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FLW Civilian Personnel Regulation

No                         690‑21
   11 April 1985

PAY POLICY

1. PURPOSE. To establish a pay fixing policy for each type of action where administrative discretion is permitted in the application of the pay fixing provisions set forth in various laws and regulations.

2. SCOPE. This policy pertains to setting pay for all civilian employees paid from appropriated funds who are appointed, reemployed, transferred, reassigned, reinstated, promoted, or changed to lower grade to positions serviced by the Civilian Personnel Office, Fort Leonard Wood, Missouri. All other actions taken which affect the pay of such employees are governed by expressly prescribed regulations established by the Office of Personnel Management (OPM) and additional provisions imposed by higher headquarters. This policy applies to both temporary and permanent appointments made under either prevailing rate or the general schedule.

3.  GENERAL RULE.

    a. An employee's existing rate of pay will be preserved to the maximum extent possible within the framework of governing regulations. Current and former Federal employees are normally entitled to the highest previous rate of basic pay received while employed in a branch of the Federal government. It is not mandatory that pay be fixed based on highest previous rate. Factors used in making this determination include: length of time the employee held the higher rate (normally 1 year), quality and recency of the employee's job‑related experience, and availability/limitations of funds of the organizations. The highest previous rate will not be utilized when returning an employee to his/her former position under termination of a temporary promotion. This pay fixing policy may be applied only in conjunction with an official personnel action and will not be used as a vehicle to circumvent the period required for within‑grade pay increases.

    b. The Civilian Personnel Officer and management officials are responsible for the accurate and uniform application of the pay fixing regulation. Complete documentation will be maintained by the Civilian Personnel Office when provisions of this regulation are applied.

    c. There is no authority to reduce an employee's pay in the same grade and position for disciplinary reasons.

    d. There is no authority to pay an employee for a position which that employee does not hold.

    e. A promotion cannot be made retroactive unless provided for by provisions of the Federal Personnel Manual (FPM) regulations covering pay administration. No personnel action can be effective unless all administrative procedures have been completed including the approving official's signature.

    f. This pay fixing policy does not deal with provisions for retained grade or pay. See FPM 536.

4.  ADMINISTRATION OF PAY FIXING POLICY.  The following types of actions involve both mandatory requirements and local determinations in fixing pay. Any actions which do not fit specifically into one of the following categories will be determined in accordance with available guidance, but in All cases, consistent with the intent of this policy.

    a. New Appointment.  New appointments will be made at the minimum rate of the grade with the following exceptions:

      (1) Hard‑to‑Fill Occupations. Certain occupations have a history of being hard‑to‑fill due to the difficulty in locating qualified candidates. In such cases, the Civilian Personnel Officer may request approval from OPM to make a superior qualifications appointment above the minimum rate. This approval must be received prior to the appointment. There is no provision for retroactive approval. This authority should only be used when necessary to meet the needs of the Government.

      (2) GS Supervisors of WG Employees. An adjustment in pay may be made for a GS employee who has regular supervision to include the technical aspects over a wage grade employee whose pay is higher.

    b. Conversion Actions. Consideration will be given to highest previous rate.  The following apply if  highest previous rate is not used.

      (1) When a temporary employee is converted to a permanent or another temporary position in the same job title, series, and grade, pay will continue at the existing rate.

_____________________________________________________________________________________

*This regulation supersedes FLW Civilian Personnel Regulation 690‑21, 9 November 1979.
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       (2) When permanent employees are converted to a new appointment, pay will continue at the existing rate.

    c. Reinstatement. Pay for reinstatement actions will be set using the highest previous rate or at a higher rate in hard‑to‑fill positions. (The intent of this paragraph is to use highest previous rate as stated in paragraph 3a, General Rule.)

    d. Reassignment/Transfer. When an employee reassigns or transfers from another Government agency, his/her existing rate of pay will be preserved to the maximum extent possible. In cases where transferred employees' appointments constitute a change to lower grade from their previous appointments, the pay will be fixed at the highest step which is not in excess of his/her existing rate.

    e. Change to Lower Grade

       (1) When a change to lower grade is for personal cause (conduct or inefficiency) the employee is not eligible for pay retention. Pay will be fixed at the highest step in the lower grade which is not in excess of his/her existing rate.

       (2) If an employee requests a change to lower grade under provisions other than those in subparagraph (3) below, with the possibility of repromotion, pay will be fixed at a rate in the lower grade so that upon subsequent promotion the employee's salary will be no higher than what it would have been if the employee had remained in the higher grade. However, if there is no foreseeable possibility of repromotion, the rate of pay will be fixed at a rate which does not exceed the present rate.

