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Introduction

	Purpose
	This guide is designed to provide assistance to managers and administrative officers regarding the National Security Personnel System (NSPS). The guide does not replace nor supersede 5 U.S.C. 9902, 5 C.F.R. 9901, DoD Civilian Personnel Manual (CPM) issuances, nor any other pertinent regulatory authority.  

This guide highlights major changes and unusual situations under NSPS.  It is not all encompassing and should be used in conjunction with:

· Applicable laws in 5 U.S.C. 9902
· Regulations published in 5 C.F.R. 9901
· DoD Civilian Personnel Manual 1400.25-M
· NSPS Guide to Processing Personnel Actions (GPPA) Supplement

· Army NSPS Implementing Procedures

· Army NSPS Conversion Guidance, 10 August 2006

· Any additional guidance issued by your MACOM or local organization



Chapter 1-A

Conversion

Pay Bands


	General
	Employees are converted to the NSPS pay schedule (PS) and pay band (PB) that correspond to their current permanent position of record.

	Promotion Potential
	GS-9 through GS-11 positions without promotion potential will be converted to Pay Band 2.  

GS-9 through GS-11 positions with promotion potential are considered “developmental” and will be converted to Pay Band 1, target Pay Band 2.
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This may mean that you have multiple GS-9 employees in one organization who will convert to different pay bands, depending on their current promotion potential.  



	Students
	All students will be converted to the Student Educational Employment Program (SEEP).

GS-1 through GS-11 students will all convert to Pay Schedule YP, Pay Band 1.
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	GS-11 and GS/GM 14 Supervisors
	Prior to conversion, Transition Managers will review certain supervisory positions to determine if they meet criteria to be converted to a higher pay band.
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GS-11 Supervisory Positions: GS-11 supervisors with subordinate employees in pay schedule YA, YD, YH, or YK will be converted to Pay Band 2.

GS/GM-14 Supervisory Positions:  GS/GM-14 supervisors who meet the criteria for a higher pay band will be converted to Pay Band 3.


	Supervisory Review
	Prior to conversion, Transition Managers will review supervisor and manager positions in supv status code 2 to determine if the non-supervisory work performed meets the criteria for a higher non-supervisory pay band.

If this is determined, supervisor will convert to the designated non-supervisory pay band.  They will retain their supervisory status and title.

	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1911
Army NSPS Conversion Guidance, 10 August 2006




Chapter 1-B
Conversion
Temporary Promotions and Temporary Reassignments

	General
	Employees will be converted to NSPS on the basis of their permanent position of records, not on the grade and series of their temporary position.


	Temporary Promotions
	Employees on temporary promotions will be returned to their permanent position of record with a Change to Lower Grade (CLG) personnel action prior to conversion.

The employee will convert to NSPS based on their permanent position of record, to include a WGI buy-in if applicable.

Immediately following conversion, the employee will be placed back on the temporary position.  This may be a temporary promotion or temporary reassignment, depending on the NSPS pay bands of the positions involved.  
For example:

· GS-11 is temporarily promoted to GS-12

· Employee is CLG to the GS-11 position for conversion purposes

· Both GS-11 and GS-12 position are converted to YA-02

· Since the permanent position and temp position are both      YA-02, the nature of action would be a reassignment.

The time limits in effect for the initial temporary promotion will apply.  However, management may choose to extend the temp assignment to meet a total of 180 days.
The employee will receive a temporary increase in pay up to the rate they were receiving on the initial temporary promotion.  This is a one time exception to the applicable NSPS paysetting provisions.


	Temporary Reassign-ments
	Employees on temporary reassignments will be returned to their permanent position of record with a Termination of Temporary Reassignment personnel action prior to conversion.

The employee will convert to NSPS based on their permanent position of record, to include a WGI buy-in if applicable.

Immediately following conversion, the employee will be reassigned to the former temporary position.

The time limits in effect for the initial temporary reassignment will apply.



	Deployed Civilians
	Deployed civilians with a temporary personnel action (temp promotion, temp reassignment) will be converted to NSPS based on their permanent position of record.
An exception to conversion for deployed civilians may apply if designated by the MACOM Transition Manager.

	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1911
Army NSPS Conversion Guidance, 10 August 2006




Chapter 1-C
Conversion
Pay Setting

	General
	Employees will be converted to NSPS without a reduction in pay.  Every employee under NSPS will have an adjusted salary comprised of a base salary and local market supplement (LMS).


	WGI Buy-In
	Upon conversion, all eligible employees will receive a WGI buy-in.  The WGI buy-in is calculated based on the number of calendar days between the effective date of conversion and the employee’s last equivalent increase.
Employees will receive a WGI buy-in regardless of work schedule or number of days in non-pay status.  
Examples:

· Intermittent employee will get a WGI buy-in based off of calendar days, not the actual days they have worked.

· Employees on LWOP will get a WGI buy-in based off of calendar days.  It will not be adjusted for non-pay days.



	Special Salary Rates
	Employees on special salary rates will not have a reduction in total pay after conversion.  However, they may see a change in the base salary and/or LMS.

	Grade and Pay Retention
	Grade retention:
Employees will be converted on their assigned permanent position, not the position they are retaining.  All grade retention terminates upon conversion.  If the employee’s base salary exceeds the rate range for the assigned pay band, they will be granted pay retention.
Pay retention:

If the employee’s base salary falls within the assigned pay band, pay retention will terminate.  If the employee’s base salary exceeds the rate range for the assigned pay band, they will be granted pay retention.  

Under NSPS, all pay retention is not-to-exceed 2 years.  For employees who were previously on grade or pay retention, this 2-year limit will begin upon the effective date of the conversion.



	Minimum of Pay Band
	Upon conversion, all employees’ base salary must reach the minimum of their assigned pay band.  If necessary, their base salary will be adjusted to reach the minimum.

