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FOREW:>RD 

This order contains information on the basic rules and pr~~ures for 
setting pay on p:rsonnel actions processed for Federal Aviation 
Administration employees who are subject to pay under the C£neral Schedule. 
'Ihe provisions of this order are prjrnarily derived fran the Office of 
Personnel Management rules and regulations. 

/j~c 0~ 
H. R. Richardson 
Acting 	Director of Personnel 

am Training 
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CHAPI'ER 1. GlliERAL POOVISIOOS 

1. PURPOSE. 'Ihis order provides the basic rules and procedures used within 
the Federal Aviation Administration (FAA) to set salaries and adjust rates 
for FAA employees who are paid under the General Schedule (GS). 

2. DIBrRIBuriON. 'lhis order is distributed to the branch level in 
WashLngton, reg1ons, and centers with a standard distribution to field 
offices and facilities. 

3. CANCELLATION. Order PI' P 3550. 1A, Pay Under the Clal:>sification Act 
Systen, dated April 15, 1964, is canceled. 

4. EXPLANATICN OF CHANGES. Implenentation of the Civil Service reform Act 
(CSRA) of 1978 and substantial changes to the Office of Personnel M3.nagement 
(OPM) rules and regulations made it necessary to update the FAA pay-setting 
order for GS employees. 

a. Salary retention has been superseded by grade and pay retention. 'Ihe 
grade and pay retent1on p:-ovisions are outcanes of the Civil S:rvice Service 
reform Act (CSRA) of 1978. Basic regulations and procedures on grade and pay 
retention for FAA are in Order 3550.11A, Grade and Pay retention Onder the 
Civil Service reform Act. 

b. Under the highest previous rate rule, OPM regulations established a 
step-by-step computat1on to be used for determining the "max:i.mun payable" 
rate for an employee. 

5. DEFINITICNS. For the purr:ose of ar:plying the rules contained in this 
order, definitions are p:-ovided for the following words and phrases, listed 
in alphabetical order. 

a. Civil Service reform Act (CSRA). Public Law 95-454 enacted in 1978 
to reform the c1v1l serv1ce laws. 

b. Demotion. A change of an enployee while continuously employed from: 

( 1) Oie GS grade to a lo\\er GS grade, with or without reduction in 
pay. 

(2) A higher rate paid under a different pay system to a lower rate 
within a GS grade. 

c. Existing Rate of Basic Pay. 'Ihe rate received i.rrunediately before the 
effective date of a transfer, .tromotion, re~omotion, demotion, or 
within-grade increase. 

01ap 1 
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d. Highest Previous Rate. The highest rate of basic pay previously paid 
to a Federal civilian employee occupying a fOSition in any branch of the 
Federal Government (executive, legislative, or judicial) in the municipal 
govermnent of the District of Colunbia, or in a mixed ownership corfX)ration, 
irrespective of whether or not the PJSition was subject to the GS. The 
highest frevious rate must be based on a regular tour of duty at such rate: 

( 1) thder an appJintment not limited to 90 days or less. 

(2) Fbr a continoous ,t:eriod of not less than 90 days umer one or 
more appJintments without a break in service. 

e. New Appointment. 'Ihe first apfX)intment, regardless of the tent.n:"e of 
appointment, as a Federal civilian officer or employee. 

f. Pranotion. 'Ihe cdvancement of an employee while continuously 
employed, to a higher GS grade or from a lower rate paid under authority 
other than the GS to a higher rate of a GS grade. 

g. Rate of Basic Pay. 'Ihe pay fixed by law or administrative action for 
the pJsit~on held by an employee. It is exclusive of additional pay such a~ 
overtime, night or holiday pr:emiun pay, cost~f-living allowances, or PJSt 
differentials. 

h. Feassignrnent. A change without pranot~on or demotion from one 
pJsition to another pJsition while serving continuously in t..'1e same agency. 

L Reemployment. kly employment, inclooing reinstatement, or other type 
of appJintment after a break in Federal S:rvice of at least 1 full ~rmay. 

j . Fepranotion. The ~vancement of an employee while continoously 
employed to a higher GS gra::le formerly held by the employee or to a higher 
intermediate gr~e, or from a lower rate paid under authority other than the 
GS to a higher rate of a GS gr~e, based on the highest previous rate paid to 
the employee. 

k. Salary. As used in this order, this term means the sane as, and is 
used interchangeably with "rate of basic pay." 

l. Special Minimum Rates. Higher entrance rates established by the OEM 
for one or more occupations, in one or more areas or locations, to overcome 
the Government's handicaps in the recruitment and retention of well-qualified 
employees. ~cial minimun rates are the first step rates of any special 
schedules (i.e., special rate ranges} established under this authority. 

m. SJ:,Jecial Rate Range. Range of rates for a particular occupation and 
grade contained in special 3chedules established under section 5303 of 
title 5, United States Code (USC} • 

Olap 1 
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n. Trainee Position. Pny :fX)sition sp:cifically covered by an OPM 
approved tra~ning agreement ~oviding for ~amotion upon successful 
completion of training OR any other :fX)sition for which successful completion 
of a specified ~ogram of training has been formally established as a 
requirement for satisfactory service in the position or for advancement to 
the next higher level. 

o. Transfer. A change of an employee from one branch of the Federal 
G::>vernment (executive, legislative, or jt.rlicial) to another or from one 
agency to another without a break in service of a full ....orkday. 

p. Unsatisfactory Service. Pny service in a :fX)Sition which does not 
meet the standards of satisfactory performance established for the position 
arrl which results in either or both of the following: 

( 1) 'lhe initiation of an adverse action by ~op:r authority. 

