her CV and ROS appropriately document participation in any PHS professional organization such as COA and ROA.  Leadership activities should be highlighted.
f. Service Awards

Guidance for Officers:
· Each Officer should ensure that her/his OPF, CV, and ROS appropriately document any of the following:  Special Assignment Award; Isolated Hardship Award; Hazardous Duty; National Emergency Preparedness Award; Crisis Response Service Award; and Foreign Duty.

g. Daily wearing of uniform

Guidance for Officers:
· Officers should wear their authorized uniform daily.  
· Each Officer should ensure that his/her COER and ROS appropriately document the frequency with which the Officer wears the uniform.
h. Other Official Commissioned Corps/PHS Activities

Guidance for Officers:
· Each Officer should ensure that her/his OPOF, CV, and ROS appropriately document other official Corps/PHS activities such as the following:  CCRF activities, OFRD response missions, Honor Guard, Color Guard, PHS Ensemble, and Aide-de-Camp.

5. Precept 5 - Readiness

Guidance for Officers:
· Each Officer must meet basic readiness standards in order to be eligible for promotion.
· Officers are encouraged to meet intermediate and advanced readiness standards.
· Each officer should ensure that his/her CV, COER attachments, and ROS appropriately document the officer’s level of readiness, CCRF deployments and OFRD response missions.
PAGE  
8

