GENERAL SERVICES ADMINISTRATION
Washington DC 20405

HRM 9510.1
October 24, 2018

GSA ORDER

SUBJECT: Position Management and Classification

1. Purpose. This Order establishes guidelines for the development, implementation,
and administration of the General Services Administration's position management and
classification programs.

2. Background. This Order incorporates relevant information from the General
Services Administration (GSA) Administrative Manual (OAD P 5410.1), prevailing policy,
and other appropriate legislation. This GSA Order is the foundation to sound position
management and classification within GSA.

3. Scope and applicability.

a. This Order contains policies and procedures for administering position
classification within GSA. The provisions of this Order apply to alt employees of GSA.
It is intended to improve the quality and availability of information to all GSA employees,
managers, and supervisors within the agency.

b. The Office of Inspector General (OIG) has independent personnel authority.
Inspector General Act of 1978, as amended, 5 U.S.C. App. 3, § 6(a)(7)(Inspector
General is authorized "to select, appoint, and employ such officers and employees as
may be necessary for carrying cut the functions, powers, and duties of the Office” of the
Inspector General); GSA Order, ADM P 5450.39D CHGE 1 GSA Delegations of
Authority Manual (Delegations Manual), Chapter 2, Part 1 ("the inspector General has
independent authority to formulate policies and make determinations conceming human
capital issues within the [OIG];” determinations in the Delegations Manual do not limit
that authority). Similarly, the agency recognizes that the Inspector General has
independent authority to formulate policies and make determinations concerning
training, employee development, and career management.
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4. Cancellation.
This directive cancels the following:
(1} HCO 9335.2 Accretion of Duties Promotions.
(2) CPO 9536.3 GSA Classification and Corrective Action Plan.

(3) HCO P 9550.1 Pay Administration and Position Classification Handbook,
Chapter 26, Classifying Positions.

(4) HCO P 9550.1 Pay Administration and Position Classification Handbook,
Chapter 29, Classification Appeals.

(5) HCO P 9550.1 Pay Administration and Position Classification Handbook,
Chapter 27, Position Management.

{6) HCO P 9550.1 Pay Administration and Position Classification Handbook,
Chapter 28, Position Description.

5. Nature of revision.

HCO P 9550.1 Pay Administration and Position Classification Handbook is being
revised to incorporate the following changes:

(1) Change title of HCO P 9550.1 to “Pay Administration.”
(2) Incorporate policies listed above in paragraph 4 into one policy.
6. Implementation action. Implementation of this Order must be carried out in

accordance with applicable laws, regulations, and as it affects employees represented
by a labor bargaining unit is contingent upon completion of labor relations obligations.

7. Signature.

ot N

ANTONIAT. HARRIS <
Chief Human Capital Officer
Office of Human Resources Management




HRM 9510.1

POSITION MANAGEMENT AND CLASSIFICATION
TABLE OF CONTENTS

Sections Page
1. Introduction........... i e 6
2. ReferencCes........ccuiiiiiiiii s 6
3. Definitions. ... 6
4. Responsibilities..................coieiviiiiini 8
5. General ProviSions...........cc.ocoiiiiiiiiii i e 10
General Schedule and Federal Wage Employees............ccccovvvvieeninnnn. 10

Position Management, Classification and Negotiated Collective

Bargaining AgreementsS. ......cooivveiiiiiiieiiieiie e e 10
6. POSItion MaNagemMent.............cooeeieeeee e e e eeeeeeeerarereeeeaaaaaeans 10
GSA Policy on Position Management..........cooooeeeiiieiniecii e 10
Primary Objectives...........coiiiiiiiiiiiiiien i, 11
Responsibility for Position Management.................ooiiiiiiiiiiiininnn.. 11
Effective Position Management Program................coviiiiiiiiviininenn.n. 12
Relationship of Position Management to Position Classification............ 13
Assignment to Higher Graded Work...............ccooooviiiiiiiiiieienne 13
Desk AUdit.......oouiieiiniiii e 13
7. Position Classification Program...............cccooeiiiiiiiiiiiiieneeee 14
Position Evaluation PrinCiples. ... 14
8. Position Descriptions. ... 15
Types of Position Descriptions..........cccooiiiiiii e 15
Use and Management of Position Description information................... 16



HRM 9510.1

Preparing Position Descriplions............oiiiiiiiiiii e e 18
Content of Position Descriptions.........c.coocviiiiiii i 19
Use of Factor Evaluation System (FES) Format...............c.oceeeveunnnenen. 20
Position Evaluation Statements.............ccoviiiiiiiiiiinc e, 21

9. Fair Labor Standards Act Determinations.................................. 22
Fair Labor Standards Act of 1938..........ccooviiiiiiii e 22
00T =] -V T T 23
Disputes over FLSA Determinations...........cc.cocviiiiiniiiniiieireeeane, 24
10. Accretion of Duties Promotions...................ccooiiiiiiiiiin. 26
REQUIFEMENES. ..o e et e 26
Responsibilities of the Immediate Supervisor..........ccovevieeeineiin... 27
Responsibilities of the National Classification Center........................ 27

11. Competitive Levels and Codes................ccoeeeviviiiiiiniininieiiennnn. 28
12. Classification Program Management..................oooovviviniiinennnn... 31
Binding AQvisory OpinioNS.........cviveeienieiniie et eaans 31
Classification Problems Involving Multiple Location............................ 31
Collateral Duty ASSIGNMENtS.........ccoviiciiii i eeens 31
CoNSIStENCY REVIEWS.. ...ttt e e eeeveses e s 31
REOIGaNIZatioNS. ......uviiiii e e e aaaaaens 32

13. Classification Appeals...............oooviiiii i e 32
What May be Appealed..........coiviiiiiiii e 32
What May not be Appealed. ... 33
General Schedule Position Classification Appeals...............ccovevvvenvnenne. 34



HRM 9510.1

Federal Wage System Classification Appeals..............ccocoveiviiiinnnnn, 36

Federal Wage System Classification Appeals.............c.oovvieiiiiivieennnne 36

Cancellation of Withdrawal of Appeal Request..............coceeivvevveneeenennnn. 36

14. Documentation and Recordkeeping..................c.c.ocoiiiniinin i, 37
Appendices

Appendix A. Accretion of Duties Promotion Certification........................... 38

Appendix B. Factor Evaluation System — Position Evaluation Summary....... 39

Appendix C. General Schedule Supervisory Guide — Position Evaluation

1001111 F= 1 o ST 40
Appendix D. FLSA — Administrative Exemption Checklist......................... 41
Appendix E. FLSA — Computer Employee Professional Exemption

Checklist........coi e 42
Appendix F. FLSA — Creative Professional Exemption Checklist................ 43
Appendix G. FLSA — Executive Exemption Checklist..................cccoovvane.n. 44
Appendix H. FLSA — Foreign Exemption Checklist...............ccccvvviuvieninn.. 45
Appendix |. FLSA — Learned Professional Exemption Checklist................... 46
Appendix J. FLSA - Statutory Non-Exemption Checklist.....................c...... 47

Appendix K. FLSA - Temporary Performing Different Duties Exemption
CRECKIISE. .. ..o et aans 48



HRM 9510.1

POSITION MANAGEMENT AND CLASSIFICATION

1. Introduction. GSA’s Position Management and Classification program is
designed to ensure that all positions are classified in a fair and equitable manner in
accordance with U.S. Office of Personnel Management (OPM) Position
Classification Standards. The program will be administered to provide
management with information and advice on organizations, reorganizations, and
other position and workforce management matters. It is important to exercise good
position management which is an ongoing process of determining the number of
positions needed, the skills and knowledge required of those positions, and the
assignment of duties and responsibilities among positions in accordance with the
OPM Position Classifications Standard. Good position management allows
organizations to carry out their missions and objectives economically and
effectively.

2. References.

Title 5, United States Code, Chapter 51, Classification.

Title 5, United States Code, Chapter 53, Pay Rates and Systems.

Title 5, United States Code § 2301, Merit System Principles.

Title &, Code of Federal Regulations Part 511, Classification under the

General Schedule.

Title 5, Code of Federal Regulations Part 532, Prevailing Rate Systems.

Title 5, Code of Federal Regulations Part 551, Pay Administration under the

Fair Labor Standards Act (FLSA).

g. Title 5, Code of Federal Regulations § 335.103(c)(3)(ii) Discretionary Actions
under Promotion and Internal Placement.

h. Title 5, Code of Federal Regulations § 351.403 Competitive Level.

i. OPM Introduction to the Position Classification Standards.

j- OPM Classifier's Handbook.

ooow

Th o

3. Definitions.

a. Competitive Area. The organizational unit(s) or subdivision(s), and geographical
location, within an agency in which employees compete for retention under Reduction In
Force procedures. Agencies are required to assign every position to a competitive
area.

b. Competitive Area Code. Is assigned to reflect the competitive area decision
made on a position in consideration of the Code of Federal Regulation requirements for
establishing separate competitive area codes.
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c. Competitive Level. All positions in a competitive area which are the same grade
and classification series and are similar enough in duties, qualification requirements,
pay schedules and working conditions to allow for the interchangeability of incumbents
without undue interruption. Agencies are required to assign every position to a
competitive level.

d. Competitive Level Code. |s assigned to refiect the competitive level decision
made on a position in consideration of the CFR requirements for establishing separate
competitive levels.

e. Fair Labor Standards Act (FLSA) of 1938. Provides for minimum wage rates,
standards for entitlement to overtime and administrative procedures to be followed in
order for an employee to be compensated for covered work time.

f. Interdisciplinary Professional Position. |s a position involving duties and
responsibilities closely related to more than one professional occupation as described in
OPM's “Introduction te the Position Classification Standards.” Therefore, such a
position could be classified to two or more professional occupational series. The nature
of the work is such that persons with education and experience in either of two or more
professions may be considered equally well qualified to do the work.

g. Misclassified Position. Improperly classified in terms of pay plan, title,
series, grade, and/or FLSA status.

h. Mixed Grade Positions. Some positions involve performing different kinds and
levels of work which, when separately evaluated in terms of duties, responsibilities, and
qualifications required, are at different grade and/or series levels. The proper grade of
such positions is determined by evaluating the regularly assigned work which is
paramount in the position. In most instances, the highest level work assigned to and
performed by the employee for the majority of time is grade-determining.

i. Position Description. A position description {PD) documents the major duties,
responsibilities, and organizational relationships of a job.

j. Position Management. Consistent with OPM policy, position management is
defined as a carefully designed position structure which blends the skills and
assignments of employees with the goal of successfully carrying out the organization's
mission.

k. Promotion based on Accretion of Duties. Non-competitive promotion of an
employee to a higher grade resulting from the reclassification of the employee's position
because of the addition of substantive new and higher-graded duties and
responsibilities over time.
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l. Unclassified Duties. Unclassified duties are those tasks and responsibilities to
which an appropriate classification authority has not yet been assigned to an
occupational series, title, and grade level. An employee may be detailed to unclassified
duties but may not be officially assigned.