( 2) A performance rating of "unsatisfactory" l..U'rler official 
I;roced~.n:es. 

Clap 1 
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CHAPI'ER 2. RJLES AND PRJCEDURES 

6. ADHINIBrPATIVE RESPONSIBILITIES. Officials who are delegated the 
authonty to effect personnel act~ons are also authorized to make salary 
determinations. Each official so authorized may approve, in individual 
cases, legally permissible exceptions to the general or specific rules of 
this order' whether in the interest of equity, or because of recruitment 
considerations, or for other reasons considered justifiable in relation to 
the needs of the FAA (FPM chapter 530). W:len exceptions are authorized, the 
justification shall be made part of the record and filed in the affected 
employee's official personnel folder. The officials who authorize exceptions 
are fully responsible for ensuring that the exceptions comply with all legal 
and regulatory requirements that pertain to the personnel action. 

7. BASIC PAY. Basic pay is compensation fixed by law or administrative 
action for the p::>sition held by an employee. It is exclusive of additional 
compensation such as overtime, night, SJrrlay, or holiday p:-emiun pay; 
cost-o£-livin;J allowances; or p::>st differential. The basic pay for PJSitions 
under this order is usually set at the first step of the grade to which the 
person is initially appointed. 

8. SPECIAL PATES FOR RECRUITMENT AND RETENTICN. Under section 5303 of 
title 5, usc, the OPM 1s authOnzed to establ1sh special min:imun rates and 
special rate ranges where necessary to overcome significant handicaps in the 
recruitment and retention of well-qualified personnel, when these handicaps 
are caused by substantially higher salary rates paid by private enterprise 
for particular categories of positions. 

a. Submitting Requests for Special Rates to the OPM. 

( 1) All requests for new special rates and adjusbnents to existing 
schedules must be submitted in triplicate to the Personnel Programs Division, 
API'-200, for review. The OPM w:>rksheet for Review of ~ial Salary &:ltes 
(OFM Fbrm 1397) should be used to submit the data required to justify a new 
special rate request. Please note, the OPM Fbrm 1397 also smuld be used to 
justify an annual adjustment to an existing authorization. 

(2) Each request must include a certification that the special rates 
are necessary to ensure adequate staffing for the accomplishment of the 
a;,;ency' s mission and that funds are available to cover the increased 
expenditures for salaries and benefits that \\Ould result fran approval of the 
request. 

(3) Requests which cover fewer than 200 employees and which increase 
annual salary costs by less than $200,000 :nay be certified by the 
ldministrator. 

( 4) All other requests must be certified by the secretary. Requests 
will be forwarded to the Office of the secretary of Transportation (OBr) 
personnel office for evaluation. 

Cllap 2 
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(5) Approved requests will be forwarded from OST to the central 
office of the OPM. 

b. Implementation of Special Rates. When special rate ranges 
applicable to FAA employees are estabhshed by the OFM, each employee's rate 
will be fixed in the special rate range at the nunerical step in the special 
rate range which corresponds to his/her existing nunerical step under the 
regular rate range. 

c. Pay Retention. A GS employee who is subject to a reduction or 
tennination of a speclal rate of pay is entitled to pay retention. 'Ihe 
employee's pay will be ~et in accordance with the provisions of 
<Xder 3550.11A, Grade and Pay :R:tention Urrler the Civil S:rvice R:fonn .Act. 

9. HIGHE.R AA.TES .F'OR SOPERVIS':lRS OF WAGE GRADE (~) EMPLOYEES. A pay 
crljust:ment lS allowable for a GS supervlsor of WG employees. 'Ihe crljust:ment 
is conditioned on continued supervision of the v.G employees and is Limited to 
the nearest rate of the GS supervisor's grade which exceeds the highest rate 
of basic pay paid to the supervised 1-JG employees. '!he adjusted rate must not 
exceed the max imun rate of the grade currently held by the GS supervisor. 

a. Hesponsibility. 

(1) Higher rates for supervisors of WG employees must conform to 
the OFM regulations. Officials concerned must exercise j u::Jgrnent, 
particularly in applying the criteria contained in Federal Personnel Manual 
(FFM) Slpplernent 990-1, Part 531, &Jbpart C, 531.305, to individual cases. 

( 2) '!he Personnel Prcgrams Division, Office of Personnel and 
Training, provides technical crlvice and guidance in the interpretation of 
regulations and the resolution of problem cases. 

b. Basic Entitlernent. A finding must be made that: 

(1) '!he supervisor regularly has responsibility for supervlSlon 
over one or more WG employees. ('Ihis must inclooe supervision wer the 
technical aspects of the w::>rk.) 

( 2) 'Ihe rate of basic pay for the supervisor is less than the 
highest rate of basic pay for any \'JG employee supervised. 