Example:

· GS-11 supervisor has a base salary of $46,189

· Employee is converted into YC-02

· Minimum salary of YC-02 pay band is $55,360

· Employee’s salary will be adjusted to $55,360


	Pay increases within initial 12 months
	During the first 12 months following conversion, employees who are not eligible for Accelerated Compensation for Developmental Positions (ACDP) are eligible to receive pay increases for non-competitive promotion equivalents when:
· the grade level of the promotion is encompassed in the same pay band

· the employee’s performance warrants the increase

· the promotion would have otherwise occurred during that period 

Example: Career ladder promotion from a GS-04 to GS-05.



	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1911

Army NSPS Conversion Guidance, 10 August 2006




Chapter 1-D
Conversion
Open Recruitment

	General
	Once converted to NSPS, all positions must be recruited for under NSPS procedures.

	Vacancy Announce-ments
	30 days prior to conversion, all positions being converted should be announced under NSPS procedures.

Exceptions may be approved by the CPOC Operations Manager, to include:

· Critical mission

· Quick hire (EOD prior to NSPS conversion date)

	PPP
	CPOC/CPAC will review all PPP registrations for converting employees.
Program A:

Employees’ registration will be updated to reflect dual registration procedures.

Program R:

Employees will be removed, as Program R does not apply to NSPS employees.

All PPP requisitions open under GS procedures will be closed upon conversion.  They will be immediately re-opened using NSPS procedures. 



	References
	Army NSPS Conversion Guidance, 10 August 2006




Chapter 2-A-1
Compensation
Setting Pay: General

	Definitions
	Authorized Management Official: Mgmt official with delegated authority to approve a personnel or pay action.
Higher Level Management Official: An individual at least one level higher than the supervisor making the original recommendation

	Delegation
	The authority to administer pay is delegated to the AG-1(CP), with the authority to further delegate to the lowest practical level.
Authorized officials will ensure that pay setting decisions are fiscally sound, and coordinate with organization resource management and/or pay pool managers if necessary.



	Consider-ations
	Pay shall be set considering factors such as:

· labor market considerations 

· special requirements of the position

· level of education and/or experience of candidate 

· scarcity of qualified applicants

· current salary of candidate (HPR no longer applies)
· salaries of employees performing similar type of work

· availability of funds

The only time an employee is eligible to receive a WGI buy-in is when they convert into NSPS with their organization on a pre-determined spiral. Exception: Employees are eligible to receive a WGI buy-in if they are placed into an NSPS position outside of a spiral through PPP or RPL.


	Minimum- Maximum
	When setting pay, ensure that the employee’s base pay does not drop below the minimum of the assigned rate range, or does not rise above the maximum of the assigned rate range.

	Base Pay
	All references to pay setting and/or salary are in regards to base pay, unless otherwise noted.
Each employee will receive a LMS in addition to the selected base salary.


	Rounding
	When setting pay, use traditional rounding rules.  Exceptions:

· Round up if rule states that employee is entitled to “minimum of”

· Round down if rule states that employee can receive “up to”

Example:

· Employee’s pay shall be increased by a minimum of 6%.  Round up so that the employee receives at least a full 6% increase.

· Employee’s pay may be increased up to 5%.  Round down so that the employee’s increase does not exceed 5%.



	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1930

Army NSPS Compensation Implementing Procedures, SC1930.10




Chapter 2-A-2
Compensation
Setting Pay: Starting Salary

	General
	For use with individuals who are newly appointed or re-appointed to the Federal service.

*Refer to your local paysetting plan for additional guidance.



	Rule
	Pay will be set based upon the GS grade equivalent of the position being filled.  Pay may be set no higher than Step 1 of the GS-grade equivalent plus 30% (up to the maximum of the pay band).



	Consider-ations
	· labor market considerations 

· special requirements of the position

· level of education and/or experience of candidate 

· scarcity of qualified applicants

· current salary of candidate
· salaries of employees performing similar type of work

· availability of funds



	Example
	Abby Adams has been selected for a YA-0301-02 position.  
The selected salary must fall into the YA-02 pay band.
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The former GS-grade equivalent for this YA-02 position is a GS-11.
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GS-11 Step 1 = 46,189

GS-11 Step 1 + 30% = 60,045 (46,189 x 1.30)

Ms. Adams’ pay may be set between $46,189 and $60,045, taking all factors into consideration.  Employee will receive LMS in addition to the selected base salary.


	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1930

Army NSPS Compensation Implementing Procedures, SC1930.10




Chapter 2-A-3
Compensation
Setting Pay: Reassignments

	General
	Employees may be eligible for an increase or decrease to base salary upon temporary or permanent reassignment

*Refer to your local paysetting plan for additional guidance.



	Rule 
	A reassignment occurs when an employee moves to a different position or set of duties within his/her pay band or to a comparable pay band.  For more information on comparable pay bands, see SC1950.6.3.3.8 and SC1950.6.3.3.9, or Chapter 3-E of this guide.
Decrease in salary:  Authorized mgmt official may decrease the salary in any amount agreed to by the employee.

Increase in salary: Authorized mgmt official may increase the salary by up to 5%.
**All reassignments that result in an increase or decrease to pay must be approved by a higher level mgmt official than the authorized mgmt official.


	Definitions
	Employee Initiated vs. Management Directed

When a manager solicits through email or a vacancy announcement, they are not directing reassignment or initiating reassignment, they are merely communicating recruitment needs.  Employees who choose to respond are considered to have initiated the reassignment by responding or applying.

Examples:

· Manager issues a vacancy announcement.  Employee applies and is selected.  This is employee initiated. Subject to 5% limit per year.

· Manager solicits thru email or posting on bulletin board. Employee responds. Manager selects.  This is employee initiated. Subject to 5% limit per year. 

· Manager gives directive to employee that he/she will be reassigned. Failure to do so could result in adverse action. This is management directed.  May exceed 5% limit per year.



	Limitations:

Employee Initiated
	An employee may only receive up to a total of a 5% cumulative increase as the result of a voluntary action (excluding promotions).



	Example:

Employee Initiated
	Billy Brown voluntarily reassigns from a YB-01 to a YB-01 on 1 January.

· His current base pay is $25,195.  