4. Responsibilities.

a. The Office of Human Resources Management (OHRM) is responsibie for
establishing policies and procedures for administering position classification and
position management in GSA.

b. The Human Capital Policy and Programs Division of OHRM is responsible for the
centralized monitoring and coordination of the agency Position Management and
Classification Program. The Director of the Human Capital Policy and Programs
Division will perform the following activities:

(1) Develop agency classification policy and manage any OPM special
classification initiatives;

(2) Provide for classification review of non-routine and/or unique positions;
(3) Coordinate nationwide occupational studies;

(4) Coordinate and ensure the nationwide implementation of OPM position
classification and job grading standards and guides;

(5) Participate in classification reviews of major recrganizations and other
management actions having classification implications.

c. The National Classification Center (NCC) is responsible for:

(1) Operating within delegated authority and classifying positions in compliance
with law, regulations, OPM classification standards, and agency policies, as well as
implementing OPM position classification and job grading standards and guides;

(2) Auditing positions as necessary to clarify work assignments and ensure
classification accuracy; determining and clarifying classification decisions; and resolving
employee classification appeals (see Section 13, Classification Appeals);

(3) Developing the national PD library; developing standard PDs; identifying,
documenting and correcting misclassified positions; maintaining in the PD library all
original PDs, Optional Form 8s, position sensitivity records, FLSA Exemption
Determination Checklists (see Appendices), position evaluation statements, applicable
position evaluation summary form(s)(see Appendices), five year PD re-certifications,
and other material incidental to the classification of positions; and providing electronic
access to the PD library for review by OHRM,;

(4) Performing consultative services regarding, and classification reviews of,
local or regional changes in organizations or alignment of duties prior to their
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implementation, as requested by GSA management or to maintain position classification
accuracy;

(5) Determining the reason for the classification submission, position description
number, duty location, exemption status, financial disclosure status, position status,
sensitivity level, competitive level code, Cybersecurity Data Standard Code(s),
bargaining unit code, and drug testing designation for entry on the Optional Form 8; and
maintaining applicable records and documentation used in making the determinations;

(6) Using the Position Designation Automated Tool (PDT) in order to ensure
effectiveness and consistency for the personnel security program; assessing the duties
and responsibilities of a position to establish the risk level for a positicn by determining
the degree of potential damage to the efficiency or integrity of the organization resulting
from misconduct of an incumbent of a position.

d. The Heads of the Services and Staff Offices (HSSO) have the authority to identify
the need for positions in their respective organizations located in Central Office and the
Regional Offices, and to support the goals set forth in this policy. They are also
responsible for:

(1) Participating in an effective position classification program as described in
this policy and in the guidelines, procedures, and regulations established by GSA and
OPM;

(2) Maintaining liaison with OHRM and/or the National Classification Program
Manager concerning position classification matters;

(3) Advising employees, supervisors, and managers of the need for accurate and
current PDs by, for example, ensuring the continuous review, verification, and
evaluation of PDs.

e. Managers and supervisors are responsible for ensuring:

(1) Valid duties and responsibilities are assigned to all positions under their
direction to support mission objectives;

(2) PDs are prepared and revised so that they accurately reflect the major duties
and responsibilities assigned to subordinate employees; (see Section 8, Position
Descriptions);

(3) Subordinate employees understand the duties, responsibilities, and other
requirements contained in their PDs;

(4) Cooperation in connection with classification reviews of PDs, desk audit
requests, periodic maintenance reviews, and other position classification initiatives as
directed by OPM, GSA, or the Head of their Service or Staff Office; and

(5) Timely completion and certification of all required documents including, for
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example, the required GSA Position Risk Determination Survey, Optional Form 8,
Accretion of Duty Certificate, and PDs; and for collaboration in connection with
determining the appropriate position designation/coding on an as-needed basis.

f. Employees will:

(1) Notify and discuss with their supervisors any questions regarding the
accuracy of their PDs and/or any major changes in their duties and responsibilities not
reflected in their assigned official PDs;

(2) Understand the content and requirements of their assigned official PDs; and

(3) Participate in and cooperate with position classification studies and reviews.

5. General Provisions.

a. General Schedule and Federal Wage Employees. General Schedule employees
are distinguished from Federal Wage System employees in this directive as required by
legal or regulatory provisions:

(1) General Schedule positions are subject to provisions of the Classification Act
of 1949, as amended (codified in 5 United States Code, Chapter 51). These positions
involve the performance or supervision of clerical, administrative, professional,
scientific, and technical work.

(2) Federal Wage System positions are subject to the provisions of 5 U.S.C.
Chapter 53, Subchapter 1V, which provides for a job-grading and pay fixing system for
prevailing rate employees. These jobs involve supervision or performance of duties in
recognized trades or crafts, skilled mechanical cratfts, or in unskilled, semi-skilled or
skilled manual labor occupations.

b. Position Management, Classification and Negotiated Collective Bargaining
Agreements. Position management and classification matters appropriate for
consultation and negotiation with recognized unions will be accomplished in accordance
with the provisions of federal service labor law and negotiated collective bargaining
agreements.

6. Position Management.

a. GSA Policy on Pasition Management. Itis GSA’s policy to conduct position
management activities in a manner that allows organizations to:

(1) Provide best value for customer agencies and taxpayers;

(2) Operate efficiently and effectively;

10
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(3) Maintain a world-class workforce and workplace; and
(4) Support Merit System Principles (5 U.S.C 2301(b)).

b. Primary Objectives. The primary objectives of position management for GSA are
to:

(1) Establish a position structure which will best serve organizational and
program needs by providing optimum balance among such factors as economy,
efficiency, availability of resources, skills utilization, employee motivation, and employee
development;

(2) Evaluate position structures to determine whether duties can be eliminated,
assigned to other positions, and/or modified to permit pefformance at a lower grade;

(3) Contribute to employee productivity by appropriate utilization of positions,
including supervisory and administrative support positions;

(4) Ensure that the duties and responsibilities of each position are clearly
delineated, do not conflict with the duties of other positions; to take positive actions to
eliminate unwarranted fragmentation of grade-controlling duties and to serve as an
effective aid in recruitment, placement, career progression, performance appraisals, and
awards;

(5) Ensure that jobs are accurately classified in accordance with OPM position
classification standards;

(6) Abolish positions which become vacant if those duties can be redistributed or
eliminated without seriously affecting the performance of essential functions or without
significant impact to the classification of other positions;

(7) Lend maximum support to equal employment opportunity, upward mobility,
and competitive merit placement programs through the establishment of effective job
structures; and

(8) Ensure that position analysis is effectively accomplished and that position
descriptions are current, specific, and accurate.

c. Responsibility for Position Management. Each supervisor and manager in GSA is
responsible for ensuring good position management in the organizations they
lead. Good position management requires consideration of cost efficiency, types, grade

11
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levels and numbers of positions, along with current and proposed organizational
structure, staffing, and career development issues. Human Resources Centers and the
National Classification Center provide technical advice and guidance to aid in the
implementation of sound position management principies.

d. Effective Position Management Program. The purpose of the Effective Position
Management Program is to:

(1) Maintain the appropriate number of positions necessary to accomplish the
organization’s functions and fully utilize all staff resources; avoid workload imbalance
among subordinate units or positions and ensure full position workload (100% of work
hours devoted to essential functions). Assigning or reassigning subordinates to
supervisors should be based strictly upon the needs of the supervisor's work program,
rather than the effect of additional employees on the supervisor's grade. For example,
additional higher graded employees should not be assigned to a group supervisor
merely to permit the upgrading of the group supervisor's position.

(2) Review PDs to ensure that the duties and responsibilities of each position do
not conflict with or duplicate the duties of any other position. Higher-graded work
should be concentrated in the fewest number of positions needed to accomplish the
work of the organization, and not spread to support higher grades for more employees.
Eliminate or rewrite positions that overlap or conflict with the duties and responsibilities
of other positions. For example, in an organization in which there are four specialists
doing GS-11 (75%) and GS-12 (25%) level work, the supervisor will redesign the work
so that 1 or 2 specialists are spending at least 50% of their time doing the GS-12 level
work. The other specialists would be GS-11 level positions.

(3) Eliminate unnecessary layers of supervision.

(a) First line supervisors over General Schedule (GS) positions should
normally supervise a minimum of 3 employees.

(b) First line supervisors over trades and crafts, wage grade (WG) positions
should normally supervise 8 to 12 employees.

(c) No fewer than 3 subordinate supervisors should report to second level
and higher supervisors for WG or GS positions.

(4) Review organizational structure to ensure that organizational levels are
minimized, with emphasis on delegation and decentralization to the lowest possible
working level.

(5) Arrange work in a way that ensures positions at various grade levels of work
are represented in the organization. Sound position management requires few senior

12
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level employees, a majority of journey level employees, and enough junior and/or
trainee employees to replace employees at higher levels as they move within or exit the
organization through promotion, attrition, and retirement.

(6) Assign duties and responsibilities to positions in a way that balances the
degree of challenge, variety, and responsibility with the level of skills and abilities the
position requires. Clerical support duties should not be assigned to non-clerical
positions to the extent possible. The number of organizational titles should be based on
such factors as amount and complexity of work, level of supervisory control, and
geographical dispersion. Incumbents occupying overseas positions should not be
assigned to the same position description as those who are assigned to non-overseas
positions.

(7) Support the use of supplemental part-time, temporary, term, and intermittent
personnel, as appropriate, for temporary spikes in workload in order to reduce labor
costs.

e. Relationship of Position Management to Position Classification. Position

management is reflected in the manner in which management elects to formulate jobs
and structure organizational entities. Also, position management provides the
framework upon which position classifications are based.

f. Assignment of Higher Graded Work. Upgrading a position based on adding
higher graded work to existing lower graded work shall be avoided wherever possible.
Higher graded work shall be concentrated in the fewest number of positions needed to
accomplish the work of the organization and not spread to support higher grades for
more employees. Before recommending more senior working positions, there must be
a careful analysis to determine what part of the total amount of work available is above
the first working grade. A determination must be made about the extent to which higher
graded workload can be absorbed by the higher graded position(s) already availabie
and concentrated in as few additional higher graded positions as are absolutely
necessary. The assignment of a limited amount of higher graded work (generally this
should not exceed 20 percent of the direct work time) to employees in lower graded
positions for developmental purposes is an accepted management practice. Typically,
this provides lower graded employees with an opportunity to demonstrate the potential
to perform at the higher level. Request for establishing developmental or career ladder
positions to senior positions will be considered on a case-by-case basis.

g. Desk Audit. A formal desk audit will be completed by the NCC as the result of a
position change, when requested by management, as part of program review,
classification appeal or as part of an employee complaint. Specifically, formal
classification desk audits must be conducted by the NCC and any findings and/or
recommendations must be reviewed for concurrence and approval by the NCC
Supervisor, and also be accepted by the first line supervisor, when the position under
review is:

a. Proposed for upgrade based on accretion of duties, downgrade, or after a

13
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decision is made that the duties should remain the same;
b. At the full performance level of a career ladder and is proposed for upgrade;

c. Part of a classification review project concerning a specific group of positions to
ensure proper application of classification standards;

d. Part of a program evaluation to review proper exercise of delegated position
classification authority;

e. Requires the application of a new classification standard; or

f. Results from a specific request for review, or is part of a formal classification
appeal.

Employees desiring a desk audit must be assigned to their current PD for at least 120
days and should first discuss the rationale for a desk audit with the supervisor. A
detailed position evaluation statement will be completed by the NCC with the results of
the desk audit. The results of the desk audit will be reviewed and approved by the NCC
Supervisor, with acceptance from the first line supervisor, before being discussed with
the employee. If the employee is not satisfied with the results of the desk audit, the
employee may file a classification appeal or seek resolution through any local governing
or negotiated grievance process.