10. SALARY ON REEMPLOYMENT AFTER A BREAK IN SERVICE. 

a. As a general rule, a person who is reemployed after a break in 
service is paid a salary based as closely as possible on the currently 
authorized rate for the grade and step last held prior to separation. Onder 
no circunstances will an employee be paid less than any special minimum rate 
which may have been established for the position upon reemployment. 

Clap 2 
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b. When a person is reemployed in a position to which a sr:;ecial rate 
range awlles, the pr:oper step rate will first be determined urrler the 
r:rovisions of this paragraph without regard to the special rate range~ the 
salary will then be fixed at the rate of the correst:ending nunerical step in 
the special rate range. 

11. SALARY ON P:roMOI'ION AND REP:R:MOI'ION. Wi.en previous service has not been 
held at a level equal to or higher than the gra::le to which the employee is 
being pt"anoted, the salary to be paid is specifically prescribed by law and 
regulation, and the agency has no latitu:Je in making a salary determination. 
H:>w:!ver, when previous Federal Service has been at or above the level to 
\\hich the employee is being pranoted, a higher rate may be based on the 
conditions stated in paragraph 11b. 'Ihe effect of special rate ranges in 
determining salary on r:rc:motion are discussed in para::;raph 11c. 

a. Minimum Salary Increase. 

(1 ) Salary on pranotion is the low:!st step rate of the grade to 
which an employee is franoted which exceeds the employee's current rate of 
basic compensation by an amount not less than tv.o within-grade increases of 
the grooe fran which pt"anoted , except as pt"Ovided in paragraph 11 a ( 2) • If the 
addition of tiD within-grade increases results in a rate bet~n tv.o stei?S of 
the higher gra::le, the employee is :p:~.id the salary rate of the higher step. 

(2) If the employee is receiving basic compensation at a rate in 
excess of the maximun rate for the gra::le before r:ranotion and there is no 
rate in the higher grade which is at least tiD within-grade increases above 
the existing rate, the employee shall receive whichever of the two rates is 
higher: 

(a) 'Ihe maxi'llun rate of the higher grade. 

(b) 'Ihe employee's existing rate. 

b. Salary Increases on Fepranotion. Use an employee's highest previous 
rate earned 1n the Federal SerVlce, wfuch results in a salary on repranotion 
that exceeds the minimun salary increase explained in paragrai;t1s 11a( 1) and 
lla(2) to set salary. 

NOTE: In determining an employee's highest previous rate for the 
purposes of setting the salary rate on rep:arotion or reemplo}ment, 
any salary received just prior to the date of removal, reassignment, 
or demotion from a position for unsatisfactory service or misconduct 
will not be considered. 

c. Effect of Special Rate Ranges. 

(1) When an employee in a position without a special rate range is 
promoted to a position with a special rate range, the employee's r:roper 
salary rate shall be determined as follows: 

01ap 2 
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(a) First, the "minimun salary increase" rule in paragraph 11a 
is applied without regard to the special rate ran:Je. 

(b) Secon:l, after determinin:J the step rate of the higher 
grade urrier the GS, the employee's salary rate is fJ.xed at the corresfX)nding 
nunerical step (e.g., third step) in the special rate ran:Je. 

( 2) When an employee in a p::>sition with a special rate ran:3e is 
pranoted to a p::>sition without a special rate ran;e, s.et the salary at the 
lo....est step rate of the new GS grade which exceeds the existing rate of basic 
compensation by two within-grade increases. The existing rate is the rate in 
the special rate range which was received :i.mnediately prior to pranotion. If 
there is no rate in the higher grade of the GS which is at least two 
within-grade increases above the employee's existing rate, the maximum rate 
of the higher grade shall be paid. 

( 3) When an employee is pranoted and special rate ranges apply roth 
to the p::>sition vacated and the new p::>sition, the salary shall be within the 
special rate ranges. 

12. USE OF THE HIGHEsr PREVIOUS RATE. When the use of the highest previous 
rate lS opt1onal, such as to set salary on reemployment actions after a bre 
in s.ervice, the option if chosen must be documented at the time the p:rsonm.. 
action is processed. en a repranotion action, the highest previous rate 
should be afJplied. Any exception to using the highest previous rate on 
repramotion must be noted on the personnel action. 

NOTE: Use of the highest rate is encouraged whenever pr-acticable. 
It shall be applied consistently and equitably. 

a. MaximllTl Payable Hate. In determining the maximum rate of basic _pay 
up::>n reemployment, reass1gnment, pranotion, denotion, or change in type of 
app::>intment, the followin:J rules apply unless the enployee is entitled to a 
higher rate under the mandatory two-step interval for pranotions or grade and 
pay retention provisions. 

( 1 ) Firo the highest rate of basic pay (expressed as an annual 
rate) previously earned by the employee. 

(2) using the General Schedule Salary Table in effect at the time 
the employee earned the highest previous rate, work the pay situation as 
though it is occurring at the time the highest previous rate was earned. In 
the grooe to which the employee 1s currently being assigned, set the pay at 
the step which gives the enployee a basic rate of pay equal to or greater 
than the highest prev1ous rate. 