· He is given a 5% increase to $26,454

· Mr. Brown is not eligible for another base salary increase resulting from a voluntary reassignment or reduction in band for 12 months from the effective date.

Cathy Cook voluntarily reassigns from a YA-02 to a YA-02 on 1 January.

· Her current base pay is $47,730.

· She is given a 2% increase to $48,685.

She then voluntarily reassigns from a YA-02 to YC-02 on 2 February.

· Ms. Cook is only eligible for up to a 3% increase for this reassignment (for a total of up to 5% in a 12 month period).

· She can receive an increase up to $50,145 (3%).

· Ms. Cook is not eligible for another base salary increase resulting from a voluntary reassignment or reduction in band for 12 months from 1 January.



	Limitations:

Mgmt Directed
	There are no limits to the number of times an employee may be reassigned by mgmt.  They are eligible for up to a 5% increase on each mgmt-directed reassignment.

	Example:

Mgmt Directed
	Danny Day is directed by management from a YB-01 to a YB-01 on 1 January.
· His current base pay is $25,195.  

· He is given a 5% increase to $26,454

He is then directed by management from a YB-01 to a YE-01 on 2 February.

· Since both reassignments are mgmt-directed, Mr. Day is eligible for another 5% increase.

· He can receive an increase up to $33,067 (5%). 



	Involuntary Reasgnmnt
	When an employee is involuntarily reassigned due to adverse actions, the authorized mgmt official may decrease the salary by up to 10%.

An employee’s salary cannot be reduced more than once in a 12 month period due to unacceptable performance or conduct.

An employee’s salary cannot be increased on an involuntary reassignment.



	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1930

Army NSPS Compensation Implementing Procedures, SC1930.10




Chapter 2-A-4
Compensation
Setting Pay: Promotions

	General
	Employees are eligible for up to a 20% increase in pay upon temporary or permanent promotion.

*Refer to your local paysetting plan for additional guidance.



	Rule 
	A promotion occurs when an employee moves to a higher pay band, either within or across varying pay schedules and career groups.

· Employee’s pay shall be increased by a minimum of 6%, up to 20%.

Typically, promotion increase should be in the 6-12% range, unless other considerations support a greater increase.

A higher-level mgmt official than the authorized mgmt official must approve any increase greater than 20%.



	Example
	Ethel East is promoted from a YC-02 to YC-03.

· Her current base pay is $80,386.

· Upon promotion, her pay must be increased by a minimum of 6% to $85,210.

· Her pay may be increased up to 20% to $96,463.

· The authorized management official may choose to set her pay anywhere between $85,210 and $96,463.



	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1930

Army NSPS Compensation Implementing Procedures, SC1930.10




Chapter 2-A-5
Compensation
Setting Pay: Reduction in Band

	General
	Employees may be eligible for an increase or decrease to base salary upon temporary or permanent reduction in band.
*Refer to your local paysetting plan for additional guidance.



	Rule 
	A reduction in band occurs when an employee moves to a position in a lower pay band.

Decrease in salary:  Authorized mgmt official may decrease the salary in any amount agreed to by the employee.

Increase in salary: Authorized mgmt official may increase the salary by up to 5%.

**All reductions in band that result in an increase or decrease to pay must be approved by a higher level mgmt official than the authorized mgmt official.


	Limitations
	An employee may only receive up to a total of a 5% cumulative increase as the result of a voluntary action (excluding promotions).



	Example:

Employee Initiated
	Freddie Fox voluntarily accepts a reduction in band from a YA-01 to a YB-01 on 1 January.

· His current base pay is $25,195.  

· He is given a 5% increase to $26,454

· Mr. Brown is not eligible for another base salary increase resulting from a voluntary reassignment or reduction in band for 12 months from the effective date.

George Green accepts a reduction in band from YA-02 to a YA-01 on 1 January.

· His current base pay is $47,730.

· He is given a 2% increase to $48,685.

He then voluntarily reassigns from a YA-01 to YA-01 on 2 February.

· Mr. Green is only eligible for up to a 3% increase for this reassignment (for a total of up to 5% in a 12 month period).

· He can receive an increase up to $50,145 (3%).

· Mr. Green is not eligible for another base salary increase resulting from a voluntary reassignment or reduction in band for 12 months from 1 January.



	Involuntary Reduction in Band
	When an employee is involuntarily reduced in band due to adverse actions, the authorized mgmt official may decrease the salary by up to 10%.

An employee’s salary cannot be reduced more than once in a 12 month period due to unacceptable performance or conduct.

An employee’s salary cannot be increased on an involuntary reduction in band.



	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1930

Army NSPS Compensation Implementing Procedures, SC1930.10




Chapter 2-A-6
Compensation
Setting Pay: Movement in and out of NSPS

	General
	Employees’ pay must be set using the pay setting rules of the gaining system.
*Refer to your local paysetting plan for additional guidance.



	NSPS to GS
Rule
	When an employee moves from an NSPS to a GS position, pay is set using the GS maximum payable rate (MPR) rules, following the local pay-setting policy.  

Under the GS MPR rules, the employee's pay may be set at any 

rate of the new grade up to the lowest step that is equal to, or greater than, the employee's highest previous rate (HPR).  Remember to refer to your local paysetting plan for your policy on applying HPR.
Compare the NSPS salary (including LMS) to the highest applicable rate range (GS rate + locality) for the new position.  Do a geographic conversion if necessary.

	NSPS to GS Example
	Annie Anderson is currently a YA-02.  She was selected for a GS-13 position.  Both positions are located in Washington, D.C.
· Her current NSPS adjusted salary is $76,875.

· Compare this to the highest applicable rate range for Washington D.C.  This is the DCB pay table.
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· Her NSPS salary of $76,875 falls below the GS-13 step 1.

· Ms. Anderson’s pay is set using MPR at the GS-13 step 1, $77,353.



	Non-NSPS to NSPS
	1. Determine the equivalent NSPS position for the non-NSPS position the employee is currently holding.  
· As a general rule, comparable levels of work of employees from other pay systems (i.e. GS) may be determined using guidance found in SC1911 and SC1920, Appendix 5.

