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COMMANDANT INSTRUCTION 12351.1A

Subj:  ASSIGNING PERFORMANCE CREDIT FOR REDUCTION-IN-FORCE (RIF)

Ref:  (a) 5U.S.C. § 3502, Order of Retention
(b) 5 CFR § 351, Reduction in Force
(c) 5 CFR§ 430, Performance Management
(d) Competitive Areas, COMDTINST 12351.2 (series)
(¢) DHS Directive, Instruction No. 250-07, Reduction-in-Force, October 21, 2016
(f) 44 U.S.C.§ 3301, Definition of Records

1. PURPOSE. This Instruction sets policy governing the assignment of performance-based
retention credit in a civilian reduction in force (RIF). It establishes the Coast Guard-wide
method for crediting service where employees have been rated under different performance
management patterns.

2. ACTION. All Coast Guard unit commanders, commanding officers, officers-in-charge,
deputy/assistant commandants, and chief of headquarter directorates must comply with the
policies contained.

3. AUTHORIZED RELEASE. Internet release is authorized.

4. DIRECTIVES AFFECTED. The previous version Assigning Performance Credit for
Reduction-in-Force (RIF), COMDTINST 12351.1, is hereby cancelled.

5. BACKGROUND. References (a) through (e) require federal agencies to:

a. Develop a plan for assigning service credit in cases where an employee or group of
employees in a RIF competitive area, received performance ratings under more than one
rating pattern.

b. Establish the conditions under which a rating of record is considered to have been
received for purpose of determining whether it is within the 4-year period prior to the
date the agency issues the RIF notice, or the established cutoff date for ratings and the
number of days prior to the issuance of the RIF notice after which no new ratings will
be considered.

c. Assign additional service credit:
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(1) Based on actual ratings of record employees received during the 4-year period prior
to the date of issuance of the RIF notices.

(2) To employees who have not received a performance rating of record during the 4-
year period prior to the date of issuance of RIF notices.

(3) To employees who received performance ratings of record in federal agencies whose
performance rating systems are not covered under Reference (c).

DISCLAIMER. This guidance is not a substitute for applicable legal requirements, nor is it
itself a rule. It is intended to provide administrative guidance for Coast Guard personnel and
is not intended nor does it impose legally-binding requirements on any party outside the
Coast Guard.

MAJOR CHANGES. This Instruction updates roles and responsibilities and organization
names; changes service credit under the Excellence, Achievement and Recognition System;
outlines service credit for the DHS Performance Management Program; and provides minor
clarifications.

SCOPE AND AUTHORITIES. This Instruction applies to appropriated and other funded
civilian Coast Guard employees serving in competitive and excepted service positions. This
Instruction does not apply to the Senior Executive Service, Administrative Law Judges, the
Coast Guard Academy Faculty, or non-appropriated fund civilians.

ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS. The Office of
Environmental Management, Commandant (CG-47) reviewed this Commandant Instruction
and the general policies contained within and determined that this policy falls under the
Department of Homeland Security (DHS) categorical exclusion A3. This Commandant
Instruction will not result in any substantial change to existing environmental conditions or
violation of any applicable federal, state, or local laws relating to the protection of the
environment. It is the responsibility of the action proponent to evaluate all future specific
actions resulting from this policy for compliance with the National Environmental Policy Act
(NEPA), other applicable environmental requirements, and the U.S. Coast Guard
Environmental Planning Policy, COMDTINST 5090.1 (series).

DISTRIBUTION. Electronic distribution in the Directives System Library. Intranet/Pixel
Dashboard: Directives Pubs, and Forms - PowerApps (appsplatform.us). If Internet released:
Commandant Instructions (uscg.mil), Coast Guard Forms (uscg.mil).

RECORDS MANAGEMENT CONSIDERATIONS. Records created as a result of this
Instruction, regardless of format or media, must be managed in accordance with Records &
Information Management Program Roles and Responsibilities, COMDTINST 5212.12
(series) and the records retention schedule located on the Records Resource Center Microsoft
SharePoint site at: https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx .



https://play.apps.appsplatform.us/play/e/default-369ba0d5-02cb-4d2f-94fd-9212cc24b78c/a/449d74ad-9685-44e3-934b-46c72a05e1a2?tenantId=369ba0d5-02cb-4d2f-94fd-9212cc24b78c&source=portal
https://www.dcms.uscg.mil/Our-Organization/Assistant-Commandant-for-C4IT-CG-6/The-Office-of-Information-Management-CG-61/About-CG-Directives-System/Commandant-Instructions/
https://www.dcms.uscg.mil/forms/
https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx
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12. DEFINITIONS.