7. Position Classification Program. Only OPM job classification standards and
functional guides will be used to classify positions to ensure:

(1) Equal pay for substantially equal work, as required by law;

(2) Differences in pay in proportion to substantial differences in difficulty,
responsibility, and competency requirements of the work; and

(3) Orderly grouping of positions to facilitate recruitment and placement,
promotion, transfer, training, performance management, and workforce reshaping.

a. Position evaluation principles.

(1) Positions are evaluated based on the difficulty of the duties and
responsibilities of the assigned work. Achieving the goal of equal pay for equal work
requires that OPM position classification standards or guides be applied consistently.

(2) Position descriptions must be kept current to ensure accuracy and proper
classification. It is imperative that position descriptions be reviewed annually (usually at
the time the annual performance appraisal is being accomplished and/or when a
position is vacated). Otherwise, a representative sample of twenty percent of the
position descriptions within a segment of the organization should be reviewed and
recertified preferably once every five (5) years.

14
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(3) The use of standard position descriptions is strongly encouraged, where
appropriate, to promote consistency, efficiency and economy.

8. Position Descriptions (PDs).

a. Types of PDs.

(1) Standard PDs are identified by placing an "M" at the beginning of its position
classification number and are developed, published, and maintained by the National
Classification Center. Master national PDs that are cloned for use in Regional Offices
or Central Office, include the master PD number and the region or office identifier (e.g.,
000M551). A listing by position number and series of the current GSA standard national
PDs can be found in GSA’s PD Library.

(a) If an agency standard "M" description exists that accurately describes the
major duties and responsibilities of a position, its use is mandatory.

(b) Even when using an agency standard "M" PD, the immediate supervisor
is still responsible for ensuring that the PD accurately describes the duties being
performed. Minor differences between positions do not necessitate establishing
separate PDs in lieu of an "M" PD. No modifications are allowed to Master National
Standard PDs.

(c) A regional standard PD describes a group of like duties performed in a
number of different organizational units within a single Region. Regional standard PDs
should be used when an agency standard "M" PD is not appropriate, but is similar
enough to existing positions to preclude the use of a one-of-a kind PD.

(2) Supervisory PDs will include all factors necessary to evaluate the position by
using the OPM General Schedule Supervisory Guide (GSSG) and/or appropriate job
classification standard. The business units will provide the NCC an organizational
chart. The organizational chart will show the position being evaluated, to whom the
position reports, and the subordinate positions with employee’s name (or specified as
vacant), title, series, and grade. It is important that there be consistency between the
supervisor's and subordinate’s PDs concerning the supervision given and received.
“Developmental” career ladder PDs are never appropriate for supervisory positions.
Because supervisory positions are based on the scope of the work performed by the
organization, hierarchy in the organization, number of employees supervised, and
reporting structures, developmental and standardized PDs for supervisors are never
appropriate.

(3) Team Leader PDs should always address the specific leader duties

15
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performed on a regular and recurring basis and identify the positions led for at least
25% of the time. A team leader is a permanent position where leader duties are
performed. Team leaders are responsible to their supervisors or managers ensuring
that the work of their assigned team is carried out by performing a range of coordinating
and supportive duties and responsibilities. A project leader may be a temporary
assignment who leads teams. The position titles, series, and grades of positions led will
be identified in the position evaluation statement. “Developmental” career ladder PDs
are never appropriate for team leader positions.

(4) Deputy/Assistant Chief PDs should be used only when absolutely necessary
in large complex business units in which the duties require considerable travel,
extensive external contacts, significant amounts of special project work, and/or the
organization requires considerable program and managerial planning, coordination and
direction of numerous subordinate organizational entities, production control, and
considerable follow-up work. A Deputy/Assistant Chief position, regardless of title, is
one which shares in the direction and supervision of a program or organizational unit
headed by the immediate manager. A Deputy/Assistant Chief position generally has an
additional level of review and supervision, and is usually graded one grade level below
that of the immediate supervisor in the General Schedule classification system. Use
team or project leader titling instead of supervisors at levels below the Chief of a
function where possible.

{5) A Staff Assistant PD should be established for positions which aid the
immediate manager by performing a consultative or staff support role, but does not
directly share in directing or supervising subordinate staff. Staff Assistant positions are
normally established only when the work of an organization entails extensive and
frequent change in systems and procedures, the complexity of an organization's work
and the manager's span of control is such that the manager cannot be expected to
perform required special projects and studies, and/or one segment of the organization's
work is highly specialized, or must integrate with other components of the organization,
but is of insufficient volume to warrant an independent organizational entity.

b. Use and Management of PD Information. It is GSA's policy to achieve
classification consistency by maximizing the use of agency standard PDs and periodic
review of existing PDs. When an "M" PD is not appropriate, the supervisor or manager
should contact his/her servicing Human Resources Office or NCC personnel for
assistance in identifying existing PDs that may be appropriate for use. The supervisor
or manager should identify the precise organizational location of the position; the duties
and responsibilities assigned to the position; any special qualifications required by the
position; the knowledge, skills, and competencies required by the position; and any
conditions of employment. If competencies are addressed in the PD, they will be
included under Factor 1, “Knowledge Required by the Position.” Individual PDs for a
single position should be developed only when no other appropriate PD is available for
supervisory, team leader, and “expert” positions.

(1) Pen and ink changes to position descriptions. Pen and ink changes can be

16
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made to a PD to update organization/business unit names (e.g., Office of the Chief
People Officer to Office of Human Resources Management), program/initiative names
(e.g., Student Career Experience Program to Pathways Program), or for correcting
minor typographical and/or grammatical errors. Pen and ink changes are never
authorized to change grade controlling duties, factor level descriptors, or any
information that changes the classification of a position (position title, series, or grade).
When changes are required to any of these areas because of an assignment of different
duties and responsibilities because of new program responsibilities or changing
program emphasis, a re-description of the PD will be prepared.

(2) Amendments to PDs. Amendments to PDs are authorized only when adding
collateral duties to the PD (e.g., EEO collateral duties such as Hispanic Employment or
Federal Women's Employment Manager duties). Amendments cannot be used if the
amendment would change the classification (title, series, or grade) of the position.

(3) Discontinue use of and/or recertifying a vacant position. Managers and
supervisors should initiate inactivation of any positions that become unnecessary
because of decreased workload, organizational changes, or restructuring of the work.
When a position becomes vacant, managers and supervisors will review the PD and
recertify the PD by signing the Optional Form 8. If the PD is outdated or needs revision,
the manager and/or supervisor will contact the NCC to have the PD revised or
inactivated by making it obsolete in the PD Library.

(4) Reviewing PDs before recruitment. The NCC will review any PD for a
position that becomes vacant to ensure that the duties are properly classified, that the
FLSA designation is proper, and that all other required content is documented.

(5) “Impact of the person on the job” classifications. The use of the “impact of
the person on the job” concept is fully covered in OPM's Introduction to the Position
Classification Standards. While it is the position which is classified, the relationship of
the employee to the position can be recognized when the performance of the incumbent
broadens the nature or scope and effect of the work being performed over a long period
of time. In this case, a job change resulting from the impact of the person on the job will
be recorded to distinguish the description from descriptions of other positions by
annotating both the Optional Form 8 in "Remarks” and at the end of the PD with the
remark: “Impact of the person on the job classification. Position wili be reverted back to
the original classification once position is vacated.” The PD will include a detailed
evaluation statement that specifies how the person impacts the classification of the
position. When the position that has been affected by the impact of an individual is
vacated, it will revert to its original classification. "Impact of the person on the job”
classifications are never appropriate to use for recruitment or reduction-in-force actions
and are rarely used.

(6) “Incumbency only” classifications. An "incumbency only” or “red-lined”
classification is not covered by the OPM classification system and, therefore, will only
be used in very rare circumstances and will be of limited length (normally not more than
one year). “Incumbency only” classifications will be approved by the Director of HR
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Services (or its designee), OHRM. If enacted, the following statement will be placed in
the “Remarks” section of the Optional Form 8, and at the end of the position description:
“Incumbency only - Position will be abolished once position is vacated.” The justification
and approval documentation will be retained by the NCC. “Incumbency only”
classifications will be abolished once the position is vacated and will not be used for
staffing and recruitment purposes (i.e., not used for promotions, reassignments, or
reduction-in-force actions).

c. Preparing PDs.

(1) The supervisor should write the PD describing actual duties, responsibilities,
and supervisory relationships of the position. The supervisor should also work closely
with a designated classifier from the NCC to review the standard PD Library in
preparing PDs.

(2) The supervisor may request that employees participate in the process of
preparing a PD that accurately reflects the current duties and responsibilities of the
position. The degree to which the employee participates in the process is left up to the
supervisor and the requirements of any applicable collective bargaining agreements.

(3) The supervisor must review PDs for currency, adequacy, clarity, and
accuracy.

(4) An assigned member of the NCC is responsible for providing guidance on
how to write PDs. This may be done on an individual basis as the need arises. The
classifier is also responsible for reviewing descriptions for clarity and format and to
ensure there is adequate information to establish the series, title, and grade of the
position. If the description does not contain the necessary information, it is the
responsibility of the classifier to collaborate with the supervisor and request additional
documentation to ensure PD is properly aligned with the OPM Position Classification
Standard.

(5) The NCC will assist management in reviewing and updating the PD when a
position not accurately described is identified.

(6) Once an accurate description of the duties, responsibilities and reporting
relationships are agreed to, the draft document will be submitted to the NCC for proper
classification. Both the classifier and the first line supervisor certify that the series, title,
and grade of the position are consistent with OPM standards and other published
guidance by signing an Optional Form 8.

d. Content of PDs. PDs shall include:

(1) The “Introduction” statement discusses where exactly within the organization
the position is located and briefly describes how the incumbent functions and the span
of control as determined by management. An effective span of control entails, to the
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extent possible, assigning the maximum number of employees to the fewest number of
managers while ensuring that the organizational goals and program objectives are
achieved.

(2) Major Duties. The PD covers only major duties; it does not describe
everything an employee does or might conceivably be asked to do, nor should it attempt
to do so. A PD must outline all the major duties and the tasks that occupy the most time
(usually 25 percent or more), are the most difficult or challenging, or draw upon
particular skills, and depict the supervisory relationship. Because organizational
missions, priorities, and strategic blueprints change from year-to-year, mission and
priority statements are not specified in PDs.

(3) Percentage of Time. When a position contains similar or substantially
different kinds of work (for example, mixed positions, supervisory or leader work), the
percentage of time required for each major duty must be identified and written within the
PD. This is highly important since the grade of a position may be determined by the
performance of higher graded duties which constitute at least 25 percent of the
employee's work time.

(4) Full Performance Level. If the position is a trainee and/or developmental
position, the full performance title, series, grade, and PD number will be clearly
identified.

(5) Specialized Experience. The PD should reflect any unique requirements
and/or specialized experience needed to perform the work. If for some reason those
specialized requirements are not readily apparent, they should be specifically noted
within the PD. (e.g., ability to speak and/or write fluently in a language other than
English; requirements for specific knowledges, skills, or abilities; or Federal or State
requirements for licensure or certification).

(6) Conditions of Employment. [f the incumbent in a position must meet certain
licensing requirements (e.g., commercial driver's license or pesticide applicator's
license) or undergo any type of medical screening (e.g., physical examination
requirements), those special requirements must be addressed in the PD and must be
determined to be necessary based on identified major duties. In addition, if the position
is designated as "Mission Essential” {i. e., may be required to participate in the
Continuity of Operations Plan) this will be identified as a “Condition of Employment” in
the PD.