2. Then use the applicable NSPS paysetting rule for reassignment, promotion, or reduction in band to set pay.


	References
	5 CFR 531.221
DoD Civilian Personnel Manual 1400.25-M, Subchapter 1950




Chapter 2-A-7
Compensation
Setting Pay: ACDP

	General
	Accelerated Compensation for Developmental Positions (ACDP) is an increase to employee base salary in developmental positions.
*Refer to your local paysetting plan for additional guidance.



	Application
	ACDP only applies to Pay Band 1 employees in developmental positions.  This includes the following:
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The ACDP is to be awarded in addition to the annual pay pool performance payout.


	Purpose
	The ACDP may be awarded to an intern/developmental employee to recognize that they have acquired the predefined job-related competencies through training and on-the job experience, as defined in the individual development plan (IDP).



	Rule
	The manager may recommend an ACDP every six months, during the appraisal period, or in conjunction with the annual pay pool performance payout.  
The amount of the ACDP generally should not exceed 20% per year.
The employee’s supervisor must document in writing that the employee has completed the training and job assignments required in his/her IDP and performance plan.

The employee’s promotion to the full performance pay band (i.e. YA-01 to YA-02) does not fall under the ACDP as defined above.  See promotion rules.



	Example

	Hannah Hat is currently a YA-01 lead YA-02.  She is eligible for an ACDP on 1 June.
· Her current base pay is $31,250.  

· She is given a 10% increase to $34,375.
She is then eligible for an ACDP 6 months later, 1 Dec.
· She is eligible for up to a 10% increase in pay.  Her total increase for the year cannot exceed 20%.

· She is given a 10% increase to $37,812.



	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1930

Army NSPS Compensation Implementing Procedures, SC1930



Chapter 2-A-8
Compensation
Setting Pay: Documentation

	General
	The NSPS Salary Determination Process Worksheet shall be used to document paysetting decisions.

A copy of this worksheet must be retained by the authorized official.


	References
	Army NSPS Compensation Implementing Procedures, SC1930.10.2.b and Appendix 2




	Candidate Information
	NSPS Job Information (To Be Filled)

	Name:
	Location:

NSPS Position Title:

	Current Job Title:
	NSPS Pay Schedule/Occupation Code /Pay Band:

Former GS-Grade & Series or Equivalent:

	Current NSPS Pay Schedule & Pay Band OR GS-Series-Grade

(if applicable):
	NSPS Salary Range:

Target Level Salary Range:



Nature of Action (Check One)
Pay-Setting Guidance (See Manager's Guide for Specific Guidance)

New Hire
New-Hire pay may be set no higher than Step 1 of the former GS-grade equivalent plus 30.0% (up to the pay band maximum rate of pay)


Salary Range:  ________________________________________


Promotion 


Between 6.0% and 20.0%, not to exceed the NSPS Pay Band maximum

Reassignment

- Voluntary
Either 1) Any decrease amount but no less than the NSPS Pay Band minimum OR 2)     Any increase between 0% and 5.0% but not to exceed the NSPS Pay Band maximum


Date of last reassignment: ________________ % of Increase/Decrease: ____________


  Management-Directed

Between 0% and 5.0% for each action, not to exceed the NSPS Pay Band maximum


 
Involuntary


Decrease between 10.0% and 0%, but no less than the NSPS Pay Band minimum

   Date of last reassignment: __________________ % of Decrease: __________________


  ACDP


   
Generally not to exceed 20.0% annually; but no more than Pay Band 1 maximum

SALARY INFORMATION: Candidate’s Current Salary, Internal Salary Analyses, Proposed Salary

Use the Pay-Setting Guidance above (See Manager's Guide for more detailed information).  Complete the entire Worksheet before determining the appropriate “Proposed Salary” to ensure a thorough comparison with all relevant pay-setting factors.

	Candidate’s Current Salary 
	Internal Salary Data of Incumbent(s) in Same or Similar Position(s) (1)
	PROPOSED SALARY(including Local Market

Supplement) 

	Total Annual Salary:

(Includes Base Salary + Locality/Geographic Pay;

 Exclude Bonuses, Awards, Lump-Sums Amounts)

Years of Relevant Experience:


	Avg. Salary:
Number of 

Incumbents:

Highest Salary:

Avg. Years in Position:
	New NSPS Salary:

% Difference:

(from Current Salary)

Is Salary Offer Within:

- Unit/Org/Dept Salary Budget? Y/N

- Pay-Setting Guidance? Y/N  (2)


	For External, Non-Federal, New-Hire Candidates Only

Prior to Committing to a Proposed Salary, Factor in the “Total R Perspective” and/or the use of any Recruitment Bonus or Relocation Bonus.


	Was the “Total R Perspective” Considered and Emphasized, Especially the Value of FEHB, Leave Programs, etc?  Y/N

If This Salary Offer Includes any Recruitment or Relocation Bonus, Indicate the Amount(s):

· Recruitment Bonus: $

· Relocation Bonus: $

· Total Bonus: $




(1) Unit or Organization Average Salary  - Obtain from your HRO /  HR Specialist, if needed.

(2) If the “Proposed Salary” is not within the Pay-Setting Guidelines, complete the “Pay Factors Justification” section on page 2.

ASSESS the CANDIDATE’S JOB-RELATED EXPERIENCE, TRAINING, AND SKILL/COMPETENCY  

Indicate the Candidate’s:

Education Level and/or Degrees:



 Years of Relevant Experience:

List Relevant Training (Licenses, Certifications, etc): 

Place an “X” in the Appropriate Level of Job-Related Experience, Training, and Skill Levels/Competencies of the Candidate.  Consider the full-range of the Candidate’s breadth, depth, and scope of relevant job duties, responsibilities, and complexity.