a. Adjusted Service Computation Date. The date which reflects an employee’s total
creditable federal civilian and military service with additional service credit for the
three most recent annual performance ratings of record received during the 4-year
period prior to the date of issuance of a RIF notice (e.g., if RIF notices are issued 01
August 2023, the three most recent performance ratings of record received between 01
August 2019 and 01 August 2023).

b. Competitive Area. Defines the organizational and geographic boundaries in which
civilian employees compete in a RIF. Reference (d) sets policy governing Coast Guard
competitive areas.

c. Competing Employee. An employee subject to RIF procedures.

d. Equivalent Rating of Record. A performance rating of record issued by an agency not
subject to the performance management provisions of Reference (c) but meets the
criteria in Section 14.a.(5) of this Instruction.

e. Modal Rating. The summary rating level assigned most frequently to employees
within the same performance system (i.e., DHS Performance Management Program or
Coast Guard Excellence, Recognition and Achievement System) in the Coast Guard
competitive area of the RIF during the 12-month period preceding the RIF notice
issuance date.

f. Multiple (Mixed) Performance Rating Patterns. This occurs when employees in a
competitive area received summary ratings under more than one performance rating
pattern.

g. Performance Rating Pattern. The number of associated values of performance levels in
an employees’ performance appraisal which determine an employee’s summary rating.
There are eight different possible performance rating patterns used Federal
Government wide.

h. Rating of Record. The performance rating prepared at the end of an appraisal period
for performance of agency-assigned duties over the entire period and the assignment of
a summary level.

i. Records. All recorded information, regardless of form or characteristics, made or
received by a Federal agency under Federal law or in connection with the transaction of
public business and preserved or appropriate for preservation by the Coast Guard or its
legitimate successor as evidence of the organization, functions, policies, decisions,
procedures, operations, or other activities of the United States Government or because
of the informational value of data in them in accordance with Reference (f).

j.  Summary Rating. The single performance level that summarized an employee’s
overall performance during an annual rating period.
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13. ROLES AND RESPONSIBILITIES.

a. Office of Civilian Workforce Management (CG-1C2) establishes the Coast Guard’s
RIF policies and ensures RIF actions are accomplished in accordance with law,
regulations, and policy.

b. Office of Civilian Human Resources Operations (CG-1C3) ensures employees’
summary ratings are entered into the civilian personnel/payroll system.

c. Office of Civilian Workforce Relations (CG-1C4) establishes policy and procedural
guidance for Coast Guard performance management systems.

d. The Coast Guard RIF Team:

(1) Is led by a Commandant (CG-1C3) designee and composed of one or more (as
needed) representatives from Commandant (CG-1C2), Commandant (CG-1C3),
Commandant (CG-1C4), and Commandant (CG-1C5).

(2) Develops written ground rules for each RIF which outlines:
(a) The modal rating for each competitive area undergoing a RIF.

(b) The established cutoff date, which is a specified number of days prior to the
issuance of RIF Notices, after which no new ratings of record will be put on
record for purposes of a RIF.

(c) Any other provisions needed to conduct the RIF.

(3) Determines whether a rating of record previously given to an employee from an
agency whose performance rating system is not covered under Reference (c) is an
equivalent rating of record.

(4) Conducts reduction in force in accordance with laws, regulations, and policies.

14. COAST GUARD POLICY ON ASSIGNING PERFORMANCE CREDIT FOR RIF.

a. Adjusted Service Computation Dates (SCD).

(1) The adjusted SCD is derived by averaging the three most recent performance
ratings of record received during the 4-year period prior to the date RIF notices are
issued. Only actual ratings of record during the 4-year period prior to the date RIF
notices are issued may be used.

(2) If an employee only received two ratings during the 4-year period prior to issuance
of RIF notices, the value assigned to each rating is added together and divided by
two (rounded to the next higher whole number if the result is a fraction) to derive
the additional amount of service credit.

(3) If an employee only received one rating during the 4-year period prior to issuance
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of RIF notices, the value assigned to that rating determines the additional service
credit.

(4) If an employee has not received any ratings of record during the 4-year period prior
to issuance of RIF notices, he/she is given additional service credit based on the
modal rating. The modal rating is the summary rating assigned most frequently
among the actual ratings in the performance pattern that covers the employee’s
official position of record within the RIF competitive area for the last rating cycle
prior to issuance of RIF notices. If the modal rating of record received during the
rating cycle was split equally between employees in the competitive area (e.g., 23
employees receive level 5 and 23 employees received level 4) the higher rating
level is assigned as the modal rating.