(7) Position Sensitivity and Risk Level Designation. PDs will identify the position
sensitivity and risk level required of the position by using the Position Designation
Automated Tool (PDT).

(8) Drug Test Designated Position (TDP). If the incumbent in the position is

subject to initial and/or random drug testing, this must be identified as a “Condition of
Employment” in the body of the PD.
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(9) Competitive Level. Separate competitive levels must be established for:

(a) Positions in different pay schedules (e.g., General Schedule and Federal
Wage System).

(b) Supervisory and non-Supervisory positions.
(c) Parenthetical titles.
(d) Positions in the competitive service and in the excepted service.

(e) Excepted service positions filled under different appointment authorities
(e.g., Presidential, Veterans Readjustment Authority).

(f) Different Functional Codes for Scientists and Engineers.

(g) Positions filled on a full-time, part-time, intermittent, seasonal, or on-call
basis. There is no authority to establish separate competitive levels based upon
subsets of those five categories. For example, all seasonal employees in otherwise
interchangeable positions are placed in the same competitive level; separate
competitive levels cannot be established for full-time seasonal employees and part-time
seasonal employees.

(h) Positions that are restructured as part of a special employment program
which requires a formal training plan {e.g., Pathways Program).

(10) Cybersecurity Data Standard Code(s). Position descriptions that include the
performance of information technology, cybersecurity, or other cybersecurity related
functions will be coded with the appropriate Cybersecurity Category/Specialty Area
code as defined in OPM's “The Guide to Standards Part A: Human Resources.”
Position descriptions that do not indicate the functions described above will be assigned
a code of "000."

e. Use of Factor Evaluation System (FES) Format. FES is a method of evaluating
nonsupervisory GS positions by assessing nine aspects of the job (i.e., “factors”) and
assigning points to those factors. The paramount knowledge required should be
evident from reading the description, and the FES Factor Leve! Descriptions shouid be
supported by the described duties. OPM requires that each position classified by an
FES classification standard have a record of the classification judgments made which,
at a minimum, includes point values assigned for each factor; benchmarks used:; total
point factors; and grade conversion. Although a narrative or FES format may be used
to create a PD, all GSA GS nonsupervisory PDs will be written in FES format. In
accordance with OPM policy, factor levels and points, total points, and grade conversion
will not be designated on PDs for positions evaluated using a narrative classification
standard.
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f. Position Evaluation Statements. The purpose of a position evaluation statement is
to set forth the rationale for position classification determinations for the pay plan, title,
series, and grade as well as credit for each factor level. The evaluation statement
should include any information that will assist the reader in understanding the
classifier's rationale in the decision-making process. Evaluation statements should
always contain the name of the person that ciassified the position and date it was
classified. The classification specialist is responsible for ensuring evaluation statements
are properly documented when applicable. The FES Position Evaluation Summary
(Appendix B) must be fully utilized for all PDs where applicable to record each factor
level and points assigned along with comments and grade conversion information as
part of the classification file. The General Schedule Supervisory Guide Position
Evaluation Summary (Appendix C) must be fully utilized where applicable to record
each factor level and points assigned along with comments and grade conversion
information as part of the classification file for all supervisory PDs. Detailed position
evaluation statements must be included with the original classified PD for:

(1) Supervisory positions classified under the General Schedule Supervisory
Guide;

(2) Leader positions classified under the appropriate leader guide/standard;

(3) Mixed series and/or mixed grade positions;

(4) Positions downgraded as a result of a review;

(6) Positions classified in an occupational series for which no published
classification standards exist or any position within the "01" prescribed series (e.g., the

0301 series, and the 1101 series);

(6) Positions proposed for upgrade based on accretion of duties or impact of the
person on the job;

(7) Interdisciplinary positions;

(8) Research positions classified under the Research Grade Evaluation Guide;

(9) Corrections to classification errors; and

(10) Classifications as a resuit of a desk audit to document findings.
Abbreviated position evaluation statements may be appropriate for classification
requests other than those noted above. A fully completed Factor Evaluation Position
Evaluation Summary Sheet which includes factor level, points assignments, and

explanatory comments must be included as part of the classification review and
determination.
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A well-documented evaluation statement must contain basic information. The specific
format is discretionary, however, the following items must be included:

(a) References: List all classification standards or guides used to evaluate
the position.

(b) Title and Series Determination: Assess how the standard/guide is
applicable, including cross-series selection, and appropriate title.

(c) Grade Determination: Basis for the grade assigned and thorough
rationale, discussion of each factor, and analysis for crediting each grading factor with
examples provided that demonstrate why credit is warranted. For positions classified in
either the FES, GSSG, or narrative formats, a complete analysis should be documented
along with a summary of the total points and grade conversion information.

(d} Final Classification: Summation of the final classification and/or resultant
title, series, and grade.

9. Fair Labor Standards Act Determinations.

a. The Fair Labor Standards Act of 1938, as amended (“FLSA"), provides minimum
standards for both wages and overtime entitlement, and administrative procedures by
which covered overtime must be approved and compensated. in addition, the FLSA
exempts specified employees or groups of employees from the application of its
overtime provisions and prescribes penalties for prohibited employment of child labor,
and the failure to pay minimum wage or overtime if required. Employees classified as
either "FLSA exempt” or “FLSA non-exempt.” GSA must review and make a
determination on each employee's exemption status by preparing a Fair Labor
Standards Act (FLSA) Evaluation Statement and by utilizing Appendices D-K. The
FLSA status will be clearly identified as “non-exempt” or “exempt.” If the position is
determined to be FLSA exempt, complete and comprehensive information will be
included to justify the specific exemption met (e.g., administrative, executive, or
professional), the criteria met (addressing whether each criteria requirement under the
exemption has been met), and citing the Code of Federal Regulations section
applicable when a profession-specific exemption is used (e.g., professional engineer
meets 5 CFR 551.208(f)). Comments should include which paragraphs of the PD
support the exemption met. In all exemption determinations, GSA must observe the
following principles:

(1) Each employee is presumed to be FLSA non-exempt unless GSA correctly
determines that the employee clearly meets the requirements of one or more of the
exemptions. GSA must designate an employee FLSA exempt when it correctly
determines that the employee meets the requirements of one or more of the
exemptions.

(2) Exemption criteria must be narrowly construed to apply only to those
employees who are clearly within the terms and spirit of the exemption.
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(3) The burden of proof rests with GSA to justify that the employee meets the
exemption.

(4) An employee who clearly meets the criteria for exemption must be designated
FLSA exempt. If there is a reasonable doubt as to whether an employee meets the
criteria for exemption, the employee will be designated FLSA non-exempt.

(5) While established PDs and titles may assist in making initial FLSA exemption
determinations, the designation of an employee as FLSA exempt or non-exempt must
ultimately be based on the duties actually performed by the employee.

(6) Although separate criteria are provided for the exemption of executive,
administrative, and professional employees, those categories are not mutually
exclusive. Employees who perform a combination of exempt duties set forth in this
regulation may also qualify for exemption. For example, an employee whose primary
duty involves a combination of exempt administrative and exempt executive work may
qualify for exemption, i.e., work that is exempt under one section of this part will not
preclude exemption under any other section.

(7) Failure to meet the criteria for exemption under what might appear to be the
most obvious criteria does not preclude exemption under another category.

(8) An exemption may be based on a combination of functions, no one of which
constitutes the primary duty, or the employee's primary duty may involve two categories
which are intermingled and difficult to segregate. This does not preclude designating an
employee as FLSA exempt, provided the work as a whole clearly meets the other

exemption criteria. GSA is responsible for showing and documenting that the work as a
whole clearly meets one or more of the exemption criteria.

b. Coverage.

(1) Covered. Any employee of GSA who is not specifically excluded by another
statute is covered by the FLSA. This includes any person who is:

(a) Defined as an employee in section 2105 of Title 5, United States Code:
(b) A civilian employee appointed under other appropriate authority; or

(c) Suffered or permiited to work by an agency whether or not formally
appointed.

(2) Not covered. The following persons are not covered by the FLSA:

(a) A person appointed under appropriate authority without compensation;
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(b) A trainee;
(c) A volunteer; or
(d) A member of the Uniformed Services.

c. Disputes over FLSA Determinations.

(1) Applicability. This section applies to FLSA exemption status determination
claims, FLSA pay claims for minimum wage or overtime pay for work performed under
the FLSA, and complaints arising under the child labor provisions of the FLSA. This
section does not apply to claims or complaints arising under the equal pay provisions of
the Act. The equal pay provisions of the Act are administered by the Equal Employment
Opportunity Commission.

(2) Time limits.

(a) Claims. A claimant may at any time file a complaint under the child labor
provisions of the FLSA or a claim challenging the correctness of his or her FLSA
exemption status classification. A claimant may also file an FLSA claim concerning his
or her entittement to minimum wage or overtime pay for work performed under the
FLSA; however, time limits apply to FLSA pay claims. All FLSA pay claims filed on or
after June 30, 1994, are subject to a general 2-year statute of limitations and a 3 year
statute of limitations for willful violations.

(b) Statute of limitations. A FLSA pay claim filed on or after June 30, 1994,
is subject to the statute of limitations contained in the Portal-to-Portal Act of 1947, as
amended (section 255a of title 29, United States Code), which imposes a general 2 year
statute of limitations and a 3 year statute of limitations for willful violations. In deciding a
claim, a determination must be made about whether the agency's failure to pay
overtime was willful.

(c) Preserving the claim period. A claimant or a claimant's designated
representative may preserve the claim period by submitting a written claim either to
GSA (the agency employing the claimant during the claim period) or to OPM. The date
GSA or OPM receives the claim is the date that determines the period of possible
entitlement to back pay. The claimant is responsible for proving when the claim was
received by GSA or OPM and for retaining documentation to establish when the claim
was received by GSA or OPM, such as by filing the claim using certified, return receipt
mail, or by requesting that GSA or OPM provide written acknowledgment of receipt of
the claim. If a claim for back pay is established, the claimant will be entitled to pay for a
period of up to 2 years (3 years for a willful violation) back from the date the claim was
received.

(3) Filing an FLSA claim. A claimant may file an administrative FLSA claim with
either GSA (the agency employing the claimant during the claim period) or with OPM,
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but a claimant cannot pursue the same claim with both at the same time. OPM
encourages a claimant to obtain a decision on the claim from GSA before filing the
claim with OPM. However, this is a matter of personal discretion and a claimant is not
required to do this; a claimant may use either avenue. A claimant who receives an
unfavorable decision on a claim from GSA may still file the claim with OPM. However, a
claimant may not file the claim with GSA after receiving an unfavorable decision from
OPM. An OPM decision on a claim is final and is not subject to further administrative
review.

(a) FLSA claim filed with GSA. A FLSA claim filed with GSA should be
made according to appropriate GSA procedures. FLSA claims must include the
Claimant's name, contact information, description of the nature of the claim and specific
issues or incidents giving rise to the claim, including the time period covered, a
description of any actions taken to resolve the claim, any evidence to support the claim,
the remedy sought, and any other information that shouid be considered. At the request
of the claimant, GSA may forward the claim to OPM on the claimant's behalf. The
claimant is responsible for ensuring that OPM receives all the information requested.

(b) Employees who are members of a bargaining unit must file using the
applicable negotiated grievance procedure.

