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CNET | NSTRUCTI ON 12410. 5

Subj :  ROTATI ONAL ASSI GNMVENT OPPORTUNI Tl ES

Ref : (a) CNETINST 12410.4
(b) DoD Directive 1430. 16
(c) HRO MsP 12335
(d) OPM Del egati on Agreenent of 6-13-80

Encl - (1)) Rotational Assignnent Handbook

1. Purpose. To establish procedures to govern rotational

assi gnments t hroughout the Naval Education and Traini ng Conmand
( NAVEDTRACOM in accordance with references (a) through (d).
References (a), (b), and (c) provide specific requirenents for
participation in rotational assignnents, and reference (d)
allows for novenent of personnel across organi zational bounda-
ries and provides a flexible approach and nmechanismto neet

i ndi vi dual training and devel opnental needs.

2. Discussion. An effective devel opnment process attenpts to
integrate theoretical and experiential learning in a way that
provi des a conprehensi ve awareness of all aspects of |eadership
and managenent skills. Use of rotational assignnents is a val u-
abl e devel opnental tool that provides an excellent opportunity
for building know edge of the organization and "hands on" expe-
rience in nunmerous | eadership conpetencies. The Cvilian Lead-
ershi p Devel opnent (CLD) Program and the Defense Leadership and
Managenent Program (DLAMP) rely on rotational assignnments for
devel opment of program participants. Rotational assignnents
provi de:

- Qpportunities for enhanci ng/ broadeni ng | eadershi p,
techni cal, and functional conpetencies

- Cross training and devel opnent

- Increased inter-organi zati onal understandi ng,
comuni cati on, and cooperation

- Greater corporate know edge/ perspective

- Devel opnent of external awareness



- Advanced managerial and executive experience

- H ghly capable staffing for special projects and/or
t enporary vacanci es

3. Rotational Assignnent Registers will be established tw ce
yearly and may be updated as needs arise. Although these regis-
ters will be open to all enployees, priority consideration wll
be given to CLD partici pants who have conpleted the CLD assess-
ment process, devel oped an Individual Leadership Devel opnent
Plan (I1LDP), identified conpetencies to be gained through spe-
cific

rotational assignnments, and who have not participated in another
rotational assignnment during the preceding year. Enployees who
are currently in a disciplinary status or pending disciplinary
action are not eligible for a rotational assignnent. However,
past disciplinary action will not be a factor in rotational

assi gnnment pl acenents.

4. Policy

a. Rotational assignnments will be used to provide devel op-
mental opportunities that are not otherw se obtai nabl e through
normal career progression and will be open to all NAVEDTRACOM
personnel at grade |evels GS-5 and above. DLAMP rotati onal
opportunities are identified at the G5 14/15 level for 12-nonth
assi gnnment s.

b. Rotational assignment opportunities will be established
in program areas that enbody the m ssion of the NAVEDTRACOM
Positions that nanifest one or nore of the core conpetencies
identified on pages 7-10 of enclosure (1) to reference (a) may
be identified for CLD rotational assignnments. Positions offer-
ing a career broadening opportunity to increase one’s experience
and know edge of Departnent of Defense (DoD) through a NAVEDTRA-
COM assi gnnment are ideal for DLAMP partici pants.

c. Reference (c) states that conpetitive procedures are
required for details or tenporary pronotions for nore than 120
days per cal endar year. As a general rule, CLD rotational

assignments will be limted to 120 days. DLAMP rotational
assignnents are for 1 year. Rotational assignnents of nore than
120 days will be announced and current conpetitive rating and
sel ection procedures will be used.

d. Al provisions of this instruction apply to Bargai ning
Unit enpl oyees except in cases of conflict. |In those circum
stances, the negotiated agreenent wll| take precedence.

e. An ILDP is an agreenent between the CLD participant,
hi s/ her i medi ate supervisor, nentor, and the CLD Adm ni strator.



Therefore, once an ILDP is approved, maxinmumeffort wll be nmade
to ensure that the participant receives rotational assignnents
within the established time frane.

f. Travel/per diem expenses, unless negotiated and agreed
upon by host activity, will be borne by the parent conmand.

5. Action
a. Division Drectors/ Special Assistants (DD/SA) wll:

(1) ldentify positions conducive to rotational assign-
ments, notify the CLD Adm nistrator of the availability of these
billets, and support enployees in their use of this val uable
| earni ng resource.

(2) Provide attachnent A to enclosure (1) to the CLD
Adm ni strator by 30 March and 30 Septenber of each year for
i nclusion in the NAVEDTRACOM Rot at i onal Assi gnnent C eari nghouse
and bi annual rotational assignnent registers.

b. The CLD Administrator wll:

(1) Maintain the NAVEDTRACOM Rot ati onal Assi gnnent
Cl eari nghouse.

