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PURPOSE OF THE GUI DE

Thi s policy guidance supplenents and is used in conjunction wth
the Ofice of Personnel Managenent's (OPM GCeneral Schedul e
Supervi sory Quide (GSSG), TS-123, dated April 1993. It provides
uniformclarification for classifying supervisory and manageri al
work to facilitate consistent DoD-w de application.

STATEMENT OF COVERAGE

Posi tions designated as supervisory by the Cvil Service Reform
Act (CSRA) of 1978 do not automatically neet the coverage
requi rements under the GSSG

This guide applies to the Ofice of the Secretary of Defense
(CSD); the Mlitary Departnents (including their National Guard and
Reserve Conmponents); the Chairman, Joint Chiefs of Staff and Joint
Staff; the Inspector CGeneral of the Departnment of Defense (1G DoD);
t he Defense Agencies and DoD Field Activities; and the OSD Director
of Admi nistration and Managenent.



ORGANI ZATI ONAL DEFI NI TI ONS

MAJOR M LI TARY COWAND. To be considered a major mlitary
command, an organi zation nust not only neet the basic criteria
stated in the definition, but nmust also consist of a headquarters
organi zation and formally established subordinate field activities.
Thi s organi zati onal |evel does not apply to State National CGuard
or gani zati ons.

MULTI M SSI ON M LI TARY | NSTALLATION. A nmultimssion mlitary
installation may be either |arge, conplex, or both.

(1) Large. Consider the terns "directly affects, directly
i npacts, and directly supports” as interchangeabl e when counting the
total serviced or supported enpl oyee- equival ent popul ati on. The
popul ation (mlitary and/or civilian) may be concentrated in one
facility or located in a group of activities. "Supported enpl oyee-
equi val ent popul ati on” neasures people who actual | yrecei ve service,
not the popul ation potentially eligible for services. Support
activities wthin the sane organi zation/installation, or equivalent,
often serve different sized popul ati ons; consequently, supervisors
of those support activities nay appropriately receive different
credit for the enpl oyee-equival ent popul ation they directly serve.
When appropriate, the hours worked by National Guard Drill Status
Guard Menbers on Annual Training (AT) or on nmandays may be counted
as full-tinme equivalents to deternm ne whether the serviced enpl oyee-
equi val ent popul ati on exceeds 4000.

(2) Conplex. To determ ne equivalent activities, count each
di verse m ssion that i nposes additional conplexities upon the
position providing services as one of the four conditions. If an
installation has two diverse mi ssions, count as two conditions
toward the "conpl ex" criteria on page 5 of the GSSG  Additiona
exanpl es are bel ow.

(a) Organization(s) served provide contract
adm nistration service for multimlIlion dollar contracts for
devel opment or production of nmajor weapons systens, subsystens, and
conponent s.

(b) Oganization(s) served include any of the follow ng,
or equivalent, kinds of activities: Arny garrison, A r Force base,
Naval station, or equivalent host activity that provides a variety
of support services to the tenants of an installation; mlitary
service acadeny (e.g., Arnmy War Col |l ege, West Point, Air Force
Acadeny, Navy Postgraduate School, Industrial College of the Arned
Forces, U. S. Coast CGuard Acadeny).

MAJOR ORGANI ZATION. A field installation whose conmander reports
directly to a mgjor mlitary command, as defined on page 4 of the
GSSG, also qualifies as a major organi zation



OTHER DEFI NI TI ONS

PROGRAM AND MAJOR M LI TARY FUNCTION.  "Progrant and "nmaj or
mlitary function” as defined in the GSSG are interchangeabl e.

| NSTRUCTI ONS FOR APPLI CATI ON

Exanpl es provided in this guide do not represent threshold

criteria needed to credit a specific factor level. Both the DoD and
GSSG exanpl es are useful for clarification; however, they should not
be used solely to assign any factor level. If a factor level falls

short of the GSSG factor |evel descriptions, the | ower point value
nmust be assi gned.

Al t hough the GSSG requires no specific format for covered
positions, users are not precluded fromdescribing positions in a
format that is conpatible with that of the GSSG  Current core
docunment system users al so have an appropriate format avail able
within the system Regardless of the format, descriptions should
contain sufficient information addressed by the six factors to
effectively and properly eval uate the work.

FACTOR 1 - PROGRAM SCOPE AND EFFECT
FACTOR LEVEL 1-2 and ABOVE. The absence of specific exanpl es of

prof essi onal /adm nistrative/scientific/technical, |ine/mssion, or
staff/support work at a specific level, i.e., FL 1-2, does not
precl ude assignnment of the level. The critical issue is whether or

not both the scope and effect are fully net.

FACTOR LEVEL 1-3. Wthin DoD, activities that are generally
consi dered "support" at the installation |level, e.g., budget,
personnel, woul d not exceed FL 1-3.