	Candidate’s Employment History Indicates
	Experience
	Training
	Competencies

(Knowledge, Skills, Abilities)
	Breadth, Depth, and Scope of Relevant Job Experience

	 Meets Minimum Position Levels
	
	
	
	

	Exceeds Minimum Position Levels
	
	
	
	

	Prior Direct Experience, Can “Hit the ground running”
	
	
	
	

	Possesses Unique Skills Critical to Unit/Agency/Department (Identify)
	
	
	
	


IF PROPOSED SALARY IS NOT WITHIN GUIDELINES

Check only those pay factors that were considered in reaching this pay decision and provide appropriate justification.

	Pay Factors
	Notation on salary determination

	
	Critical Agency Business Need
	

	
	Current Salary / Salary History
	

	
	Relevant Work Experience
	

	
	Education Levels
	

	
	Training
	

	
	Competencies
	

	
	Use of Any/All of the “3 R’s”
	

	
	Other (Describe)
	


Chapter 2-B
Compensation

Pay and Grade Retention


	Grade Retention
	Grade retention does not exist under NSPS.  All grade retention terminates upon conversion into NSPS.  If the employee’s base salary exceeds the rate range for the assigned pay band, they will be granted pay retention.



	Pay Retention

	Pay retention prevents a reduction in base salary that would occur by preserving the employee’s former base salary within the new pay band.

If the employee’s base salary can be accommodated in the new pay band, pay retention would not apply and the employee’s base salary would be preserved. 
Pay retention may be granted for situations as stated in SC1930.11.1.1



	Limitations
	Under NSPS, pay retention will apply for two years from the effective date of the action generating the retained pay.


	Example
	Due to Reduction-in-force, Ichabod Ice is reduced in band from a YB-02 to YB-01 on 1 March 2006.
· His salary as a YB-02 was $43,260.
· This salary does not fall within the range of the YB-01 pay band.
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· He will receive a retained salary of $43,260 until 1 March 2008.



	Termination
	Pay retention shall terminate at the end of the 2 year period, or as stated in SC1930.11.4

	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1930

Army NSPS Compensation Implementing Procedures, SC1930




 Chapter 2-C
Compensation

Entitlements

	General
	Under NSPS, entitlements may be changed or terminated.

	Exempt

Employees
	The overtime hourly rate is the employee’s hourly adjusted rate of pay multiplied by 1.5

The employee’s hourly adjusted rate of pay is the overtime rate for the following:

· Pay band 3 of the YA, YD, YH, and YK pay schedules

· Pay band 4 of the YL pay schedule

· Pay bands 2 and 3 of all Supervisor/Manager pay schedules



	Non-Exempt Employees
	The overtime rate is computed under the Fair Labor Standards Act (FLSA).

	Overtime Implications
	The overtime rate was previously capped at the GS-10 step 10 ($34.01 per hour).

The new overtime rate may have impact on budget.



	On-Call Premium Pay
	Heads of DoD Components may authorize on-call premium pay for nurses and healthcare personnel who are compensated for being officially scheduled “on-call”.

0602 Physicians and 0680 Dentists are not eligible for on-call premium pay.



	PCA
	Employees assigned to 0602 Physician and 0680 Dentist positions are ineligible for Physicians Comparability Allowance (PCA) under NSPS.

	Law Enforcement Availability Pay
	Law Enforcement Availability Pay shall be paid under NSPS.

	AUO
	There is no specific provision in NSPS for payment of administratively uncontrollable overtime work (AUO).

	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1930.12-25

Army NSPS Compensation Implementing Procedures, SC1930




Chapter 2-D

Compensation

Last Equivalent Increase (LEI)

	General
	The Last Equivalent Increase (LEI) is determined for NSPS employees who move within NSPS because the LEI is required should the employee move back to the General Schedule.


	NSPS events
	The following events are considered equivalent increases under NSPS:
· A permanent promotion to a higher band

· Any within-band increase to include:
· Performance pay increase

· Special within-band increase 

· Developmental pay increase (i.e. ACDP)
· Reassignment increase upon reassignment to a position within the same band (not comparable bands)

· Increase after a reduction in bad in the same pay schedule (not movement to a different pay schedule)

· One time pay adjustment upon conversion (i.e. WGI buy-in)

· A zero increase at the time of an opportunity for an increase to include:
· Zero performance pay increase due to performance
· Zero developmental pay increase, if there is a set schedule

· Zero WGI buy-in upon conversion due to performance

 

	Exclusions
	Receipt of a local market supplement adjustment or rate range adjustment is not considered an equivalent increase under NSPS.

	References
	NSPS GPPA Supplement, Chapter 00, Attachment 6


Chapter 3-A

Staffing and Employment
Tenure and Probationary Periods

	Tenure
	Under NSPS, there are only 3 tenure groups.

· Tenure Group I

· Career employees, including those serving a probationary period

· Tenure Group III

· Term, indefinite, status quo, nonstatus temp, and provisional employees

· Tenure Group 0

· Temporary employees

There is no longer a Tenure Group II, Career Conditional.



	Probationary Periods
	Importance: Since NSPS is performance based, it is critical to assess an employee’s fitness for service during the probationary (prob) period.



	Prob Period Length
	1 year: Employees who are on permanent or term appointments in the competitive or excepted service.

Over 1 year: May be established for select occupations by the Under Secretary of Defense for Personnel and Readiness. 

2 years: Certain types of excepted service positions.  The most common are:
· Veteran’s Recruitment Authority (VRA)

· Federal Career Intern Program (FCIP)

· Refer to SC1950.2.1.1.2, Table SC1950-1 for a full list.



	Movement while on a prob period
	Non-NSPS to NSPS
Voluntary Movement

· An employee who has completed a prob/trial period prior to movement into NSPS is not required to complete another prob period.

· An employee who has not completed a prob/trial period prior to movement into NSPS is required to complete the full NSPS probationary period.  Partial time is not creditable.

Conversion/Mgmt directed
· An employee who has not completed a prob/trial period prior to movement into NSPS shall continue the probationary period in the new position.

NSPS to NSPS

· An NSPS employee who is promoted, reduced in band, or reassigned shall continue the probationary period in the new position.

Reappointed to Federal Service

· A person who completed an initial NSPS prob period is not subject to another prob period.

