CHAPTER 511
POSITION CLASS FICATION

1. PURPOSE. To egtablish procedures for the preparation and submission of position descriptions
(PDs) to Human Resources Office (HRO), Norfolk for classfication review, advisory evauation,
processing and/or forwarding to the Human Resources Service Center (HRSC) East for classification
action or processng.

2. ASSISTANCE. Peaserefer to Chapter 001 of this Manud for the telephone number to cal for
additiona information or further assstance relative to this Chapter.

3. CLASSFICATION AUTHORITY. Title5 of the U.S. Code established the Position
Classfication System. SECNAVINST 12510.9 of 26 August 1986 and implementing mgjor claimant
ingtructions delegate classfication authority to heads of activities under Managing to Payroll (MTP).
This authority may be further delegated to the Director, HRSC East in the servicing agreement between
the Activity Head and the Director, HRSC East/HRO Norfolk. The authority may be retained by the
Activity Head under MTP and/or delegated as desired within the activity management structure.

4. RESPONSIBILITIES. The Activity Head has respongibility for administering the program in
compliance with Office of Personnel Management (OPM), Department of Defense (DoD) and
Departmernt of the Navy (DON) palicies, procedures and standards, aswell as ensuring that al
subordinate levels of Military and Civilian Management exercise their responsibilities within the program,
i.e., ensure that descriptions of positions are kept current and accurate. The HRSC East Director is
responsble for the adminigtrative processing of position actions, for maintaining officia PDs for non-
MTP activities, and for providing dassfication services when classfication authority is delegeted by the
Acdtivity Head. HRO Norfolk is responsible for providing advisory services on classification issues.
HRO Norfolk aso provides training for activity managers/'supervisors who will exercise delegated
classfication authority under MTP.

5. DOCUMENTATION OF DUTIESAND RESPONSIBILITIES. Line management is
exclusvely responsible for assgning duties and respongibilities to postions. These duties and
responsibilities are documented by PDs. PDs do not control assgnments, but instead report the current
assgnment and those duties and responsibilities which may be assigned over a reasonable period of
time. PDs are aso used in other personne actions, e.g., recruitment, performance evauation, and
training, and are Ao the basis for authorization of payment of public funds. Thus, it isimperaive that
PDsfully and accurately state the principa duties, responsihilities and supervisory relationships of
positions and that they be current. PDs are a mgor determinant of retention standing for placement or
separation under reduction-in-force (RIF).
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6. TYPESOF POSITION DESCRIPTIONSAND CHANGES

a A basic PD isafully described postion that contains a complete description of duties,
responsibilities, supervison, etc. Both nonsupervisory and supervisory positions may be written in the
Factor Evauation System (FES) format (see Appendix A of this Chapter). Other acceptable formats
are the Federd Wage System (FWS) format; the Generd Schedule Supervisory Guide' s Six- Factor
format; and the gpproved format for Senior Executive Service or Senior Leve positions (SES'SL).
Assigtance with these formats may obtained from the HRO Norfolk Classification Department. New
descriptions requiring classfication should be submitted for action dong with a Request for Persomnd
Action (SF-52) (see Chapter 295 of this Manual) or an eectronic SF-52 generated using the Personnel
Process Improvement (PP1) Suite. The PPl Suite is the automated system for the management and
retrieval of personnd data and processing of personnd actions.

b. Statement Of Differences. Activities may have two or more positions which differ in only afew
agpects. These differences, however, may be too significant to alow covering the postionsin asingle
description. In such cases, only one position needs to be described fully. The descriptions of each of
the other positions may consst of areferenceto the first and a statement of differencesfromit, e.g.,
descriptions of positions with varied organizationa locations or other minor variances. The PD for such
apogtion will condst of aPD cover sheet (OF-8) with a statement attached describing how the position
differs from the fully described PD. Positionsin a career ladder require afully described PD for the full
performance (target) level and a separate OF-8 for the entry and intermediate levels with annotations of
“entry leve” etc.

¢. Inmany casesminor changes must be made to basic PDs. These may be accomplished
without undertaking a complete rewrite of the basic PD, and may take the form of an amendment or a
pen and ink change. In the event such changes are needed you should consult the servicing HRO
Norfolk classfication pecidist regarding submission procedures.

7. CLASSIFICATION APPEALS. The dassfication of any position may be gppedled. Such an
appeal may concern only the pay category (GS vs. FWS), title, series or grade and must be submitted
by the person occupying the position (or his’her designated representative). Adjudication of an apped
may result in no change in dlocation, assgnment of a higher grade or areduction in the assgned grade
levdl. Appedswithin DoD are find reviews for the agency but may be further gppeded to OPM.
Appedsto OPM represent the find adjudication authority and are not further gppedable. Time limits
for apped's and specific apped procedures are outlined in Appendix B of this Chapter.

8. ENVIRONMENTAL DIFFERENTIAL. An environmentd differentid is additiond pay
authorized to be paid to an FWS empl oyee who is exposed to a hazard, physica hardship, or working
condition of an unusudly severe nature which cannot be practicaly diminated by protective devices and
clothing, and which could result in a significant injury, deeth, discomfort, distress or abnorma soiling of
body or clothing. Under the provisons of the FWS, heads of activities are delegated respongbility for
paying environmentd differentids to FWS employees (full-time, part-time, or intermittent) for exposure
to various degrees of hazards, physica hardships, and working conditions of an unusudly severe nature.
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It will be the objective of each activity to diminate or reduce to the lowest level possible such working
gtuaions. Appropriate pay differentids for payable categories of environmentd differentias and the
method of payment are prescribed in FWS regulations.

A locd work stuation which is believed to be covered by the environmentd differentid pay plan will be
reviewed by the head of the activity or hisher designated representative to determine if the exposure
meets the circumstances prescribed in regulations for payment and the authorized differentid payable.
HRO Norfolk will provide advisory opinions when requested. A locd Situation determined to be
covered by adefined environmenta differentia category must be briefly described by the activity and
include the date the determination was made and the officid within the activity who is authorized to
goprove the environmentd differentid pay assgnment. This documentation should be forwarded to the
servicing payroll office with a copy filed with the origind of the PD.

A loca stuation that is not covered by a defined category but is considered by a management officia to
be of an unusudly severe exposure will be documented in writing and submitted to HRO Norfolk.
HRO Norfolk will then investigate the working Situation and prepare documentation as required for
submission to higher authority for incluson in authorized schedules.

9. HAZARD PAY DIFFERENTIAL . A hazard pay differentid is additiond pay for the
performance by a GS employee of hazardous duty or duty involving physical hardship. A hazardous
duty involves circumstances that could result in seriousinjury or death. A duty involving physicd
hardship is one that causes extreme physica discomfort or distress and is not adequately aleviated by
protective or mechanica devices. Additiond information and guidance on what condtitutes a physicd
hardship or hazardous duty and whether or not adifferentia is warranted may be obtained from the
sarvicing classfication specidist & HRO Norfolk.
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