FACTOR 2 - ORGAN ZATI ONAL SETTI NG

FACTOR LEVEL 2-3. Also assign FL 2-3 when the position under
eval uation reports to: a position with the authorized mlitary rank
of 0-7 or higher; a position with the authorized mlitary rank of
0-6 who also directs either a substantial nonsupervisory GS/GA 15 or
equi val ent workload or at |east several subordi nate supervisory
GS/ GVt 15 positions or equival ent workl oad.

In the National Quard, the Adjutant CGeneral in each state is

In the National Guard, the Adjutant General in each state is
equi valent to SES. For ANG or ARNG technician positions, to
determine the reporting |l evel, use the civilian grade of the
Commander position instead of the mlitary rank of the incunbent
even when the incunbent is an Active Guard Reserve nenber



FACTOR 3 - SUPERVI SORY AND MANAGERI AL AUTHORI TY EXERCI SED

This factor nmeasures the supervisory and nanagerial authorities
exercised for the work in which the incunbent is directly
responsible; i.e., the operations of the organi zati on supervised for
whi ch a supervisory/subordinate rel ati onshi p exi sts.

FACTOR LEVEL 3-2b. "Nearly all" is interpreted to nean four of
the five tasks listed for Factor Level 3-2b.

FACTOR LEVEL 3-3a. |In assessing Factor Level 3-3a, careful
consi deration of the GSSG definition of managerial in the context of
the | evel description is required. This |level clearly envisions the
performance of del egated nmanagerial duties for an organization that
has subordi nate OR | ower echelon units over which the supervisor has
the authority to set (not sinply advise on), assure (direct and
eval uate) and determ ne (not sinply reconmend) the critical aspects

(i.e., long-range plans, goals and objectives, budgetary and
staffing needs and solutions, etc.) of the program segnent(s) or
function(s) for which the supervisor is held accountable. It is

inmplicit that positions at this |evel have significant authority
with full responsibility and accountability. To summarize, this

| evel is predicated on the nanagerial responsibilities exercised by
t he supervisor having a direct and marked effect on subordinate

or gani zati ons.

FACTOR LEVEL 3-3b. Typically, this level applies to second-|evel
supervi sors; however, situations are possible where it applies to
first-level. For exanple, organizations with sufficient subordinate
staff and workload to warrant nore than one of the follow ng: teans
under matri x managenent, commttees, self-directed teans, task
forces, etc., approxinmte a second-|evel supervisory situation by
placing simlar demands on the supervisor. "Nearly all™ in this
factor is interpreted to nean eight of the ten FL 3-2c conditions.

FACTOR LEVEL 3-4.

(1) FACTOR LEVEL 3-4a. This level would typically be
assigned to positions no |lower than the first reporting | evel bel ow
an installation conmmander.

(2) FACTOR LEVEL 3-4b. Before considering FL 3-4b, OPM
intends that all of the delegated authorities in both FL 3-3a and 3-
3b nust be nmet. The criteria of the standard are satisfied if
supervi sors possess the authority to approve nost significant
or gani zati on desi gn proposals recommended by subordi nate
supervi sors. Supervisors need not be del egated final approval
authority for all proposals that emanate from | ower organizationa
l evels. In fact, supervisors are often delegated authority to
approve organi zati onal changes affecting |lower strata of their own
units even though they may only recomend changes affecting higher



| evel s. For exanple, in sone organizations, authority to approve
restructuring at division or higher levels is reserved for agency
headquarters, while approval authority for organizati on changes at
branch, section, and |ower levels is delegated to installation
manager s.

FACTOR 4 - PERSONAL CONTACTS

Personal contacts for nonsupervisory, technical work perforned,
collateral duties, or simlar activities are not eval uated under
this criteria. These contacts should be eval uated under the
appropriate nonsupervisory standard if they neet the criteria for a
maj or duty.

FACTOR 5 - DI FFI CULTY OF TYPI CAL WORK DI RECTED

Techni cal or oversight responsibility of the basic work of the
organi zation normally requires recurring use of substantive
techni cal skills/know edge appropriate to direction of the work
supervi sed. The supervisor need not be as skilled in the work as
al | subordi nates, but nust have sufficient technical know edge to
pl an, assign, direct, and review work operations of the unit. The
first-line supervisor generally should possess nore specific
techni cal know edge since the enployees are directly supervised.
Second- | i ne and successively higher echel ons of supervisors/nmanagers
continue to require technical skills, but the nature becones nore
general and diffused due to the broader varietyof work directed.

The GSSG relies heavily upon percentages of time for determ ning
the difficulty and conplexity of the basic work directed. Although
estimates may be used, percentages of tine spent on major duties
shoul d be captured in position descriptionsand core docunents, when
possi bl e, to nmake the nbst accurate determ nation.

The degree of docunentation required depends upon the
organi zational setting. In cases where an individual position
contai ns a percentage of higher graded work, but |ess than enough to
control the grade of the position, such higher graded work may be
counted toward neeting the overall 25% of the basic work directed.
In the preceding exanple, only a portion of the work of the position
i s counted, excluding the remaining work; therefore, when
calculating the total for the unit, the divisor should be adjusted
accordi ngly.