· A person who did not complete an initial NSPS prob period is required to complete the full NSPS probationary period.  Partial time is not creditable.
  

	Crediting Time
	Time spent in a non-pay status in excess of one workday during the initial probationary period will extend the prob period by that amount of time.
The prob period for part-time employees is computed on calendar days worked, not hours worked.  Intermittent employees are given credit of one work day for every full or partial day worked.

	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1950

Army NSPS Staffing and Employment Implementing Procedures, SC1950




Chapter 3-B

Staffing and Employment
Qualifications

	OPM Qual Standards
	OPM Qualification Standards will be applied to NSPS positions.  Candidates must meet the minimum qualification requirements established for the lowest level of work within the pay band.
Example:  Position is a YA-02.  This encompasses GS-09 through GS-13.

To qualify for a YA-02 position, candidates must meet the OPM qualifications established for the GS-09 level.

General or specialized experience is required at the next lower band or equivalent GS grade.  Experience may be at the lowest GS grade covered by the applicable pay band.

Example: One year of specialized experience performed in the YA-01 pay band is equivalent to the GS-05 grade level or above.  This meets the minimum qualifications required for a YA-02 position.



	Time-In-Grade
	There is no time-in-grade requirement under NSPS.

	Quality of Experience
	Candidates must meet the general or specialized experience as defined in the OPM Qualification Standards.  However, the quality of the experience must clearly demonstrate the knowledge, skills, abilities, and competencies necessary to successfully perform the job.
Example: According to the OPM qualification standards a YA-01 (former GS-05) would be minimally qualified for a YA-02 (former GS-13) position.  However, the quality of that experience would be assessed to determine if the candidate has the knowledge, skills, and abilities required to successfully perform in the YA-02 position.

Implications:  Creating a statement of specialized experience that recognizes the knowledge, skills, and abilities needed to perform a job is essential in receiving highly qualified candidates.  See chapter 3-C for an example of specialized experience.



	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1950

Army NSPS Staffing and Employment Implementing Procedures, SC1950




Chapter 3-C
Staffing and Employment
Competitive Recruitment

	General
	All positions will be announced as NSPS positions.  There will be no references to GS positions.

	Vacancy

Announcement

- Open Periods
	No minimum announcement open period is required.  However, announcements must be open for the duration required by the agency’s Merit Promotion Plan.

	Vacancy

Announcement

- Salary
	Enter the full salary range for all jobs. This includes intern and developmental jobs where the entry and full performance level cross more than one pay band.  Salary posted will be the adjusted salary, to include LMS.
Example:  You are recruiting for a YD-01 lead YD-02 in Washington D.C.  The LMS % for Washington D.C is 17.5%

Salary range: $29,604 - $100,554

This statement will be included on the announcement: 

· Your pay will be set within the range specified in this vacancy announcement and will be based on your qualifications, education, experience, training and availability of funds.



	Vacancy

Announcement

- Area of consideration
	NSPS allows use of targeted recruitment sources, such as the local commuting area.  The announcement shall clearly state that consideration will be limited to the targeted recruitment sources if sufficient qualified candidates are received.  If sufficient candidates are not received from the targeted source, then consideration will be expanded to all applicants.

	Specialized Experience Statement
	Under NSPS, specialized experience is defined as experience at the next lower pay band.  However, the quality of experience must demonstrate the knowledge, skills, and abilities required for successful job performance.
A good statement of specialized experience will ensure that candidates possess the quality of experience needed for the position, and not only that they have completed work in the next lower pay band.  This will be especially important as Position Descriptions become more generic.

Example: Management Services Specialist, YA-0341-02

· The best qualified candidates for this job must show in their resume that they meet the minimum qualifications described below and have training or experience in the following areas:  Must have a thorough understanding of budget, manpower, management analysis, and force structure management. Requires extensive knowledge of budget formulation, analysis, and budget execution, an extensive knowledge and understanding of management principles, practices, methods and techniques and an understanding of a full variety of civilian personnel functions. Requires substantial coordination and integration of major work assignments. Must have the experience/knowledge to ensure that budget and manpower programs are fully coordinated to ensure support to the NC Region. 



	Competitive Examining
	Delegated Examining will continue to be used under NSPS until such time that additional DoD guidance is published.
Under NSPS, individual numeric scores or category rating may be used.  If using category rating, this must be annotated on the announcement.
Selection:  All qualified applicants may be referred and selected in numerical rating (score) and veteran’s preference order.  No rule of three applies, however the procedures to pass over a preference eligible to select a non-preference eligible are still in place.
Example of a certificate under NSPS:

102-CP, Brown

98-NV, Anderson

95-NV, Smith

94-NV, Jones

92-TP, Hall

87-NV, Carter

1st selection:  You may choose either Brown or Hall.  Since veteran’s preference rules are still in place, you cannot bypass Brown to choose a non-vet.  However, since there is no rule of three, you may bypass Brown to choose another preference eligible- Hall.

Example of a certificate under NSPS:

99-NV, Brown

98-NV, Anderson

95-NV, Smith

94-NV, Jones

92-NV, Hall

87-NV, Carter

1st selection: Since there is no rule of three, and all candidates are NV, you may choose any candidate on the list. 



	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1950

Army NSPS Staffing and Employment Implementing Procedures, SC1950

CHRA NSPS Knowledge Base




Chapter 3-D

Staffing and Employment
Non-Competitive Recruitment

	VRAs
	Veterans Recruitment Appointments (VRA) may be made to positions in pay bands which include work up to and including the equivalent of the GS-11 level.
The following chart indicates which Pay Bands are equivalent to GS-11 for VRA purposes:
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	Temporary Promotion
	Under NSPS, temporary promotions to a position in a higher pay band for 180 days or less are exceptions to competition.



	Other non-competitive
	For a full list of actions that are exempt from competitive procedures, see SC1950.6.3.3.7 and SC1950 Appendix 2.

	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1950

Army NSPS Staffing and Employment Implementing Procedures, SC1950




Chapter 3-E

Staffing and Employment
Levels of Work

	General
	The level of work of a position is used to determine the nature of action and whether competitive or non-competitive procedures are required.