(2) Coordinate advertising/ marketing of NAVEDTRACOM Ro-
tati onal Assignnent C earinghouse positions.

(3) Coordinate establishnment of biannual Rotational
Assi gnnent Regi sters with the servicing Human Resources O fice
(HRO) .

c. Servicing HROs will announce rotational assignnents in
excess of 120 days and will assist wth the sel ection process
usi ng existing conpetitive procedures.

6. Reports. Annual reports are due on 1 Cctober of every year.
Section |, paragraph 10 of enclosure (1) refers. Report control
synmbol CNET 12410-3 is assigned and is approved for 3 years from
the date of this instruction.

7. Forms. CNET forns 12410/10, 12410/11, 12713/12, and
12713/ 14 may be obtained fromthe CLD Adm ni strator (CNET LEAD
125).

Di stribution (CNETINST 5218. 20):
Lists | through V
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GENERAL PROVI SI ONS

1. Rotational assignnments may range from1l week to 1 year and
may i nclude cross training, job exchanges, shadow assi gnnents,
details, or tenporary pronotions. For assignnents of 121 or
nor e days, appropriate conpetitive processes will be used to se-
| ect participants. Assignnments of 120 and | ess days may be
filled without formal recruitment conpetition.

2. The gaining supervisor identifies the type, duration, and
rel evant conpetencies of a rotational assignnment when he/ she
submts the Rotational Assignment OCpportunity ldentification
Form (attachnent A to enclosure (1)). Careful thought is to be
given to the objectives and outconmes desired to ensure that the
assi gnnment provides a nmeani ngful experience for participants and
addresses the needs identified in their |1LDP/IDP

3. A dynam c clearinghouse of positions identified for
NAVEDTRACOM r ot ati onal assignments will be a pernmanent feature
of the CNET Honepage at http://ww.cnet.navy.m|/. Rotational
assi gnnment opportunities nmay be added to the cl earinghouse at
any time during the year.

4. A NAVEDTRACOM Rot ati onal Assignnent Register wll be
established twice annually for all positions contained in the
Cl eari nghouse in accordance wth references (a) through (d).

These bi annual registers will establish pools of applicants for
mul tiple rotational assignments at various |levels, series, and
time franes. This will enable a dom no effect when back-filling

rotations, enable job-swap considerations, and maxi m ze the tine
expended in sel ecting/placing participants.

5. Priority consideration for rotational assignnments will be
given to CLD participants who have signed |ILDPs that identify
conpetencies to be gained by a specific rotational assignnent.
Equal opportunities for rotational assignments are extended to
all program participants without regard to race, color, sex,
religion, national origin, age, and nental or physical disabili-
ties.

6. To the maxi mum extent possible, rotational assignnents wll

not result in tenporary pronotions. Rather, they will be of-
fered as details to a set of duties or a specific position de-
scription at the participant’s current grade level. In in-

stances where a tenporary pronotion is required, it nust neet
existing regulatory requirenents and is subject to formal com
petitive processes.



7. \Wien there is only one applicant for a rotational assignnent
or tinme slot, a conpetitive selection process is not required.

Pl acement will be acconplished by approval of the gaining and

| osi ng supervisors. When a single applicant has a current |LDP
properly signed by his/her supervisor for the conpetencies
offered by the rotational assignnent in question, the only
approval required is that of the gaining supervisor. Wen there
are two or nore applicants for a rotational assignnment, selec-
tion procedures adhering to nerit principles nust be foll owed.

8. Al assignnents will be officially recorded using SF52s t hat
have been coordi nated through the gaining and | osing supervi -
sors. The authority for rotational assignnments is "OPM Del ega-
tion Agreenent of 6-13-80," and is to be annotated on SF52s.

9. Al participants will retain their official position of
record and will return to it upon conpletion of the rotational
assi gnnent .

10. Activity reports are due to the CLD Adm ni strator by
1 Cctober of every year. Data requirenents are:

a. Nunber of internal rotational assignnents:

*ldentified (on Activity listing or CNET s
Cl eari nghouse)

*Conpl eted: Nunber by series/grade/l ength/
| ocation/race/ sex/ethnicity/disabling condition.

*Pl anned in | LDPs

*Wth nore than one participant in |ast year:
Nunber by series/grade/length/location

b. Nunmber of external rotational assignnents:
*Planned in | LDPs

*Conpl eted: Nunber by series/grade/l ength/
| ocation/race sex/ethnicity/disabling condition.