( 3) 'lli.e maximun payable rate is whatever anount that grade equates 
to on the current General Schedule Salary Table. 

Cl1ap 2 
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b. Verification of Highest Previous Rate. W"len canplete or accurate 
information on the·pay rates formerly rece1ved are not available at the t~ne 
of the personnel action, a statement must be put in the 11 Pemarks11 r:ortion of 
the Notification of Personnel Action, standard Form (SF-50) , to show that the 
rate of pay has been tentatively fixed pending a determination of the highest 
previous rate of pay received by the employee in the Federal Government. 
Where consideration of the employee's highest ~evious rate is based on an 
administrative decision, rather than prescribed by rules contained in this 
order, the statement is the only documented evidence of this decision. In 
such cases, emitting such a statement from the SF-50 will precltrle adjusting 
the rate of pay to include the highest ~evious rate until a subsequent 
personnel action is taken. Eb~ver, when use of the highest previous rate is 
prescribed and the quoted statanent is anitted as the result of a oona fide 
administrative error, then the provisions of paragraph 12d will apply. 

c. Pdministrative Error. \'here information regarding the highest 
previous rate is a matter of record at the time a personnel action is 
effected and, contrary to FAA rule, a lo~r salary rate is set due to an 
administrative error, the rate may be retroactively corrected to the original 
effective date of the personnel action. A statement will be inserted in the 
11 Femarks11 r:ortion of the corrected SF-50, or a separate signed statement will 
be filed which indicates that: 

(1) A bona fide administrative error was made. 

( 2) It was administratively intended that the employee be paid the 
higher salary rate. 

NarE: &lch corrective action is not proper if the employee's file 
contains a statement indicating that the lo~r rate was actually 
intended as a legally permissible exception to FAA rule. 

d. Application to Positions for Which a Special Rate Range is 
Authorized. when an employee's rate of basic pay is a spec1al rate 
establlshed under section 5303 of title 5, usc, the employee's highest 
previous rate is the rate to which the employee would have been entitled had 
the special rate not applied. Eb~ver, with the pr:ior approval of the OFM, 
it is permissible to use a special rate as the highest previous rate when: 

( 1) 'Ihe employee is reassigned to a fOSition for which no special 
rate or a lesser special rate has been established. 

( 2) 'Ihe services of the employee are necessary and the employee 's 
contribution to the Deparnnent of Transportation/Federal Aviation 
Administration Brogram will be greater in the position to which the employee 
is being a~siyned. 'Ihis determination will be made within the Office of the 
S:cretary of the Department of Ttansp:>rtation. 

Chap 2 
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13. SALARY CN REASSJ:GNMENI'. 

a. General Rule. As a general rule an employee will be reassigned 
without change of salary when the reassignment is between positions paid under 
the GS. 

b. •Effect of Special Rate Ranges. When an employee is reassigned to, 
fran, or between p:JSltlOns wlth sp:clal rate ranges, the rate shall be set at 
the numerical step nearest the one the employee was in bnmediately prior to 
reassignment. 

NOI'E: If an employee's pay is reduced as a result of placement of the 
employee into a nonsp:cia1 rate p::>sition, the employee is enti tied to 
pay retention. 

14. SMARY ON DEMJI'ICN. Each denotion action should first be checked to see 
whether or not the e.Ttlployee is eligible for grcrle or pay retention. If grade 
or pay retention should not be considered, the following subparagraphs shall 
apply. In no case may an emplo~e's salary l:::e reduced l:::elow the lowest step 
rate of the grcrle or below any special minimum rate which may have been 
established for the position to which deroted. (Derotions may be subject to 
canpliance with Part 752 of the OEM' s regulations for adverse actions.) 

tUI'E: When an employee, rot entitled to gra:Je or pay retention, is 
aenoted to a position to which a speclal rate range awlies, the prop:r 
stei? rate shall first be determined without regard to the sp:cial rate 
range. 'Ihe salary rate is th~1 fixed at the corresponding numerical step 
in the s~cial rate r~e. 

a. Voluntary Demotion. 'Ihe rules contained in this subparagraph awly 
only to demotions "at the employee's rey,oost." "Cerction at an employee's 
request" means a reduction in gra:-1e which is .initiated by the employee for 
his/her cenefit, convenlence, or f.er::;onal advantage, inclu:Ung consent to a 
demotion in lieu of vne for personal cause, AND which is not caused or 
influenced by a manc3:Jement action. J)Em)tions resulting frcm employees 
exercising return ri9nts are not ronsidered to be "at the employees request" 
for pay-setting purposes. 

( 1) General Rule. Except as provided in paragrafh 14a( 2) or 14a( 3), 
the salary shall be reduced as follows: 

(a) When the existing rate Unffiediately prior to demotion is the 
same as a step rate in the lower grade, the next lower step rate of that grcrle 
shall be paid. 

(b) When the existing rate falls between two step rates of the 
lower grade, the lower step shall be paid. 

(c) Wben the existing rate is above the maximum rate of the 
lower grade, the maximum rate shall be paid. 