(c) Employees retain the right to forgo filing an administrative claim as
described herein and file an FLSA claim in an appropriate Federal court. Neither OPM
nor GSA will adjudicate an FLSA claim which is in litigation in a Federal court.

(4) Withdrawal or cancellation of an FLSA claim.

(a) Withdrawal. OPM may grant a request from the claimant or claimant's
representative to withdraw an FLSA claim at any time before OPM issues its decision.
The claimant or the claimant’s representative must submit the request in writing to OPM.

(b) Cancellation. OPM may, at its discretion, cancel an FLSA claim if the
claimant or the claimant's representative fails to provide requested information within 15
workdays after the date of the request, uniess the claimant or the claimant's
representative requests additional time and OPM grants a longer period of time in which
to provide the requested information. OPM may, at its discretion, reconsider a
cancelled claim on a showing that circumstances beyond the claimant's control
prevented pursuit of the claim.

(5) Where to file an administrative FLSA claim.

(a) A FLSA claim with GSA must be filed through to the Office of Human
Resources Management, Human Capital Policy and Programs Division; Or

(b} A FLSA claim must be filed with the OPM Classification Appeals and
FLSA Program, 1900 E Street, NW, Washington, DC 20415-0001.
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10. Accretion of Duties Promotions.

a. Requirements. Promotions based on accretion of duties will be utilized only in
those circumstances where all of the following criteria are met:

(1) The complexity, range, and/or level of difficulty in the duties and
responsibilities of a position have gradually increased over a significant period of time
(e.g., approximately six months or longer). The new duties comprise at least 25% of the
employee's time on a regular basis, are based on recurring responsibilities that require
a higher level of knowledge, skill and/or ability, and the additional duties are considered
major and grade-controlling, not merely new or different work.

(2) The employee continues to perform the same basic functions of the former
position, the major duties of the employee’s former position are absorbed into the new
position, and the employee’s PD is re-described incorporating the additional duties and
responsibilities.

(3) The new position has no known promotion potential.

(4) The promotion is not based on projected duties.

(5) The additional duties and responsibilities do not adversely affect another
encumbered position, such as abolishing the position, eroding its current grade or
reducing its known promotion potential.

(6) The employee is the only one in the organizational unit to whom the
additional duties and responsibilities could be assigned. Consequently, a promotion
based on an accretion of duties involving one incumbent is prohibited when multiple
incumbency (“identical-additional”) positions exist within the same organizational unit.
“Organizational unit” is defined as immediate organizational entity, component or group
of employees that is directed by a single supervisory position.

(7) The new position does not involve the addition of supervisory or leader
responsibilities (i.e., the position does not change from non-supervisory to a supervisory
or ieader position).

(8) The new position does not involve reclassification from a one-grade interval
series to a two-grade interval series or across occupational series.

(9) The employee meets all qualifications and eligibility requirements for the
position.
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b. Responsibilities of the Immediate Supervisor.

(1) Controls the assignment of work.

(2) Provides required information and written justification for promotion based on
accretion of duties. !t is strongly recommended that the supervisor discuss with the
NCC the potential action to promote an employee based on accretion of duties prior to
initiating action to process the promotion action.

(3) Prepares and submits to the servicing Human Resources Office the following
documents:

(a) A revised PD, identifying the specific duties and responsibilities that may
be classifiable to a higher grade level;

(b) A statement explaining the origin of the duties that have been added to
the original position (e.g., new program responsibilities);

(c) The “Accretion of Duties Promotion Certification” (Appendix A);

(d) A copy of the employee's current PD; and

(e) A Request for Personnel Action (RPA), through appropriate channels,
once the NCC has reviewed the documentation and has determined that the criteria for
promotion based on accretion of duties have been met.

(f} Although employee job performance is not among the criteria for
reclassification of a position to a higher grade level, supervisors must ensure that an
employee has demonstrated satisfactory performance of the higher level duties prior to
consideration for promoation (i.e., has a rating of at least “Meets Performance
Expectations”).

c. Responsibilities of the NCC. Will review the supervisor's submission, and
evaluate the changes; perform a formal classification desk audit to verify and clarify the
performance of the duties that are being considered to support the reclassification of the
position; and provide advice and advisory opinions about whether the proposed
accretion action is appropriate. The Classifier will submit the findings and
recommendations, position evaluation statement, and all relevant information (to include
Appendix B and/or Appendix C) to the NCC Supervisor for final review and approval
along with acceptance from the first line supervisor.,

If the criteria for promotion based on accretion of duties have been met, the Classifier
will classify the new position and notify the immediate supervisor, at which time the
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immediate supervisor will be required to submit a Request for Personnel Action (with all
required signed documentation} to promote the employee. If the criteria for promotion
of the employee based on accretion of duties are not met, the documentation will be
returned to the immediate supervisor or originator with an explanation for why the action
was not appropriate.

11. Competitive Levels and Codes.

a. GSA will establish separate competitive levels according to the following
categories:

(1) By service. Separate levels shall be established for positions in the
competitive service and in the excepted service.

(2) By appointment authority. Separate levels shall be established for excepted
service positions filled under different appointment authorities.

(3) By pay schedule. Separate levels shall be established for positions under
different pay schedules.

(4) By work schedule. Separate levels shall be established for positions filled
on a full-time, part-time, intermittent, seasonal, or on-call basis. No distinction may be
made among employees in the competitive level on the basis of the number of hours or
weeks scheduled to be worked.

(5) By trainee status. Separate levels shall be established for positions filled by
an employee in a formally designated trainee or developmental program having all of
the characteristics covered by § CFR 351.702(e)(1) through (e)(4).

b. The system will be maintained (in a spreadsheet or database) and include a clear
definition of each level with written guidance for using and updating the system.

c. GSA may not establish a competitive level based solely upon:

(1) A difference in the number of hours or weeks scheduled to be worked by
other-than-full-time employees who would otherwise be in the same competitive level;

(2) A requirement to work changing shifts;
(3) The grade promotion potential of the position; or
(4) A difference in the local wage areas when a competitive area includes

positions covered by more than one wage-board or similar wage-determining
procedure;
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(5) A difference in locality payments under 5 U.S.C. 5304 and subpart F of
5 CFR Part 531 when a competitive level includes more than one locality pay area listed
in 5 CFR 531.603; or

(6) Representative rates in different local commuting areas when a competitive
area includes General Schedule (GS) and Federal Wage System (FWS) positions in
multiple GS locality pay areas, and/or FWS local wage areas.

d. Gender may not be the basis for a competitive level determination, except for a
position which OPM designates that a certificate of eligibles by gender is justified.

e. A probationary period required by 5 CFR 315 subpart | for initial appointment to a
supervisory or managerial position is not a basis for establishing a separate competitive
level.

f. Functional Codes shall be recorded on each position description. These codes
may aid in establishing and defining competitive ievels for professional positions in the
scientific and engineering fields.

0. Interdisciplinary positions must be assigned a separate competitive level for each
series to which the position may be classified.

h. Competitive level codes and their structure. Each competitive level code consists
of four characters starting with an alpha and ending with a numeric,

(1) The first digit, beginning from left to right, is a standard designation used to
identify a broad category for the position being reviewed. These categories are:

(a) Non-supervisor. This category includes all non-supervisory General
Schedule positions. Positions in this category will be coded as "N".

(b} Team ieader. This category includes all General Schedule team leaders.
Positions in this category will be coded as "L"™.

(c) Supervisor. This category includes all General Schedule supervisors.
Positions in this category will be coded as "S".

(d) Federal Wage System. This category includes all positions in the FWS.
Positions in this category will be coded as *“W".

(e) Trainee. This category includes all positions filled by an employee in a
formally designated trainee or developmental program having all the characteristics
covered by 5 CFR 351.702 (e)(1) through (e)(4). Positions in this category will be
coded as "T".

(2) The second digit, beginning from left to right, designates the specific formally
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designated trainee or developmental program for General Schedule positions or Federal
Wage System positions if under a formal training or apprenticeship program. Several
categories will be used to identify General Schedule positions covered under a formally
designated trainee or developmental program:

(a) If a position is not covered by a formally designated trainee or
developmental program, the second character will be coded as zero, "0".

(b) The code “D" will be used to designate nonsupervisory General Schedule
positions covered under the Career Intern Development System, Pathways, and the
Presidential Management Intern programs. (e.g., Internship Program, Recent Graduates
Program, Presidential Management Fellows Program)

(c) The code "G" will be used to designate nonsupervisory General Schedule
positions covered under the Training Agreement for Career Interchange (TAFCI)
program.

(d) The code "S" will be used to designate supervisory General Schedule
positions covered under the Training Agreement for Career Interchange (TAFCI)
program.

(e) The code "E" will be used to designate team leader General Schedule
positions covered under the TAFCI program.

(f) The code "T" will be used to designate Federal Wage System positions
covered under a formal training or apprenticeship program.

(3) The third and fourth digit, beginning from left to right, are numeric and used
to make competitive level distinctions among positions that, though in the same
occupational series, may differ from one another with regard to duties and qualifications
and/or be assigned to a parenthetical title and working conditions (e.g., mobility
agreements) to the extent that the interchange of incumbents would cause undue
interruption of the work. The importance of defining and differentiating positions through
the use of competitive level codes increases as the agency's use of broader position
series (e.g., those classified to a "01" series, such as GS-0301 or GS-1101) continues.

(a) Each competitive level distinction established within a series is to be
identified by assigning a separate number starting with “01" and running consecutively
(e.g., “017,"02", “03", etc.). Since the numbering will be series specific, the same codes
are used for positions in different series or occupations. For example, the first
established Program Analyst, GS-0343, could be “N001”, as could the first code
assigned for a Realty Specialist, GS-1170.

(b) Particular attention must be paid to positions classified in a "01" series

(e.g., GS-0301, GS-1101) which frequently vary in terms of duties and qualification
requirements; positions classified in a series that may include a wide range of duties
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and qualifications requirements (e.g., GS-0343) with distinct qualification requirements;
positions for which selective factors were included in recruitment activities; or positions
with parenthetical titles that may denote an area of specialization.

(c) Care must be taken at the operating level to record the definition of each
competitive level distinction to ensure consistency of application and assignment of a
position to the correct competitive level code. If no competitive ievel distinctions of the
type described above are needed, the third and fourth characters of the competitive
level code will be two zeroes, "00".

12. Classification Program Management.

a. Binding Advisory Opinions. Upon request from a servicing Human Resources
Service Center or NCC, the Human Capital Policy and Programs Division will issue a
binding advisory opinion on the proper title, series and grade of an individual position.
Usually, a decision will be issued within 30 to 60 days after the receipt of a request. A
request for an advisory opinion should be made only to resolve differences in
interpretation of standards, address unique classification needs when a new job grading
standard or guide is issued (but prior to agency implementation), identification of grade-
controlling elements in positions, and other unresolved issues. All formal requests must
be accompanied by a signed PD, comprehensive narrative evaluation statement which
addresses in detail the crediting of each factor used to support the classified grade,
staffing patterns, management rationale for disagreeing with the NCC's evaluation, and
all other pertinent information.

b. Classification Problems Involving Multiple Locations. When there is a clear
indication of a common classification or job-grading problem in more than one region or
location, the Human Capital Policy and Programs Division, National Classification
Program Manager, may initiate a classification review or study. Study findings may then
be applied by all regions or locations. If any position is classified as an exception to the
findings, the reason should be documented and made part of the classification records.

c. Collateral Duty Assignments. Collateral duty assignments are separate, yet
official, duties and responsibilities assigned to an employee in addition to the primary
duties of the position the employee occupies where assignments do not constitute a
grade controlling duty or responsibility and constitute less than 25 percent of the
employee's work time. Management is responsible for initiating and completing
Collateral Duty statements and making a part of the official position description of the
impacted employee.

d. Consistency Reviews. The Human Capital Policy and Programs Division will
initiate or manage the conduct of all consistency reviews resulting from classification
appeal decisions issued by GSA or OPM and other reviews necessary for GSA-wide
consistency purposes. Consistency reviews will be restricted to positions performing
the same grade-controlling work in organizations as outlined within PDs. Related
positions, such as supervisors or team leaders, should also be reviewed if their
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classification is dependent on the classification of the certified position(s). The NCC
will:

(1) Identify, review, and correct the classification of all identified positions.