1. RESPONSIBILITIES

1. The CLD Administrator (CLDA) has primary responsibility for
i npl enmenting and nonitoring the rotational assignnent process
and wi Il provide guidance and assistance to all participants as
needed. Specific duties are to:




a. Publish NAVEDTRACOM rot ati onal assignnment opportunities
t hrough a cl eari nghouse.

b. Notify appropriate participants, supervisors of record,
and rotational supervisors of selections for rotational assign-
ments. Provide reasonabl e/ maxi num advance notice to all par-
ties.

c. Docunent participant assignnment |ocations, dates, and
successful conpletion of the assignnent.

d. Monitor participant and program eval uations to certify/
docunent success of the program and of each participant’s com
pl eti on.

e. Approve/ di sapprove requests for early concl usion or
term nation of rotational assignnents. See Section Il bel ow
for specific information.

2. The CLD Wrking Group is conprised of a cross section of the
CNET Headquarters staff, and reflects the mlitary/civilian,
majority/mnority, and mal e/fermale m x of the NAVEDTRACOM wor k-
force to the maxi num extent possible and will:

a. Review all Rotational Assignnent Opportunity ldentifica-
tion Forns (attachnment A to this handbook) to ensure m nimum
qualifications are net. Applications that do not neet m ni mum
qualifications will be returned to the applicant with an expl a-
nati on.

b. Coordinate establishment of biannual NAVEDTRACOM
Rot ati onal Assignment registers (no later than 30 March and
30 Septenber) with HRO and the CLD Admi ni strator

c. Assist wth scheduling nultiple assignnments sinultane-
ously, thereby maxim zing backfill opportunities.

d. Schedul e rotational assignnments to acconmopdate the needs
of participants, supervisor of record, and rotational supervisor
to the greatest extent possible.

e. Evaluate the rotational assignnent process on an annual
basi s and provi de feedback to the CLD Admi nistrator. This
shoul d i ncl ude whether rotation assignnents are neeting needs/
expectations of participants, supervisors of record, and rota-
tional supervisors, and whether CLD conpetencies are increasing.

3. CLD DLAMP Mentors will:

a. Assist participants in identifying rotational assignnent
needs and opportunities and applying for rotational assignnents.



b. Meet with participant and rotational supervisors at the
begi nning of the assignnment to ensure all personnel understand
t he expectations of the assignnent.

c. Meet with the nentored enpl oyee to discuss their prog-
ress during the assignnment and how wel | devel opnental needs are
bei ng net.

d. Participate in the evaluation process at m d-point and
at the end of the rotational assignnent.

4. Supervisors of Record wll:

a. ldentify potential rotational assignnents and inherent
| eader shi p conpetencies within own organi zation

b. Assist enployees with identifying rotational assignnent
needs and opportunities.

c. Provide enployees an opportunity to acconplish appropri-
ate rotational assignnents.

d. Detail participants to the set of duties or position
description of the rotational assignnent. Personnel actions
shal |l be prepared in accordance with the HRO Pensacol a Merit
Staffing Plan (reference (c)).

5. Rotational Supervisors of CLD/DLAMP Participants wll:

a. Select participants for specific rotational assignnents
based on requirenents docunmented in participants’ |LDPs/IDPs,
Rot ati onal Assignment Selection Criteria (attachnent B to this
handbook) and, when applicable, the Register of Eligibles for a
specific rotational assignnent.

b. Ensure rotational assignnments neet the devel opnent a
objectives identified in the rotational opportunity clearing-
house.

c. Challenge participants in day-to-day assignnents and
provi de i nmedi ate and constructive performance feedback.

d. Assist in setting realistic professional and personal
devel opnment goal s.

e. Help the participant transit into the organization by
fam liarizing himher with the organi zational and cul tural val -
ues therein.

f. Meet with participants and their nentors at the begin-
ning of the assignnent to ensure all personnel understand the
expectations of the assignnent.



g. Evaluate the participant, as a mninmum at m d-point,
and at the end of the assignnment (attachment C to this hand-
book) .

6. CLD/DLAMP Participants wll:

a. Wirk with the supervisor of record, nmentor, and CLD
Adm nistrator to identify appropriate devel opnental needs and
rotational assignnments that neet those needs.

b. Apply for rotational assignnents as specified in the
bi annual cl eari nghouse announcenents.

c. Meet with nentor and rotational supervisor at the begin-
ning of the assignnent to ensure all parties understand the
expectations of the assignnent.

d. Keep nmentor apprised of progress.

e. Evaluate how well rotational assignnents neet specific
devel opnent al needs.

f. Provide a copy of the final (not md-year) evaluation to
t he supervisor of record and to the CLD admi nistrator. The ro-
tational assignnment evaluation may be used as input to the rat-
ing of record for the rating year during which the partici pant
was det ai |l ed.