Olap 2 
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(2) Special Situations. Under certain circumstances, an employee 
may voluntarily request a denotlon, with the expectation that such demotion 
will only be temfQrary and in due course rei;ranotion will occur (e.g., where 
the employee wishes to acquire status). In such situations, the official 
responsible for making the salary determination has discretionary authority 
to set the employee's salary at an a~o~iate step in the lower grade which 
takes all the facts of the case into account, incltrling the rnaooatory 
tw::>-step increase on prcmotion or rei_:ranotion required by law. In this 
situation, an employee • s pay should be set so that on I_:rarotion or 
rei_:ranotion the step rate will not be higher than it was at the time of the 
voluntary derotion, other than for nonnal within-grcde increases. 

(3) Demotion Upon Failure to Ccmplete Training or Probationary 
Period. '!his section covers any fQSition specifically covered by an OPM 
ap~oved training agreement ~oviding for ~amotion upon successful 
completion of training; OR any other position for which successful completion 
of a specified I,Jr'ogran of training has been formally established as a 
requirement for satisfactory service in the position or for advancement to 
the next higher level. Inclooed are: 

A demotion requested by an employee after failure to meet 
training requirements necessary for I_:rogression to the next 
higher grade level of a trainee or developnental position as an 
air traffic control specialist. 

A demotion upon failure to complete the ~obationary period of 
a supervisory or managerial position. 

NCfl'E: Exceptions to this paragraph must be in accordance with 
Paragraph 6, Mninistrative R:sponsibilities. 

(4) Rlles for setting salaries oo demotion actions and establishing 
waiting periods for within-grade increases under this section are explained 
in the following situations. 

(a) Situation 1. The employee returns to the grade held 

Unnediately before the prornotlon. 


Salary Determination. set the salary where it w::>uld 
have been set if the prornotlOn hirl not occurred, incl trling any within-grade 
increase to which the employee w::>uld have been entitled at the lower grade. 

2 Waiting Period Determination. After establishing the 

proper grade and step as m paragraph 14a(3)(a)l, establish the waiting 

period for advancement to the next step at the sane date it w::>uld have been 

if the promotion had never occurred. Gonsider any wi~~in-grade increases 

when apfro~iate. 
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EXAMPLE: (Situation 1 ) 

1/3/82 Promoted - Gs-11/1 {$24,508) to Gs-12/1 {$29,374) 
1/2/83 WIG - Gs-12/1 ($29,374) to G5-12/2 ($30,353) 
1/30/83 Promoted - G&-12/2 ($30,353) to G&-13/1 ($34,930) 
1/29/84 WIG - G&-13/1 ($34,930) to G&-13/2 ($36,094) 
2/12/84 Demoted - G&-13/2 ($36,094) to Gs-12/3 ($31,332) 

EXPLANATIONS: (Situation 1) 

Salary. If the employee had never been promoted to the 
G&-13 grcde level, the WIG increase to step 2 of the G&-12 grade level w:;~uld 
have been effective on 1/2/83 and the WIG increase to step 3 of the G&-12 
w:;~uld have been effective 1/1/84. 'lherefo-re, urrler the rules of this section 
when the employee was downgraded to Gs-12 on 2/12/84 the salary was set at 
the G&-12/3 with consideration of the within-grade increases that w:;~uld have 
been granted if the employee had never been promoted. 

Waiting Period. If the employee had never been t=ranoted 
to GS-13, the WIG increase from step 2 to step 3 of the G&-12 ~uld have been 
effective 1/1/84. 'Iherefore, because the downgra:Je was effective after 
1/1/84, the required waiting period was ccmpleted and the employee was 
inunediately entitled to step 3 of the G&-12. 'Ihe waiting period for the WIG 
increase to G&-12/4 beg ins on 1/1/84. 

1/3/82 Promoted - G&-11/1 ($24,508) to G&-12/1 ($29,374) 
1/2/83 WIG - G~12/1 ($29,374) to G&-12/2 ($30,353) 
1/1/84 WIG - G&-12/2 ($30,353) to G&-12/3 ($31,332) 
2/12/84 Employee w:>uld have been in G&-12/3 ($31 ,332) 

(b) Situation 2. The employee is demoted to a grade bet\.lieen 
the former grade and the gra<"le to wtuch the employee was pretreted. 

Salary Determination. Set the salary as it w:;~uld have 
been tiet if tne initial framotlon was to the intermediate grade instead of to 
the higher grade. In selecting the salary step at the intermediate grade, 
consider within-gra:::~e increase(s) the employee w=luld have been entitled to if 
the initial promotion had been to the 1ntermediate grade instead of the 
higher grcde. 

2 Waiting Period Determination. After establishing the 
frOper grade and step 1n par~t:aph 14a( 3) (b) 1 , establish the waiting period 
for advancement to the next step at the same-date it would have been if the 
ft:'anotion had been to the intermediate grcde. Consider within-grade 
increases when appropriate. 

EXAMPLE: (Situation 2) 

1/10/82 Promoted- G&-9/2 ($20,931) to G&-11/1 ($24,508) 
1/9/83 WIG - G&-11/1 ($24,508) to G&-11/2 ($25,325) 
2/20/83 Demoted - G&-11/2 ($25,325) to G&-10/2 ($23,051) 
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EXPLANATIOOS: (Situation 2) 

salary. If the employee had been promoted to Gs-10 rather 
than Gs-11, the promot1on YoOuld have been to Gs-10/1 on 1/10/82 and a WIG 
increase to Gs-1 0/2 ....ould have been granted on 1/9/83. 'Ihus, if the employee 
had been praroted to Gs-10 rather than Gs-11, the WIG to Gs-10/2 YoOuld have 
been effective 2/20/83, the date of demotion to Gs-10. 'Iherefore, the salary 
is set for Gs-10/2. 