(2) Submit a report that it has classified all identical, similar, or related positions
consistently or submit a plan, timetable, and proposed progress reporting schedule for
reviewing the positions if they are inconsistent.

(a) At a minimum, the report will contain a copy of the PDs and either a
statement that all identical, similar, or related positions within GSA are classified
consistently, or a plan for reviewing the positions identified to be inconsistent.

(b) The report must include the number of positions reviewed and the
number of position actions taken (e.g., number of positions upgraded, downgraded,
abolished, series changed). Any positions listed within the report that initially appear to
be similar must contain an explanation about how the differences result in different
classifications. The National Classification Program Manager will perform any
necessary final technical reviews, resolve differences, and issue all final consistency
reports for reviews initiated by OPM.

(c) Submit a plan, timetable, and proposed progress reporting schedule for
reviewing positions and designating those that are deemed to be inconsistent. The plan
will outline the tentative identification interim progress reporting, as appropriate. If
required, plans are due 90 calendar days from the date of the letter requiring the
consistency report. Time periods for interim progress reports and a final report
are dependent on the scope of the review. Deciding officials also may specify in the
letter the time periods requiring the review.

(d) Process resulting actions.

e. Reorganizations. Management officials planning reorganizations are required to
inform OHRM of proposed changes in functional statements, organizational structure,
individual positions and total staffing for affected organizational elements before
submitting formal organizational change proposals. This effort is a collaboration among
the requesting management officials and several divisions within OHRM which will help
to minimize or at least identify potential negative effects on the classification of positions
covered by the reorganization.

13. Classification of Appeals.

a. What May be Appealed. The following aspects of a position may be appealed:

(1) Occupational series;
(2) Grade;
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(3) Official position title (but not the organizational title) of the position; and

(4) Position’s inclusion in or exclusion from the GS or the FWS.

b. What May not be Appealed. The following issues are not covered by
classification appeal procedures:

(1) Disagreements between the employee and the supervisor over the accuracy
of the official PD, including the inclusion or exclusion of a major duty. An employee who
considers his/her official PD to be inaccurate should attempt to resoive the matter with
the supervisor before appealing. If a disagreement cannot be resolved, any subsequent
appeal will be decided on the basis of the actual duties assigned by management and
performed by the employee.

(2) An assignment or detail out of the scope of the normally performed duties in
the official position description.

(3) The accuracy, consistency, or use of agency supplemental classification
guides.

(4) The official title of the position if the OPM classification standard or guide
prescribes it or the title reflects a qualification requirement or authorized area of
specialization.

(5) The classification, grade, or pay system of a position to which the employee
is not officially assigned by an official personnel action (e.g., an unofficial detail).

(6) An agency’s proposed classification decision.

(7) The classification, grade, or pay system of a position to which the employee
is detailed or temporarily promoted on a time-limited basis, except that employees
serving under time-limited promotion for 2 years or more may appeal the classification
of their positions under these procedures.

(8) The classification of the employee’s position based on organizational
alignments or position-to-position comparisons, rather than the official classification
standards or guides published by OPM.

(9) The accuracy of grade level criteria contained in an OPM classification guide
or standard.,

(10) A previously issued classification appeals decision, unless there has been a
subsequent change in the governing classification standard(s) or the major duties of the
position.

(11) Matters grievable under an administrative or negotiated grievance
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procedure or an alternative dispute resolution procedure; and
(12) The propriety of the assigned wage schedule rate or rate of pay.

c. General Schedule Pgsition Classification Appeals.

(1) Before filing a classification appeal, the employee is encouraged to
discuss the matter with their supervisor of record. The supervisor should collaborate
with the NCC who will make every effort to resolve the matter through discussion and
review of PD(s), work samples, documented questions and answers from the employee
and the supervisor, and the development of a position evaluation statement with
recommendations and findings. If, after such actions, the employee stili believes their
position is not classified properly they may file a formal appeal.

(2) Employee appeals must be submitted in writing and can either be
submitted to GSA or directly to OPM. Employee appeals may be submitted to OHRM,
Human Capital Policy and Programs Division, for review. If an employee is not satisfied
with the decision, he/she still has the option to submit the appeal to OPM. However,
appeals cannot be made to GSA and to OPM at the same time, but must be submitted
one at a time. Any employee appeal submitted to GSA must be sent to the Human
Capital Policy and Programs Division, National Classification Program Manager. If an
employee appeals directly to OPM, he/she cannot subsequently file an appeal to GSA.
The appeal must include:

(a) A signed and dated letter stating that the purpose of the
correspondence is to appeal the classification of the employee's position of record.

(b) The employee's name, mailing address, email address, and office
telephone number.

(c) The employing department or agency and the location within the
agency (installation name, mailing address).

(d) The exact location of the employee’s position within the agency (e.g.,
service, division, branch section, unit).

(e) The employee’s current position title, pay plan, occupational series,
and grade.

(f} The requested pay plan, position title, occupational series and grade.

(g) A copy of the official position description, if available. If the employee
believes the position description is not accurate, the employee must provide his or her
own description of the work he or she currently performs and show what steps have
been taken to have the official description changed.
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(h) A copy of the most recent evaluation statement.

(i} The reason that the employee believes the position is erroneously
classified. The employee must refer to position classification standards which support
the appeal. If appealing to OPM, the employee must also state specific points of
disagreement with the agency's evaiuation statement. The employee may also include
a statement of facts that he/she thinks may affect the final classification decision.

(i) The name, address, and business telephone number of the
employee’s designated representative, if any.

(3) The NCC will provide the Director of Human Resources Services and/or the
National Ciassification Program Manager any information they have concerning the
position under appeal and a detailed evaluation statement that specifies the standards
used and how the grade was determined. If any corrections or additional work is
required as a result of the appeal, the National Classification Center will promptly take
the required action.

(4) An employee may appeal the classification of his/her position to OHRM,
Human Capital Policy and Programs Division (National Classification Program
Manager), or to OPM. Appeals filed within GSA will be processed and decided promptly
by the reviewing office, and the decisions will be based on the written record consisting
of the specific and relevant information above; however, additional information may be
requested.

(5) For appeals filed within GSA, the employee will be informed in writing of the
decision on his/her appeal after providing all the required information/documentation
requested. If the employee is not satisfied with the decision made by OHRM, Human
Capital Policy and Programs Division, the employee will be informed in writing of the
decision on the appeal after providing any further required information requested. The
decision letter will explain the reasons for the decision, include a comparison of the
position with the standards appropriate to the position, and will inform the employee of
their right to appeal the decision. The letter will state how much time the employee has
to appeal the decision and where the employee may review the written record used as
the basis for the decision. The agency must act on an appeal within 60 days or forward
it to OPM for action.

(6) A classification appeal may be filed at any time; however, the retroactive
provisions (restoration of grade, salary or both) do not apply unless the employee
appeals within 15 calendar days after receipt of a wriiten notice of downgrading or loss
of compensation. The 15-day limitation is applicable only when the employee is
wrongfully demoted whether the employee appeals initially within GSA or directly to
OPM.
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(7) If an employee elects not to appeal to GSA, or if they do not agree with the
decision of GSA, the employee has the right to appeal in writing to the appropriate
jurisdictional office of OPM. The letter transmitting the GSA decision, if appealed
through GSA, will inform the employee of the requirements for an appeal to OPM. The
employee must independently forward their appeal along with any pertinent
documentation to OPM directly.

(8) OPM recommends that an employee appealing the classification of his/her
position first take advantage of the appeals procedures within GSA. However, the
employee may appeal directly to OPM. OPM instructions pertaining to appeals are set
forth in the OPM Introduction to the Position Classification Standards, Appendix 4.

(9) The decision of OPM is final. OPM appeal decisions are binding (for all
incumbents on the PD) on all administrative, certifying, payroll, disbursing, and
accounting officials in GSA. OPM's decision may not necessarily be favorable for the
employee. OPM may raise or lower the grade or change the series and/or title of the
position. The OPM classification decision may affect other identical, similar, or related
positions, requiring GSA to reclassify the positions throughout the agency consistent
with the OPM decision. Additional information on appeals procedures may be obtained
from the NCC.

(10) An employee may select a representative to assist in the preparation and
presentation of a position classification appeal. The employee and the employee's
representative (if the representative is a GSA employee) will be granted a reasonable
amount of official time for preparation of the appeal. Representative rights will be
consistent with negotiated collective bargaining agreements and governing OPM policy.

d. Federal Wage System Classification Appeals. Federal Wage System (FWS)
classification appeals must be made first to GSA, through the servicing GSA Human
Resources Service Center to the NCC. If not satisfied with decision, the employee may
submit the appeal to OHRM, Human Capital Policy and Programs Division (National
Classification Program Manager). All information requirements and timeframes as
described in the section discussing position classification appeals also apply to FWS
appeals.

e. Cancellation or Withdrawal of Appeal Request. An appeal may be cancelled at
any point before a decision is issued if:

(1) The employee requests in writing, that the appeal be canceled;

(2) The employee or designated representative fails to provide requested
information within the requested time period;

(3) The employee vacates the position through a personnel action, except when
the employee is entitled to retroactive benefits. An employee's detail or temporary
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promotion will not be cause to cancel an appeal.

(4) The duties and responsibilities assigned to the appealed position are
significantly changed while the appeal is pending; or

{5) The position is abolished.

14. Documentation and Recordkeeping.

The NCC must establish and maintain records that enable it to review progress in
identifying and correcting misclassified positions and to respond fo any request or
reporting requirement. The following information must be maintained and readily
available for a minimum of five (5) years from the date of the activity:

a. A list of all positions identified as misclassified. For each position, include: the
title, pay plan, series and grade (at the time the position was identified as misclassified);
the name of the incumbent or if the position is vacant; the PD number; the organization
location; the proper title, pay plan, series and grade; the date the position was identified
as misclassified; the method by which the position was identified as misclassified (e.g.,
during regular work review, personnel management evaluation, GSA appeal decision, or
OPM appeal decision).

b. The number of incumbents affected by each misclassified position; the
corrective action expected (e.g., change to lower grade, elimination, restructuring to
support existing grade); the date corrective actions will be taken or when corrective
action was taken {on the position, not the employee) with the notation “action
completed.”
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APPENDIX A. ACCRECTION OF DUTIES PROMOTION CERTIFICATION

ACCRETION OF DUTIES PROMOTION CERTIFICATION
File tius form on the left side of the Officiasd Personme! Folder with a copy of the posiion descriplion.

Name of Employee:

| recommend the employee named above be promoted without compedition. | certify that the foliowing condiions are met:
The emplayee continues ko perform the same basic functions of the position to which anginally assigned.