Appendi x A provides an optional nethod of determi ning the basic
wor k typical of the organization directed. This option may be
useful where subordinate positions are of "m xed" grade |evels.



FACTOR 6 - OTHER CONDI TI ONS

Begi n eval uation of Factor 6 with the sane basic work | evel
selected for factor 5; do not begin with a basic work |evel | ower
than factor 5. Although factor 6 evaluation normally produces the
sanme basic work level as factor 5; there nmay be situations where it
does not. Merely matching the grade levels will not justify a
factor |l evel selection. The full coordinative aspects of a |evel,
in conbination with the difficulty of work supervised, nust also be
met in order to be credited.

For FLs 6-4b, 6-5c, and 6-6b, the phrase "who each"” neans that
"all" of the subordinate supervisors direct workl oads at the
referenced grade level. However, if the factor 5 basic work |evel
coul d be obtained in each subordinate unit by judicious redirection
of the workl oad anbng ot her supervisors to yield the factor 5 work
| evel, then credit for the factor 5 basic work |evel is warranted.
This is not to be construed as a nandate that such a redirection
must occur.

DETERM NI NG THE GRADE

To reach a final grade |level determnation, apply all criteria in
the GSSG and this DoD Guide. |If there is a conflict between
material in the DoD Guide and the GSSG the GSSG takes precedence.
Optional forns are provided at Appendix B for use in evaluating
positions covered by the GSSG



APPENDI X A
OPTI ONAL METHOD TO DETERM NE BASI C WORKLOAD, FACTOR 5

A sanpl e workl oad anal ysis nmethod to assist in deternmining the
basi ¢ workl oad under Factor 5 may be useful when the basic work

| evel is not apparent (where several subordi nate positions are m xed
grade). This material is froman OPM briefing on the GSSG
Wor kl oad Anal ysis By Workhours
POSNS | N BASE CALC %
VORK ™1 #2 #3 #4 | TOTAL | DIV | TOoTAL
AT: 1 Gs-12 | Gs-12 | Gs-11|Gs-11 | HRS BY | wKLD
GS-12 20 10 4 34 160 | 21.25
GS-11 10 30 30 20 90 160 | 56.25
GS-9 10 6 20 36 160 22.5
TOTAL 40 40 40 40 160 100%
Four positions, above, neet the GSSG criteria for credit toward

t he basi ¢ wor kl oad.

GS-11;
wor khour s;

and 10 at GS 9,

GS-12 #1 expends 20 workhours at GS-12; 10 at
There are 34 G5 12 wor khours;
and 36 GS-9 workhours for the organizati on,
To determ ne the nunber

of 160 wor khours per week.
to neet the GSSG 25% requi renent,

etc.

conpute 25% of 160, which is 40

wor khours. Looking at the |ast colum, percentage of total work
| oad, the highest grade | evel which neets or exceeds 25%is
creditable. This analysis results in a basic work |evel of GS 11.

90 GS- 11
for a total
of hours needed



PCSI TI ON NUVBER:
PCSI TI ON TI TLE:

PAY PLAN, SERIES, GRADE:

APPENDI X B

GSSG POsSI TI ON EVALUATI ON° SUMVARY

ORGANI ZATI ON | NFORVATI ON:

SUPV LEVEL:

CHI EF OR DEPUTY:

(1ST, 2ND, H GHER):

FACTOR

LEVEL

PO NTS

REMARKS

PROGRAM SCOPE &
EFFECT

ORGANI ZATI ONAL
SETTI NG

SUPERVI SORY &
MANAGERI AL AUTH

4.

CONTACTS:
A. NATURE
B. PURPOSE

DI FFT CULTY
( BASE \\ORK)

OTHER
CONDI TI ONS

TOTAL PO NTS ASSI GNED:

GRADE CONVERSI ON:

ADJUSTMENT PROVI SI ON:

Y or N

REMARKS:

CLASSI FI ER:

DATE:




OPTI ONAL FACTOR 5 BASE LEVEL EVALUATI ON SUMVARY

BY WORKHOURS
%

WRrK | PCSITIONS IN BASE LEVEL CALC | torAL | DIV

AT ) ) #3 7 5 | HOURS| BY | WD
GS-
GS-
GS-
GS-
TOTAL
ORGANI ZATI ON:
TOTAL | NCLUDABLE I N BASE LEVEL CALC (I.E., DIVISOR)

OPTI ONAL FACTOR 5 SUMVARY PAGE
BY WORKHOURS
VWORK WORKSHEET PAGE SUBTOTALS | toraL | DIV | TofaL
Page Page Page Page Page

AT L 5 3 A 5 HOURS | BY VWKLD
GS-
GS-
GS-
GS-
TOTAL

These opti onal

fornms may be used in evaluation of Factor 5.