Waiting Period. If the employee had been prcmoted to 
Gs-1 0 rather than Gs-11, the WIG YoOuld have been received on 1/9/83, as 
follows: 

1/10/82 Promoted- Gs-9/2 ($20,931) to Gs-10/1 ($22,307) 
1/9/83 WIG - Gs-10/1 ($22,307) to Gs-10/2 ($23,051) 
2/20/83 Employee ....ould have been in Gs-10/2 ($23,051) 

'!he employee was demoted frcm Gs-11 to Gs-10 on 2/20/83. 
If the employee ha::l been promoted to Gs-10 rather than Gs-11, he/she ....auld 
have been in Gs-10/2 on 2/20/83, having received a WIG to Gs-10/2 on 1/9/83. 
'Iherefore, the employee• s waiting t::eriod to Gs-10/3 will begin on 1/9/83, the 
date of the WIG to Gs-10/2. 

(c) Situation 3. The employee is demoted frcm a grade which 
is the only c;;rade held within the FAA. Fbr example, the employee•s current 
app::nntment 1s to a Gs-7 p:>s1t1on frcm a register. '!he employee is at:PQinted 
to a Gs-7 level of the established pr;ogran. 'Ihe employee fails to ccmplete 
required training to stay at the Gs-7 level. 'lhe employee is demoted from 
the Gs-7 to a Gs-5 .f?OSition. 

1 Salary Determination. Set the salary where it YoOuld 
have been set had tE'e employee init1ally entered the FAA at the low:r grade. 
In selecting the salary step, take into account any within-grade increase(s) 
that v.ould have been received at the low:r grcde. 

2 Waiting Period Determination. After establishing the 
p:-oper gra::le and step as 1n parcgraph 14a(3) (c)l, establish the waiting 
period for advancement to the next step where it v.ould have been if the 
e-nployee had entered Federal Service at the low:r grcde. O:>nsider 
within-grade increases that YoOuld have been applicable. 

EXAMPLE: (Situation 3) 

1/3/82 Entered Federal Service Gs-7/1 ($16,559) 
1/2/83 WIG - G5-7/1 ($16,559) to G5-7/2 ($17,111) 
7/17/83 Demoted- Gs-7/2 ($17,111) to Gs-6/2 ($15,398) 
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~PLANATIOOS: (Situation 3) 

Salary. If the employee had entered Federal Service at 
G&-6 rather than Gs-7, he/sne v.ould have entered at t11e G&-6/1 step and v.ould 
have been yranted a WIG to G&-6/2 on 1/2/83. 'ttlerefore, since the employee 
v.ould have been in G&-6/2, this is the proper step for the employee. 

Waiting Period. If t..~e employee had entered Federal 
Service at the lower grcde, a ~~IG v.ould have been received on 1/2/83: 

1/3/82 Entered Federal Service G&-6/ 1 ( $14, 90 1 ) 
1/2/83 WIG - G&-6/1 ($14,901) to G&-6/2 ($15,398) 
7/17/83 Employee v.ould have been in G&-6/2 ( $15 ,398) 

'ttle employee was demoted to Gs-6 on 7/17/83. If the 
employee had entered Federal Service at G&-6 rather than G&-7, he/she v.ould 
have been in G&-6/2 on 7/17/83, having received a WIG to G&-6/2 on 1/2/83. 
'lherefore, the employee's waiting p:riod to G&-6/3 will begin on 1/2/83, the 
date he/she v.ould have received a WIG to G&-6/2. 

(d) Situation 4. The employee is demoted to a grade which is 
lower than the grade held before last promotion. 

1 Salary Determination. First determine what the salary 
v.ould have been if that pranotion had not occurred. In selecting the salary 
step, consider within~rade increase(s) that the employee v.ould have been 
entitled to before the last pranotion. Next apply rule (aa), (bb), or (cc), 
whichever is apfropriate. 

(aa) If the rate in the grade fran which last promoted 
is the same as a step rate in the grade to which the employee is denoted, the 
next lower step rate of the grade to which demoted shall be paid. 

(bb) If the rate in the gra:ie fran which last franoted 
falls between tv.o step rates of the grade to which demoted, the lower step 
rate shall be paid. 

(cc) If the rate in the grade from which last promoted 
is above the maximun step rate of the grade to which derroted, the employee 
shall be paid the maximum step rate of the grade to which demoted. 

2 Waiting Period Determination. After establishing the 
proper grade and step as in paragraph 14a( 3) (d) 1, establish the waiting 
pericd for a:::lvancement to the next step in the grade to which derroted at the 
latest date of the following: 

(aa) 'Ihe date of the first pranotion to the grade from 
v.hich denoted. 
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(bb) 'Ihe date of the last within~cde increase 
following the first promotion and prior to the promotion to the grade from 
which denoted. 