The major dubes of the former position are absorted into the new higher-graded position (i.e.. the new position is a “dear
sucoessor” to the former position ).

The new duties could not be reasonably assigned to another individual in the immediate erganizational unit.

The new position has no promotion potential.

No positions within the organizational unit were adversely affected by the creation of this position (Le.. the higher-graded
duties were not remaved from another exisling pesition, which could have an adverse impact on that position's grade
leverl).

The employee meets all quakfications and elgibifity requirements (including time-in-grade requirements)

The new pasition does not involve reclassification from a non-supervisory position to a supervisory or leader position.

The new position does not imvolve reclassification from a ane-grade interval to a two-grade inlerval series or across
pcoupational series.,

The new duties have been perfarmed for at laast six months (designale date employee began performing new dufies)

Data:

The employee has demenstrated satisfactary performance of the higher level duties prior to consideration for this
accretion of duties promotion.

Name of Supendsor

GENERAL SERVICES ADMIMISTRATION GSA 5020 112017
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APPENDIX B. FACTOR EVALUATION SYSTEM
POSITION EVALUATION SUMMARY

FACTOR EVALUATION SYSTEM - POSITION EVALUATION SUMMARY

AGENCY/ORGANZATION LOCATION: POSITION NUMBER:
e M OFFICIAL TITLE:
PP-SER-GR:
WORKING TITLE:
COMMENTS:
FACTOR PODNTS
EVALUATION FACTORS LEvEL ASSIBNED EXPLANATORY COMMENTS

1. Knowledge Required by the Position

2. Supenvisory Controls

3. Gudelines

4. Complexity

5. Scope and Effect

8. Personal Contacts

7. Purpase of Contacts

8. Physical Demands

Work Environment

TOTAL PQINTS T R

GRADE LEVEL DETERMINATION

<TOPBECHK

GENERAL SERVICES ADMINISTRATION GSA 5024 112017

39



HRM 8510.1

APPENDIX C. GENERAL SCHEDULE SUPERVISORY GUIDE
POSITION EVALUATION SUMMARY

GENERAL SCHEDULE SUPERVISORY GUIDE - POSITION EVALUATION SUMMARY

AGENCYIORGANIZATION LLOCATION:
General Sernces Aderarectration

POSITION NUMBER:

OFFICIAL TITLE:

PP-SER-GR:

WORKING TITLE:

EVALUATION FACTORS

FACTOR

ASSIGNED

EXPLANATORY COMMENTS

1. Program Scope and Effect

2. Organizational Seting

3. Supervisory and Managerial Authority
Exercised

4. Personal Contacts
Nature OF:

Purpose OF

5. Difficulty of Typical Work Directed

8. Other Conditions
Spesial Skt

TOTAL POINTS

GRADE LEVEL DETERMINATION

<U>PEEC®K

POINT RANGE

SIGNATURE:
OATE:

HUMAN RESOURCES SPECIALISTICLASSIFIER

GENERAL SERVICES ADMINISTRATION

GSA 5028 112017
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APPENDIX D. FLSA EXEMPTION DETERMINATION CHECKLIST
ADMINISTRATIVE EXEMPTION CHECKLIST

FLSA EXEMPTION DETERMINATION CHECKLIST
Administrative Exemption Checklist

YES NO
1. SALARY THRESHOLD: The annual rate of basic pay for this position is equal to or greater
than $23,6607
(Rate of basic pay indudes any locality payments under 5 CFR part 531, Subpart F, and D D
special rate supplements under 5 CFR part 530, Subpart C, or ather simiar legal authorized
payments or supplement, before any deductions. The pay rate does not include any other
kinds of pay. such as prermum payments, differentials, and allowances. See 5 CFR 551,203 )
2 W the answer to Question 1 i5 YES, move to the remaining questons to determine whether the | H
employees qualify for exemption. YES. | NO.
If the answer to Quesfion 1is NO. goto #7 goio 9:_:-‘
#3

3. Management or general business operations. The pomary duty of an employes i this
position is the performance of office or non-manual work that is directly related to

managerment or general business opeations of the employer or the employer's customers, as
thase terms are defined in § CFR 551.104 and 551.208.

8. MANAGEMENT: An employes in this posifion performs work that is directly redated to

activites such as interwewng, selecting. and traming employees; sefting and adjusting I:l I:l
rates of pay and hours of work; directing the wark of employees: maintaining production or
financial records for use in supervision or control; appraising employee productivity and
efficiency for the purpase of recommending promotions or other changes in status; handling
employee complaints and grievances; desciplining employees; planning the worl;
detemnining techniques to be used; apporioning the work among employees; determining
the type of materials, supphes. machinery, equipment. or tools ka be used or merchandise
to be bought, stocked and sold: controling the flow and distribusion of materials or
merchandise and supplies. providing for safety and security of the empiloyess or property;
planning and controding the budget; monitoring or implementing legal comphance
measures. See 5 CAR 551.104.

O8:

b. GENERAL BUSINESS OPERATIONS: An employee in this position performs. work that

is directly refated to the general business operations of the employer ar the emplayer's D D
customers (i.e, diractly related to rumning or servicing the business), as distinguished from
the performance of production activiies. See 5 CFR 551.206.

4, If the answer to Question 3a OR b is YES, move to the remaining questions to determine I$ If
whather the employees qualify for exempéion. YES, | NO,
¥ the answers to Question 3aand b are NO, go to #7. goto | goto
#3 87
GEMERAL SERVICES ADMINISTRATION GSA 5025 11/2017

(NOTE: Go to: GSA5025-17.pdf to access the full form.)
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APPENDIX E. FLSA EXEMPTION DETERMINATION CHECKLIST
COMPUTER EMPLOYEE PROFESSIONAL EXEMPTION CHECKLIST

FLSA EXEMPTION DETERMINATION CHECKLIST

Computer Employee Professional Exemption Checklist
YES HNO

1. SALARY THRESHOLD: The annual rate of basic pay for thes position is equal to or greater

than $23,060. or the employee is compensaied on an hourly basis at a rate of hasic pay not
less than $27.63 per hour? See 5 CFR 551.203 and § CFR 554.210. D D

(Rate of basic pay includes any localty payments under § CFR part 531, Subpart F, and
special rate supplements under 5 CFR part 530, Subpart C. or other simiar legal authornized
payments or supplemend, before any deductions. The pay rate does not include any ather
kinds of pay, such as premium payments. differentials, and allowances. See 5 CFR 551.203.)

2. If the answer to Question 1 is YES, move to the remaming questions to determine whetherthe ] |f If

employees quakfy for exemption. YES. | NO.
If the answer to Question 1is NO, goto £8 9:;! g:b
g8

Computer systems or programs analysis, design, andior development.  The primary
3, duties of an employee in this position involve the analysis, design, andfor development of |:| D
computer systems and programs. as defined in 5 CFR 551.210.

a. COMPUTER SYSTEMS: The work invoives the application of systemsa anahysis/

technigues and procedures, induding eonsulting with users, to determine hardware,
software, or system funclional specifications.

OR:
b. MYSIS DESIGN ﬁN‘DiDR DEUELOPHE'IT Themrl(lnvolvee them

L ¥ichicing protolipes based on g e o i
mmmmﬁwm

machm:e operaﬁng mm

OR:

4. COMBINATION OF: The work involves a combination of the above described
duties, the performance of which requires the same level of skifls.

GENERAL SERVICES ADMINISTRATION GSA 5021 112017

(NOTE: Go to: GSA5021-17.pdf to access the full form.)
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APPENDIX F. FLSA EXEMPTION DETERMINATION CHECKLIST
CREATIVE PROFESSIONAL EXEMPTION CHECKLIST

FLSA EXEMPTION DETERMINATION CHECKLIST

Creative Professional Exemption Checklist

YES HNO
1. SALARY THRESHCOLD: The annual rate of basic pay for this posifion is equal to or greater

than $23.660 for leaned professionals other than professional legal positions, physician |:| D
positions, or teacher positions, Rate of basic pay includes any locality payments under 5 CFR
part 531, Subpart F, and special rate supplements under 5 CFR part 530, Subpart C, or other
similar legal authored payments or supplement, before any deductions. The pay rate does

not include any ather kinds of pay, such as premium payments, differentals, and alowances.

See 5 CFR 551.203

2 If the answer to Question 1 is YES, then move on to the remaning questions to determine If H
whether the employees qualify for exemption. YES, [ NO.
If the arswer to Queston 1is NO, goto# 6. goto | goto

#3 #8

3. Work requiring mweniion, amagmation, onfrinaity, of taent in a recognized artishc feld.
The prrmany duty of an employee in this position imolves the performance of work requing
nvention, magination, originality, or talent in a recognized field of artistic or creative
endeavor, as described in 5 CFR 551.200.

this position requires irmeention, imagination, criginalty, or talent. This requirement is pat met
by work that can be produced by a person with general manual or imellechsal abdity and
training. For example. an employee engaged in the work of newspapers, magazines,
television, or athesr media does not meet this criterion if he/she only collects, organizes, and noé
records information that is routine or already public, or if he/she does not contribute a unique #0
interpretation or analysis to a news product. Work that is subject to substantial control by the
arganization also does pit qualify as exempt creative wark.

a. INVENTION, IMAGINATION, ORIGINALITY. OR TALENT: The work of an empioyes in |:| D
L4
NO,

AND:

b. RECOGNIZED FIELD OF ARTISTIC OR CREATIVE ENDEAVOR: The work must be

in a recogrized field of artistic or creative endeavor, which indudes music [musicians, I:| D
campasers, conductors and sokoists), writing (writers who choose their own subjects and hand
in a finished piece of work to their supervisor), acting. and graphic arts.

NO,

goto

#8

Fy fthe answers to Quesiion 3a, b, AND ¢ are YES, then move on to the remaining questons to | i v
ine whether the employess quakify for exemption YES. | NO,

If any answer in Question 3is NO. gotn 2 6. 9:5'3 9:;0

- An employee in this positon spends mare than 50% of his/her work tme
performing the work indicated above, or a duty constitufing less than 50% may be credited if ‘:I D
such worl: 1) constitutes a substantial, regular part of the work assigned and perfomed; 2} is

the reason for the extstence of the position; and 3) is clearly exempt work in terms of the: basic u

nature of the work, the frequency with which the employee must exercise discretion and NO,

independent judgment, and the significance of the decisions made. See 5 GFR 551.104. 9:;’
GENERAL SERVICES ADMIMISTRATION GSA 5022 1172017

{(NOTE: Go to: GSAS5022-17.pdf to access the full form.)
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APPENDIX G. FLSA EXEMPTION DETERMINATION CHECKLIST
EXECUTIVE EXEMPTION CHECKLIST

FLSA EXEMPTION DETERMINATION CHECKLIST

Executive Exemption Checklist
YES NO
1. SALARY THRESHOLD: The annual rate of basic pay for this posiftion is equal to or greater
gt 1l O
(Rate of basic pay includes any locality payments under 5 CFR part 531, Subpart F, and
specal rate supplements under 5 CFR part 530, Subpart C, or other similar legal authorized
payments or supplement. before any deductions. The pay rate does not include any other
linds of pay, such as premium payments, differentials, and allcwances. See 5 CFR 551.203 )
2 If the anseer to Question 1 is YES. move to the remaining questions to determine whether the | if i
empioyees qualify for exemption. YES. | NO,
If the anzwer to Guestion 1is HNO.goto #8 poto | goto
#3 #8