       (3) Employees submitting applications for change to lower grade based upon developmental programs such as Upward Mobility, Apprentice, Career Interns, hard‑to‑fill positions, etc., are eligible for pay retention as these applications are not considered employee initiated.

       (4) Upon change to lower grade in all other cases, for example: placements in lieu of RIF, placements for medical reasons which are properly supported and documented and placements which are not at employee's request, pay will be fixed in the new grade whenever possible at a step rate equal to the current rate. If the current salary falls between two steps at the lower grade, he/she shall receive the higher. If pay cannot be fixed in this manner, and the requirements for pay retention are met, the employee will be entitled to pay retention.

    f. Promotion. An employee who is changed to a position with a higher grade in the same pay schedule (GS, WG, WL, or WS) or across pay schedules to a position with a grade with a higher representative rate will have pay fixed in accordance with one of the following provisions:

       (1) GS to GS ‑ Employee's rate in the new grade shall be that one (but not above the maximum rate) which exceeds his/her rate (including a special rate under 5 USC 5303) in his previous grade by an amount equal to two within‑grade increases of the grade from which promoted. The same rule applies to temporary promotions.

       (2) WG to WG (WL, WS, WD) ‑ Employee's rate in the new grade shall be that one (but not above the maximum rate) which exceeds his rate in his grade by at least 4 percent of the representative rate of the grade from which promoted. This rule also applies to an employee promoted from a single‑rate job under a special rate (e.g., apprentice) to a multi‑rate job under the regular schedule. When a promotion is to a position in a different wage area, the employee's pay entitlements will be determined as if there were two pay actions ‑ a promotion and a reassignment ‑ and shall process them in the order which gives the employee the maximum benefit.

       (3) WG (WL, WS, WD) to GS ‑ Employee's pay as GS shall be fixed at the step which is closest to, but not less than, the rate from which promoted (but not higher than the maximum rate).

       (4) GS to WG (WL, WS, WD) ‑ Employee's pay shall be that step (but not above the maximum rate) which exceeds his/her rate in his/her GS grade by at least 4 percent of the representative rate of the GS grade from which promoted.

    g. Repromotion. Any employee who, while serving in the Department of Defense, was changed to lower grade by reduction‑in‑force or failure to accompany a function or was separated and reemployed at a lower grade from a Reemployment Priority List, and who is either no longer or never was eligible for pay retention benefits, will have pay fixed, upon repromotion to any intervening grade below the higher grade from which changed or separated, at maximum step rate which:

       (1) Does not exceed the step rate prior to the forced reduction‑in‑grade or separation.
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       (2) Does not exceed the maximum step of the new grade to which promoted

       (3) Will not, upon promotion back to the employee's higher grade before the forced reduction‑in‑grade or separation action, exceed the employee's step rate prior to the forced reduction‑in‑grade or separation.

5. PAY ADJUSTMENTS FOR SUPERVISORS. Whenever practicable and consistent with good management, work assignments will be made in such a manner as to avoid situations where General Schedule (GS) employees supervise Wage Grade (WG) employees who receive a higher rate of basic compensation. If it is determined that such situations cannot be avoided and that all regulatory requirements are fully met, then the pay of the General Schedule supervisor will be adjusted to the nearest rate but not above the maximum rate of that employee's grade which exceeds the highest rate of basic pay (excluding night differentials) paid to any Wage Grade employee for whom the supervisor regularly has responsibility for supervision. This provision also applies to new appointments in such a position or the change of an employee by any action into a position covered by this provision. When it becomes necessary to adjust the pay again for such a supervisor because of wage increases or other action, such adjustments will be affected without regard to the time eligibility of the supervisor for within grade increase.

6. REFERENCES.

   a. FPM 530.

   b. CPR 530.

   c. FPM 531.

   d. CPR 531.

   e. FPM 532, and FPM Suppl 532.1.

   f. CPR 532.1.

   g. FPM Suppl 990‑1.

   h. FPM Suppl. 990‑2.

   i. FPM 351.

   j. CPR 351.

   k. FPM 296‑33.

   l. FPM 536.
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       The proponent agency of this regulation is the Civilian Personnel Office. Users are invited

       to send comments and suggested improvements on DA Form 2028 (Recommended Changes to Publica‑ 

       tions to Cdr, USATCEFLW, ATTN: ATZT‑CP‑CM, Ft Leonard Wood, MO 65473‑5000.


          JOSEPH PRATT

          Colonel, CE

          Chief of Staff
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