EXAMPLE: (Situation 4) 

1/3/82 WIG - G8-9/1 ($20,256) to G8-9/2 ($20,931) 
9/19/82 Promotion - G8-9/2 ($20,931) to G8-10/1 ($22,307) 
7/17/83 Demotion - Gs-10/1 ($22,307) to G8-8/6 ($21,394) 

Salary. If the employee hcd never been _pt"cmoted to Gs-1 0, 
he/she v.ould have rece1ved a WIG to G8-9/3 on 1/2/83. Q"l 7/17/83, the date 
the employee was downgra3ed from G8-10 to Gs-8, he/she v.ould have been in 
G8-9/3 if he/she hcd never been promoted. 'Ihe pay rate for G8-9/3, $21 , 606, 
falls betY.een G8-8/6 ($21 ,394) ard G8-8/7 ($22,005). 'Iherefore the employee 
is placed in G8-8/6 since this rate is the lower of the two rates. 

Waiting Period. If the employee hcd never been p:-cmoted 
to G8-10, he/she v.ould have received a WIG to G8-9/3 <n 1/2/83 as follows: 

1/3/82 WIG - G8-9/1 ($20,256) to G8-9/2 ($20,931) 
1/2/83 WIG - G8-9/2 ($20,931) to G8-9/3 ($21,606) 
7/17/83 Employee v.ould have been G8-9/3 ($21 ,606) 

'Ihe employee was demoted to Gs-8 on 7/17/83. If the 
employee had never been _pt"anoted to G8-10, the WIG v.ould have been effective 
1/2/83. 'Iherefore, the employee 1 s waiting p:riod to G8-8/7 will beg in on 
1/2/83, the date he/she v.ould have received a WIG to G8-9/3. 

(4) Failure to Complete "Sup;rvisory Probation~" ~en an employee 
fails to complete the ~obationary per1od for a supervisory or managerial 
position and the employee requests a demotion to the grade from which 
rxanoted, set the salary where it v.ould have been set if the _pt"cmotion had 
not occurred. If the request is for a denotion to an intermediate grade, set 
the salary at the rate at which it v.ould have been set hcd the employee been 
initially promoted to the intermediate grade. Inclooe any within-grade 
increases that the employee would have been entitled to before p:-amotion to 
the supervisory or managerial position. 

b. Career Progression/Enhancement Demotion. When an employee accepts a 
lower grade pos1t1on for career p:-ogress1on or career enhancement purposes 
( inclooing moving frcm a position with limited advancement potential to a 
low:r grcde position wit.~ cdvancement tntential) and such a denotion does not 
entitle the employee to pay retention, the employee 1 s pay will be set in 
accordance with the rules contained in this subparagraph. 'Ihe determination 
as to whether or not a demotion is for career progression or career 
enhancement purposes will be made by the p:rsonnel officer or the personnel 
officer 1 s designee. &lch demotion actions are NOr to be considered 
"voluntary" nor to have been "initiated by the employee." 
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( 1) Pay-Setting Rules. 

(a) If the employee's existing rate of pay is above the top 
step of the grcde to which demoted, the employee's pay will be set at the top 
step. 

(b) If the employee's existing rate of pay falls bet~en tv.o 
steps of the grade to which demoted, the employee's pay will be set at the 
higher step. 

(c) If the employee's existing rate of pay is the same as one 
of the steps in the lo~r grade, the employee' s pay will be set at that 
step. 

(2) Examples of Demotion for Career Progression/Ennancernent. 

(a) 'Ibe emtJloyee lacks and has never had the experience 
required for a higher level staff, management, or sut:ervisory p:Jsition. A 
position which offers the employee an opportunity to get the experience is 
available uroer the 1'\:rit Pranotion Program or Internal Placement Program 
procedures. In order to gain the experience and subsequently !?regress, the 
employee applies for the position an::i is selected. 'lhe trove is for career 
progression or enhancement if: 

1 'lhe Irove is fran a nonsupervisory posltlon to a lo~r 
grade su:t,:ervisory t;Osition and this type of experience has not been gained by 
the employee. 

2 'lhe move is fran a supervisory line posltlon to a staff 
position at a lo~rgrcde and this type of experience has not been gained by 
the em!;lloyee. 

(b) 'Ibe agency initiates a special placement program which 
involves soliciting atJplications from employees who will n~ve to lower grade 
p::>sitions. 'lhe enployee applies arrl is selected for the program. 'Ihe rrove 
is from one position to another under an agency initiated special placement 
progrcm. 

c. Demotion Following Promotion of Limited Duration. When an employee 
is restored to a former lower grooe posltlOn, or another position at the sane 
lower grade following a txanotion which was of limited duration, the pay will 
be set at the rate in the lower grcde to which the employee ;..auld have been 
entitied if the promotion had not occurred. 

d. Demotion Involving Special Recruitment Problems. When an employee 
voluntarily requ:sts a demohon tO a poslhon w1th wfuch the FAA is 
experiencing recruitment problems such as with filling a position requiring 
special skills ard/or experience which is critically needed, or filling a 
position which has one or more very undesirable features such as oeing 
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isolated at a remote location, the official responsible for setting the 
salary may pay the maximun salary ~rmissible under the highest previous rate 
rule. '!he employee must have a perfonnance rating of satisfactory or better 
and the voluntary demotion must enable the FAA to fill the position. 

e. Demotion Resulting fran Misconduct. W't1en an employee is demoted 
because or mlsco!XIuct, tne saLary rate lS established at the same nunerical 
step in the lower grcrle as was occupied in the higher grcrle. 

f. Demotion of Employees on Grade or Pay Retention. A demotion as a 
result of an employee on ·3riile or pay retent1on decl1mng a "reasonable offer 
of a p::>sition" is to be .considered an involuntary demotion for pay-setting 
purp::>ses. A demotion is also considered involuntary when an employee wno is 
on grade retention ~lects to terminate grade retention benefits. 