3 PRIMARY DUTY OF MANAGEMERNT: The primary duty of an employes in this position is
management {as defined n 5 CFR 551.104) of a federal agency or any subdivision thereof,
induding the lowest-recopnized orpaniratenal unit with a continuing functon. See 5 CFR
551.205.

a MAMAGEMEMNT: Anempiloyee in this position performs work that is directly related to
activities such as interviewing, selecting, and training employees; setiing and adjusting rates I:l l:l
of pay and hours of worlk; directing the work of employees; maintaining production or financial
recards for use in supervision or control; appraising employee productivity and efficiency for
the purpose of recommending promotions or other changes in statuss; handiing employee
complaints and grievances. disciplining employees: planning the work; determining
techniques to be used; apportioning the work among empioyees; determining the type of
materials, supplies, machinery, equipment, or tools to be used or merchandise to be bought,
stocked and sold, controling the flow and distribution of materials or merchandise and
Supples; providing for safety and security of the employees or property: planning and
controling the budgel: monitoring or implementing legal compliance measures. See 5 CFR
551104,

AND:

b. PRIMARY DUTY: An employee in this position spends more than 50% of his/her wark

tme performing the work indicaled abowe, pr a duty constituting less than 50% may be I:I D
credied if such worke 1) constibrtes a substantial, regular part of the work assigned and
performed. 2) is the reason for the exisience of the position; and 3) is cearly exempt work in
t2rms of the basic nehwe of the work. the frequency with which the employee must exercise
discretion and independent jutigment, and the significance of the decisions made. See 5CFR

551.104.
4. If the answer to question 3z AND b is YES, then move on to the remaining questions to If i
determine whether the employees qualify for exemplion. YES. | NO.
If any answer in Question 3is NQ, goto#8. goio | goto
#3 #8
GENERAL SERVICES ADMIMISTRATION GSA 5023 1112017

(NOTE: Go to: GSA5023-17.pdf to access the full form.)
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APPENDIX H. FLSA EXEMPTION DETERMINATION CHECKLIST
FOREIGN EXEMPTION CHECKLIST

FLSA EXEMPTION DETERMINATION CHECKLIST
Foreign Exemption Checidist

1 APPLICATION: To qualify for the foreign exemption, empioyees must spend all
hours of work in a given workweek in one or more exempt aress, regardiess of where |:| D
they are permanently stationed.

The empioyee has fist worked all hours in a workweek in an exempt area. EXEMPT
AREAS are defined as any foreign country or temitory under U.S. jusisdiction, other
than Puerto Rico, the U.S. Virgin Istands, Outer Contnental Shelf Lands, American
Samoa, Guam, Commonweatth of Northem Mariana lstands, Midwey Aloll, Wake
Istand, Johnston Island, and Palmyra. (The minimurn wage, overlime, and child lsbor
provisions do not apply to any employee who spends all hours of work in a given

workweek in an exempt area.)

2 If the answer to Question 1 13 YES, then move to Question 4. f W
I you answered NO to Questicn 1, the foreign exemplion does not apply. This YES. | NO.
checklist is used only if the employee first spends all hours of work in a given go to

workweelk in one or more exampt areas. #4 | STOP

3 Employees permanently stationed in an exempt area, but spends any hours of
work in any non-exempt area. Employees who at first qualifies for the foreign
exempton, then lose their exempt status once they work any hours in a non-exempt
srea during a workweel. This means that, for any given workweek, the foreign
exemplion does not apply to an employes permanently stationed in an exempt area
who spenda any hours of work in any non-exempt area. Employees mast re-qualify
for the foreign exempiion once they retum to an exempt area after perfiorming any
work in a non-exempt area.

NON-EXEMPT AREAS are defined as U.S. state commormwesith, the District of
Columbia, Puerto Rico, the U.S. Virgin Islands, Outer Continental Shelf Lands,
American Samoa, Guam, Commonwealth of Northermn Mariana Istands, Midway Atoll,
Wake |stand, Johnston sland, and Paimyra.

- Have you set up procedures so that supervisors vill notify HR whenever these
empiloyees are scheduled o or have performed work in nonexempt areas? I:l |:|

- Have you set up a process so that you can reessess these employees exemption
status?

- In your reassesament, did you analyze whether the primasy duties performed in the
non-exempt area for thal workweek were consistent with the employee’s normal
primary dufies in the exempt area? (Alfach documentary evidence fo support your
answer.)

GENERAL SERVICES ADMINISTRATION GSA 5027 1112017
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APPENDIX I. FLSA EXEMPTION DETERMINATION CHECKLIST
LEARNED PROFESSIONAL EXEMPTION CHECKLIST

FLSA EXEMPTION DETERMINATION CHECKLIST

Leamed Professional Exemption Checklist

YES NO
1. SALARY THRESHOLD: The annual rate of basic pay for thes position is equal to or greater

than $23,000 for leamed professionals other than profecsional legal posilions, physician D D
positions, or teacher positions. Rate of basic pay includes any locality payments under 5 CFR
part 531, Subpart F, and special rate supplements under 5 CFR part 530, Subpart C. or ather
similar legal suthorized payments or supplement. before any deductions. The pay rate does
not include arry other kinds of pay, such as premium payments, differentials. and allowances.,
See 5 CFR 551.203.

[For the leamed professional exemption, the salary based threshold does not apply to
professonal legal posiion, a physician position, or a teacher pesition, as those terms are
defmed in 5 CFR 551.208 {c}. (d). and (h).]

2. If the answer to Queston 1 is YES, then move on to the remaining questions to determine If It
whether the employees qualify for exempBon. YES. | NO,
If the answes to Question 1is NO, goto #8. goto GO;D

#3 #

3 LEARNED PROFESSIONALS: The primary duty of en employes in this positon mvolves the
performance of work requiring advanced knowledge in a field of science or leaming that is
customarily acquired through a profonged course of speciaicred mtelectual instruction, as
those terms are defined in 5§ CFR 551208,

a. ADVANCED KNOWL EDGE- The knowledge required by the work is customarily
acquired by a prolonged cowrse of speciakred mtellectus! instructon (Le., specakzed
academic training is a standard prerequisite for ertrance into the profession, whether or not
the employee has in fact obtained such training). The knowledge required by the work must D D

be in a fiedd of science or leaming which includes the traditional professions of lew, medicine,

theslogy, accounting. actianal computabon, engineering. architecture, teaching, various types N'g
of physicsl, chemical and biological scences. pharmacy. and other similar ococcupations that gok',
have a recognized professional status. as distinguished from the mechanical arts or skilled 26

EMT: The work is

L O

of discrefion and judgment, as opposed to routine mental. manual, mechanical, or physical
work. The advanced knowledge required by the work cannct be attained at the high school i

fevel. NO,

goto
AHND: #8
c. PRIMARY DUTY: An employes in this posilion spends mare than 50% of his/her work
time performing the work indicaied above, or a duty constituting less than 50% may be D D
credited if such work: 1) constitutes a substantial, regular part of the work assigned and
performed. 2) s the reason for the existence of the positon; and 3) is cleary exempt work in If
terms of the basic nature of the work, the frequency with which the employee must exercise NO,
discretion and independent judgment, and the significance of the decisions made. See 5 CFR golo
551.104. #a
GENERAL SERVICES ADMINISTRATION GSA 5029 1112017
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APPENDIX J. FLSA EXEMPTION DETERMINATION CHECKLIST
STATUTORY NON-EXEMPTION CHECKLIST

FLSA EXEMPTION DETERMINATION CHECKLIST

Statutory Non-Exemption Checklist

b

NO

FEDERAL WAGE SYSTEM EMPLOYEES: The employee is in @ non-supervisory

position in the Federal Wage System or in another comperable wage syslem.
See 5 CFR 551.204

CERTAIN NON-SUPERVISORY EMPLOYEES: The employee is in the
following non-supervisory, white-collar posifions:

a. Equipment operating and profective occupations, and most cierical occupations.

b. Technician work positions property dassified below GS-9 (or equivalent), and
many, but not all, of those property classified above GS-9 (or equivatent).

¢. Occupations requiring highly specialized technical skills and knowledge that
can be acquired only through prolonged job training and experience. Thisis
different from performing predominantly adminiatrative functions.
See 5 CFR 551.204.

PRIMARY DUTY: Anemployes in positions described in question #2 spend more
than S0% of work time performing the work indicated above, of a duty consfituting
less than 50% may be credited if such work: 1) constitutes a substantial, regular
part of the work assigned and performed; 2} is the reason for the existence of the
position, and 3) is dearly exempt work in terms of the basic nature of the work, the
frequency with which the employee must exercize discretion and independeant
judgment, and the significance of the decisiona made, See 5 CFR 551.104.

Does an exceplion apply to these employees?

a. Temporardy perfiormn different work duties?
b. Fulfil the foreign exempbon crilenia?

Statutory Non-Exemption

Mark these employees as non-exempt if you answered:
YES to Question 1 OR YES o Cuestions 2 and 3; and NO to Quesfion 4.

NON-EXEMPT

[]

GENERAL SERVICES ADMINISTRATION
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APPENDIX K. FLSA EXEMPTION DETERMINATION CHECKLIST
TEMPORARILY PERFORMING DIFFERENT DUTIES EXEMPTION CHECKLIST

FLSA EXEMPTION DETERMINATION CHECKLIST

Temporarily Performing Different Duties Exemption Checklist

YES HNO
1. APPLICABILITY: This checkfist applies only when an empioyee must perform work {
duties that are not consistent with the employee’s primary duties for an exiended
ied, that is, for mare than 30 consecutive calendar days - the *30-day test™ See 5
CFR 551.211.

Agencies must reassess their employees’ exemption status when they tempaorarily
perform duties that are inconsistent with their primary duties for more than 30
consecuive calendar days. However, agencies do not have to make a reassessment
for employees who femporarily work in other identical or similar positions that have
the same basic dufes and exemplion status as their regular positions. See S CFR
551.211. Employees with a pay rate of any amount may be classified as exempt if
they me=t the requirements for an appropriate exemption when temporarily
periorrming different duties. See 5 CFR 551.203.

{Are there procedimes set up for supervizors bo nolily HR whenever their employees
femporanly perform different dubes? Have you sef up a process 3o that you can reassess
thece empipyess’ exempiion slafus? In your reascessmend, did you analyze whelher the D D
dufies lemporaniy performed were consicterd willy the employee’s normal primary dufies?
[(Atach docurmentary evidence fo support your answer.)

The employee has performed work or duties that are not consisient with his/her
| primary duties for more than 30 consecutive calendar days.

2 If the answer to Question 1 ia YES, then move to Question 3. if 1]
If you arswered NO to Question 1, STOP. This checklist is used only when YES. | NO.
|temporary work exceeds 30 consecutive calendar days. B:;? P

3 Were the primary duties different enough to change the employee’s classification
{either from ar to non-exempt or exempt)? I:l D

ry Fﬁm 8 YES, Inen move b Crueshon 5. I¥ t
If you anssrered NO to Question 3, move to # 14 and mark "No Change®. YES. | NO.

goto | goto
#5 #14

5. Mmmkesmﬁﬂwmmmmtwmbammmtw

up the empioyes'’s work schedule so that lemporary work or duties are |:| D
with requiar work or duties?

agency may not assign exempt employees to perform non-exempt work or duties
29 comnsecuiive calendar days, retum them to their exempt duties for two or three
days, then assign them again {o perform non-exempt work for another 29 days.
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