	Levels of Work
	Professional/Analytical pay bands and/or schedules are comparable levels of work, regardless of career group, and pay bands correspond numerically.

Example: 

YA-02 is comparable to YD-02

*see SC1950.6.3.3.8.3 for applicability to the Investigative and Protective Services Career Group.

Technician/Support pay bands and/or schedules are comparable levels of work, regardless of career group, and pay bands correspond numerically.

Supervisory pay bands and/or schedules are comparable levels of work, regardless of career group, and pay bands correspond numerically.



	Levels of Work: Prof/

Analytical vs. Technician
	Work classified to a professional/analytical work schedule is always a higher level of work than the technician/support pay schedule.

Example:

YA-01 work is a higher level of work than YB-03.



	Levels of Work: Developmental
	Entry level pay bands in professional/analytical pay schedule do not include continuing work since it is work that is developmental in nature.  Recruitment for these pay bands should always be targets to at least the next higher pay band.

Example:

You cannot have a YA-01 position.  It must be at least a YA-01 lead YA-02.



	Movement Within/ Across Career Groups
	Movement from a professional/analytical pay schedule to a supervisory pay schedule is considered comparable, as long as the pay bands correspond numerically.
Example:

YA-02 is comparable to a YC-02.

Movement from a professional/analytical pay schedule to a higher pay band in a supervisory pay schedule (or vice versa) is considered movement to a higher level or work.

Example:

YA-02 to YC-03 is movement to a higher level of work

YC-01 to YA-02 is movement to a higher level of work

Movement from a professional/analytical pay schedule to a lower pay band in a supervisory pay schedule (or vice versa) is considered movement to a lower level or work.

Example:

YA-03 to YC-02 is movement to a lower level of work

YC-03 to YA-02 is movement to a lower level of work

Technician/Support movement:

· Technician/Support pay band 1 to any supervisory position is movement to a higher level of work.

· Technician/Support pay band 2 or 3 to any supervisory position in pay band 1 is movement to a comparable level of work.

· Technician/Support pay band 2, 3 or 4 to any supervisory position in pay band 2 or 3 is movement to a higher level of work.



	Natures of Action
	The nature of action (reassignment, promotion, reduction in band) is determined by the levels of work.
Reassignment: Movement to an equal or comparable level of work.

· Example: YA-02 to YC-02 is a reassignment.  Paysetting rules for reassignments would apply.

Note: *This is not dependant on the type of work done within the pay band.  A former GS-12 (YA-02) moving to a GS-13 (YC-02) would be a reassignment under NSPS.

Promotion: Movement to a higher level of work.

· Example: YB-02 to YA-01 is a promotion.  Paysetting rules for promotions would apply.

Reduction in Band: Movement to a lower level of work.

· Example: YC-03 to YA-02 is a reduction in band.  Paysetting rules for reduction in band would apply.



	Comparing non-NSPS positions
	As a general rule, comparable levels or work for employees from other pay systems (i.e. GS) may be determined using guidance found in SC1911 and SC1920, Appendix 5.

	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1950

Army NSPS Staffing and Employment Implementing Procedures, SC1950

CHRA NSPS Knowledge Base




Chapter 3-F

Staffing and Employment
Temporary/Term Appointments

	Term Time Limits
	A term appointment may be used to fill positions for an initial period of more than 1 year, but not-to-exceed 5 years.

Term appointments may be extended for an additional year by the authorized management official, for a maximum of 6 years total.



	Term- Conversion to Career
	Term employees may be converted to career appointments, if the following conditions are met:
· Originally selected through competitive procedures

· Original announcement stated that the selectee would be eligible for noncompetitive conversion to career appointment at a later date

· Have completed 2 years of continuous service with a level 2 or higher rating of record

· Be converted to a position in the same pay band for which hired



	Temporary Time Limits
	A temporary appointment may be used to fill positions for an initial period of less than 1 year.

Temporary appointments may be extended for two additional years (in 1 year increments) by the authorized management official, for a maximum of 3 years total.



	Temporary- Conversion to Career
	Temporary employees may be converted to career appointments, if the following conditions are met:

· Originally selected through competitive procedures

· Original announcement stated that the selectee would be eligible for noncompetitive conversion to career appointment at a later date

· Have completed 2 years of continuous service with a level 2 or higher rating of record

· Be converted to a position in the same pay band for which hired



	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1950

Army NSPS Staffing and Employment Implementing Procedures, SC1950




Chapter 3-G

Staffing and Employment
Submitting RPAs

	General
	The procedure for submitting Requests for Personnel Action (RPAs) has not changed.  However, there are several new natures of action (NOAs) that must be utilized.

	GPPA
	The NSPS GPPA Supplement should be used in conjunction with the Guide to Processing Personnel Actions (GPPA).

NSPS NOAs can only be used to move employees into NSPS or within NSPS.  They cannot be used to move employees into a non-NSPS (GS) position.



	Misc Changes
	Clear-text for NOA 713 has changed.
713 now reads “Change to Lower Grade, Level, or Band”

	New NOAs
	611: Reassignment NTE
This should be used to reassign an employee on a temporary basis.  

Found under the “Reassignment” Family in DCPDS.

612: Ext of Reassignment NTE

This should be used to extend the NTE date of a temporary reassignment.

Found under the “Extension of NTE” Family in DCPDS.

613: Term of Reassignment NTE

This should be used to terminate a temporary reassignment.

Found under the “Reassignment” Family in DCPDS.



	Award NOAs
	NSPS introduces some new/modified pay change NOAs.  Due to the time needed to program new NOAs, some changes to the award/pay changes will take place at a later date.

Example:

892: Irreg Perf Pay

This can be used for a variety of performance-based pay increase provided on an irregular basis, including ACDP.

Found under the “Salary Change -> Quality Increase” Family in DCPDS.

*For a complete listing of Pay Change NOAs, see Chapter 17 in the NSPS GPPA Supplement.