(5) If an employee worked at a federal agency whose performance rating system was
not covered by Reference (c), the Coast Guard RIF Team will determine if the
rating is considered an equivalent rating of record that can be used to assign
additional retention service credit in accordance with Table 1. To qualify as an
equivalent rating of record, the performance evaluation must have:

(a) Been issued as an officially designated performance evaluation under the
employing agency’s performance evaluation system;

(b) Been derived from the appraisal of performance against expectations that are
established and communicated in advance and that are work related; and

(c) Identified whether the employee performed acceptably.

b. Identifying the Rating Pattern.

(1) A single rating pattern is identified when all employees in a reduction in force
competitive area have received ratings of record under a single pattern of summary
levels. The additional service credit provided to employees is expressed in
additional years and consists of the average (rounded in the case of a fraction to the
next highest whole number) of each employee’s applicable ratings of record. In
accordance with References (e) and (f), the credit is computed as follows:

(a) For RIFs in which all employees are covered by the DHS Performance
Management Program (PMP) during the 4-year period prior to issuance of RIF
notices:

1) Twenty additional years of service for each rating of record with a Level 5
summary.

2) Sixteen additional years of service for each rating of record with a Level 4
summary.

3) Twelve additional years of service for each rating of record with a Level 3
summary.
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4) Zero years of service for each rating of record with a Level 1 summary.

(b) For RIFs in which all employees are covered by the Coast Guard’s Excellence,
Achievement and Recognition System (EARS) during the 4-year period prior to
issuance of RIF notices.

1) Twenty additional years of service for each rating of record at the Exceeds
rating level.

2) Twelve additional years for each rating of record at the Meets rating level.

3) Zero additional years for each rating of record at the Unacceptable rating
level.

(c) If a RIF competitive area includes an employee who has received at least one
rating of record in the 4-year period prior to issuance of RIF notices under a
different performance rating pattern, Table 1 will apply to all employees in that
competitive area.

(2) A multiple performance rating pattern is identified when employees in the
competitive area have been rated under multiple rating patterns. A multiple or
mixed rating pattern can result when employees transfer from other federal
agencies where they received one or more ratings under a different performance
system, or when an agency changes its performance rating patterns (e.g., the Coast
Guard uses both EARS and DHS PMP). When multiple performance patterns exist
in a competitive area, the Coast Guard is required to establish a consistent method
for assigning service credit across the varying patterns. In accordance with
References (e) and (f), the Coast Guard uses the information contained in Table 1
for crediting service when mixed performance rating patterns are identified.
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Table 1. Performance Rating Patterns

Rating | No. of | Unacceptable/ | Minimally Achieved Exceeded Achieved
System | Levels Fails to Meet Successful | Expectations/ | Expectations | Excellence/
Type Meets Exceeds
A 0 Years 12 Years
Credit Credit
B EARS 0 Years 12 Years 20 Years
Credit Credit Credit
C 0 Years 12 Years 16 Years
Credit Credit Credit
D 0 Years 0 Years 12 Years
Credit Credit Credit
E DHS 0 Years 12 Years 16 Years 20 Years
PMS Credit Credit Credit Credit
F 0 Years 0 Years 12 Years 20 Years
Credit Credit Credit Credit
G 0 Years 0 Years 12 Years 16 Years
Credit Credit Credit Credit
H 0 Years 0 Years 12 Years 16 Years 20 Years
Credit Credit Credit Credit Credit

c. Rating of Record. To be creditable in a RIF, ratings of records must have been issued
to the employee with all appropriate reviews and signatures and must be received by
the Assistant Commandant for Civilian Personnel by the date provided by the RIF
Team.

15. FORMS. None.

16. SECTION 508. This policy is created to adhere to accessibility guidelines and standards
as promulgated by the U.S. Access Board with consideration of Information and
Communications Technology (ICT) requirements. If accessibility modifications are needed
for this artifact, please communicate with the Section 508 Program Management Office
(PMO) at Section.508@uscg.mil. Concerns or complaints for non-compliance of policy
and/or artifacts may be directed to the Section 508 PMO, the Civil Rights Directorate
(https://www.uscg.mil/Resources/Civil-Rights/) for the Coast Guard, or to the U.S.
Department of Homeland Security at accessibility@hq.dhs.gov.



mailto:Section.508@uscg.mil
https://www.uscg.mil/Resources/Civil-Rights/
https://www.uscg.mil/Resources/Civil-Rights/
mailto:accessibility@hq.dhs.gov

COMDTINST 12351.1A

17. REQUEST FOR CHANGES. Units and individuals may formally recommend changes
through the chain of command using the Coast Guard Memorandum. Comments and
suggestions from users of this Instruction are welcomed. All such correspondence may be
emailed to Commandant (CG-1C2) at: HQS-DG-Ist-CG-1C2@uscg.mil.

/RYAN M. SMITH/

Deputy, U. S. Coast Guard

Acting, Assistant Commandant for Civilian
Personnel
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