[11. END NG ROTATI ONAL ASSI GNVENTS

1. Normally rotational assignments are termnated at the tine
specified in the participant’s ILDP/IDP and as stated in the
SF52 detailing himher to the devel opnental position. Success-
ful conpletion is docunented when the rotational supervisor com
pl etes the eval uation and provides the CLD Adm ni strator an of -
ficial copy.

2. Rotational assignnents may be concluded early when the par-
ticipant and the rotational supervisor believe the objectives of
t he assignnent were net earlier than expected and request early
conclusion in witing to the CLD Adm nistrator. The CLD Adm n-
istrator will review the request with the nentor, participant,
and supervisor; will approve or disapprove it; and will notify
the participant, rotational supervisor, and supervisor of record
of the decision. The participant will be credited with accom
pli shnment of the conpetency and the assignnent will end. How
ever, only the actual tinme the participant is detailed nay be

cl ai mred as experience on future nerit pronotion applications.



Rot ati onal Assignment Eval uations (attachment C to this hand-
book) w ||
reflect the ternms of any early concl usion.

3. It is understood that situations may arise that will neces-
sitate termnation of a rotational assignnent. Termnations are
different fromearly concl usion because they do not result in
successful conpletion of the assignnment or the conpetency.
Therefore, they should be rare. To request term nation, the
participant, the rotational assignnent supervisor, or the super-
visor of record may submt a witten request to the CLD Adm ni s-
trator wwth a copy to each of the other principles. The CLD Ad-
mnistrator will present the request to the Cvilian Leadership
Board, which will issue a decision as to whether term nation can
be granted. Rotational Assignnment Eval uations (attachnment Cto
t his handbook) will reflect the terns of the term nation.

At tachnent s:
A Rot ati onal Assignnment Qpportunity ldentification Form

Bt Rot ati onal Assi gnment Screen-out/Pre-qualification
Factors

[G CNET CLD Program Progress Review for Rotationa
Assi gnnents Form



ROTATI ONAL ASSI GNVENT OPPORTUNI TY | DENTI FI CATI ON FORM

*Job title, series, and grade of position

*Titl e and address of sponsoring division/code

*Name, phone and e-nail address of supervisor

*One-tinme or standing rotation?

*Dat es/ | ength of each assignnent for the year

*Level of required security clearance

*Brief description of duties (include scope, nature and conplexity of work. If a
Position Description is used, identify duties to be assigned to the participant. It is unlikely
a short-term enpl oyee will acconplish every duty in the PD.)

*CLD conpetencies to be attained/ enhanced. (if assignnents are for vari-
ous lengths of time, specify conpetencies to be gained for each assignment (longer assignments
may allow the participant to obtain additional conpetencies.)

*Qual i fications, education, and physical requirenents.

CNET 12410/ 10 (10- 98)
ATTACHVENT A



ROTATI ONAL ASSI GNMENT SCREEN- QUT AND
PRE- QUALI FI CATI ON FACTORS

1. Applicants nust neet the following criteria to be eligible
to participate in a rotational assignnent:

a. Received fully satisfactory or higher rating on | ast
per formance eval uation

b. Meets, or can obtain, required security clearance by
rotational assignnent date.

C. No current or pending disciplinary action.
Note: he/she may reapply after successful concl usion
of the disciplinary action.

2. Additional consideration will be given as foll ows:
Current CLD participant. . . . . . . . . . . b5 points
360 degree assessnent conpleted. . . . . . . 5 points
| LDP completed . . . . . . . . . . . . . . . b points

| LDP conpetencies are specific to
this rotational assignnent. . . . . . . . b5 points

Appl i cant has not had the opportunity

to participate in a rotational assignnment
during the past year . . . . . . . . . . . . 10 points

ATTACHVENT B



CH EF OF NAVAL EDUCATI ON AND TRAI NI NG
Cl VI LI AN LEADERSHI P DEVELOPMENT PROGRAM
PROGRESS REVI EW FOR ROTATI ONAL ASSI GNMVENTS

NAVE GRADE
MENTOR NAME/ ORG CCDE TELEPHONE
COVPETENCI ES SERI ES WORKI NG PROBLEMS ENCOUNTERED

PARTI Cl PANT' S COVMVENTS

MENTOR S COMVENTS/ RECOMVENDATI ONS

CLDA RECOMVENDATI ONS

SUPERVI SOR' S COVMENTS/ RECOMVENDATI ONS

PARTI Cl PANT SI GNATURE SUPERVI SOR S| GNATURE DATE
DATE

MENTOR S| GNATURE CLDA SI GNATURE DATE
DATE

CNET 12410/ 11 (10/98) Attachnent C