	When to use ACDP vs. Career Ladder Promotion


	Movement within a developmental pay band:

· This is ACDP, Accelerated Compensation for Development

· Under the GS system, this would have been a career ladder promotion (GS-05 to GS-07, GS-07 to GS-09)
· Use NOA 892, found under the “Salary Change -> Quality Increase” Family in DCPDS
Examples:

YA-01 to YA-01, YD-01 to YD-01, YH-01 to YH-01, YK-01 to YK-01
Movement from a developmental pay band to the full-performance pay band:
· This is a Promotion.

· Under the GS system, this would have been the final career ladder promotion (GS-09 to GS-11, or GS-11 to GS-12)
· Use NOA 702, found under the “Salary Change -> Promotion” Family in DCPDS

Examples:

YA-01 to YA-02, YD-01 to YD-02, YH-01 to YH-02, YK-01 to YK-02
Movement within a technician pay band:

· This is a Reassignment.

· Under the GS system, this would have been a career ladder promotion for positions that do not have a full performance level above the GS-06 (GS-03/4/5/6)
· Use NOA 721, found under the “Reassignment” Family in DCPDS

Examples:

YB-01 to YB-01, YE-01 to YE-01, YI-01 to YI-01, YL-01 to YL-01, YM-01 to YM-01
Movement to a higher level technician pay band:

· This is a Promotion.

· Under the GS system, this would have been the final career ladder promotion for a technician position (GS-06 to GS-07)
· Use NOA 702, found under the “Salary Change -> Promotion” Family in DCPDS

Examples:

YB-01 to YB-02, YE-01 to YE-02, YI-01 to YI-02, YL-01 to YL-02, YM-01 to YM-02



	Recruit/Fill Actions
	When submitting a recruit/fill RPA, be sure to indicate the NSPS position.  Do not submit a recruit/fill for a GS position.
Indicate the proposed area of consideration.  If you would like to use a targeted recruitment source, be specific about the targeted area.

Specialized experience- provide a complete statement of specialized experience to be used on the vacancy announcement.  This statement is crucial in receiving highly qualified candidates.

If recruiting for a temporary or term position, specify if the selectee has non-competitive eligibility to be converted to a career appointment at a later date.  

	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1950

Army NSPS Staffing and Employment Implementing Procedures, SC1950

NSPS GPPA Supplement




Chapter 3-H

Staffing and Employment
Special Programs

	General
	All special programs (PPP, SCT, RPL) are still required.  However, they have been modified to accommodate NSPS requirements.

	Clearing for NSPS Positions
	PPP- Will be cleared using the NSPS position.  The PPP is programmed to match all equivalent GS grades that fall within a given pay band.
SCT- Will be cleared for all GS grades that fall within the full-performance pay band.

Implications: You may receive more matches from special programs, since the NSPS pay bands encompass such a wide range of GS equivalent grades.

Example: You are clearing PPP for a YA-02 (former GS-11) position.

Under the GS system, you would only receive matches for employees registered for a GS-11.

Under NSPS, you will receive matches for employees registered for the YA-02 pay band.  In addition, you will receive matches for employees registered for GS grades 9-13.



	PPP- Program R
	The DoD Retained Grade Placement Program (Program R) does not apply to NSPS employees since there is no retained grade in NSPS.  Employees serving under grade retention at the time of conversion to NSPS must be deleted from Program R.  


	PPP exceptions
	All standard PPP exceptions are applicable to NSPS positions except as modified in Chapter 19.F.2 of the PPP Operations Manual.

Reassignment of an employee by management-directed reassignment to another position without promotion potential to a higher pay band.  There is no requirement to abolish the resulting vacancy or to submit a requisition for an equivalent position.

Employee movement within the same pay band when there is no vacancy.
*Note:  For a complete list of NSPS PPP exceptions, refer to Chapter 19.F.2 of the PPP Operations Manual.


	References
	NSPS PPP Operations Manual, Chapter 19


Chapter 3-I

Staffing and Employment
Student Education Experience Program

	General
	The Student Educational Employment Program (SEEP) continues to allow for the non-competitive appointment of students to Federal positions.  All SEEPs fall under the YP-01 pay band.

	STEP
	Student Temporary Employment Program (STEP)

Time limits: Temporary NTE one year.  May be extended in one year increments.
Type of Work: STEPs perform any type of work.  The occupational code is determined by the type of work performed.

Requirements: May perform full or part-time work.  Must be enrolled in an accredited educational institution.



	SCEP
	Student Career Experience Program (SCEP)

Time limits: No time limit.

Type of Work: Typically perform work related to the type of academic program being pursued.  Positions encumbered by SCEPs are classified in the XX99 occupational codes and are titled “Student Trainees”.

Requirements: May perform full or part-time work.  Must be enrolled in an accredited educational institution.



	SCEP

Qualifications
	To qualify for SCEP positions, a student must meet the qualifications as described in the Dept. of Army’s Qualification Standard, Student Career Experience Program (SCEP) dated 22 December 2004.  

Although this standard refers to General Schedule grades, the requirements for conversion to the competitive service once degree requirements are met (i.e., the completion of academic years and work experience) remain the same.


	Movement within 

YP-01
	Under NSPS, all SEEPs are in the same pay schedule and pay band (YP-1).  Students are eligible for increases in pay due to increased responsibilities.  These actions will be processed as “Conversion to Excepted Appointment” actions.  

Apply the pay setting rules for either a promotion action or a reassignment action under NSPS, whichever is applicable.



	References
	DoD Civilian Personnel Manual 1400.25-M, Subchapter 1911

DoD Civilian Personnel Manual 1400.25-M, Subchapter 1920.7.6
North Central SEEP Guidance, dtd 25-September-2006


Chapter 4

NSPS References

	References
	DoD NSPS site http://www.cpms.osd.mil/nsps/index.html 

NSPS Documents http://www.cpms.osd.mil/nsps/documents.html 
Army CPOL NSPS http://cpol.army.mil/library/general/nsps/ 

FAQs http://www.cpms.osd.mil/nsps/faqs.html 
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