15. SM.ARY ON RESI'OAATION AFTER MILITARY SERVICE. An employee who is 
entitled to restorat1on r1ghts after m1l1tary service shall be reemployed in 
one of the followu'¥3 ways: 

a. At the *rade of the position left to enter military service, at a 
salary rate Wh1c automat1cally 1ncludes any within-grade increases accruing 
during the absence. 

b. If pranoted to a higher GS grade while in the military service, at a 
salary rate wfuch mcllrles any w1th1n-gr~e increases accruing between the 
date of promotion and restoration to duty. 

16. SALARY ON CHANGE BE'IWEEN PAY SY8rEMS. 

a. Employees with reemployment rights under 625(d) of the Fbreign 
Assistance Act of 1961 • 

( 1) When an initial apfOintment is made to a p::>sition under this 
act, (and no promotion is 1nvolved), the employee will normally be paid at 
the nearest foreign com~nsation grade, which represents his/her former GS 
rate, plus 5 percent. 

(2) 'Ihe salary will be set by crediting all within-grade increases 
tnat ....ould have been received if the employee had remained in the fOSition 
that the employee left to go to the Agency for International Development 
(AID) assignnent, OR the salary will be set at a rate which does not exceed 
the employee's highest previous rate, whichever is higher. '!he highest 
previous rate inclu:ies th~ employee's pay as it was computed urrier the 
Fbreign Compensation Schedule. 

(3) An employee returning from an AID assignnent may be entitled to 
pay retentlon un:ler the agency's gra:Je and pay retention Order 3550.11A. 

b. Wage Employees. 'Ihe following rules govern salary determinations 
when employees move frc:rn PJSltions un:ier the Federal Wage System to GS 
positions. 
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( 1) General Me. If an employee is not eligible for pay 
retention, the salary w1ll be set at the lowest step rate of the GS position 
(except as provided in paragraphs 16b( 2) and 16b( 3) t."lat will not result in a 
loss in the annual rate of basic pay. If there is no salary rate in the GS 
position assigned that equals or exceeds the existing ~1nual rate of basic 
pay, the salary will be placed at the maximun step of the grade of the GS 
position. 

( 2) Special Provisions for Non-Foreign Areas. '!his J:X)licy applies 
to employ.:es in a non£ore1yn area (e.IJ., Alaska, Hawaii, Guan, Puerto Rico, 
etc.) for which a cost-of-living allowance ~ post differential has been 
tzescribed by the OR1 under Part 591, FR1 8.lpplement 990-1. In applying the 
highest previous rate rule 'Nhen an employee roves from a w:; position to a GS 
position, the cost-of-living allowance or post differential prescribed for 
the GS position will l>e a:1ded to the basic ccmpensation of the GS position in 
determining the salary rate to be paid. 'Ihe maximun basic rate allowable is 
the step rate which will not r:esul t in loS& of salary for the employee when 
the basic rate is incredsed by the cost-of-living allowance ~ post 
differential • 

(3) Use of Night Differentials and Environmental Differentials. In 
calculating the salary of an employee wto moves, as distinguished fran being 
converted, fran the 1M; to the GS pay system, night differentials and environ· 
mental differentials are to be considered part of basic pay for the WG posi
tion. Examples provided in appendix 1, items 3 and 4, illustrate a method 
for establishing the r~uired basic rate of compensation for employees who 
work rotating shifts. 

c. Merit Pay System to GS. en conversion fran the merit pay system to 
tne GS, the pay of an employee shall be fixed at the step which has an equal 
rate of pay, except that if the rate of pay prior to conversion falls between 
tv.o steps of the gra:1e to be converted, the emplo:yee shall be paid the rate 
of the higher step. 

d. Salary on Reemployment After Transfer to An International 
Organizat1on. UfOn reemplo}ment an employee lS ent1tied to the sane rate of 
pay he/she would have been entitled to had he/she remained continuously in 
the Federal Service. 

17. WITHIN-GRADE INCREASES. Employees who occupy .r;:errnanent positions that 
are class1hed arrl paid urrler the GS and wh:) have not reached the maximun 
step of the grade of the fOSition may be granted a within-grade increase as 
prescribed by section 5335 of title 5, USC. 

a. Time Limited Appointment. Employees are not eligible for 
within-grade 1ncreases while serving urrler a time limited appointment of 
1 year or less. Service under this type of aFPOintment would be creditable 
in the computation of a single waiting period upon conversion to a permanent 
appointment or upon reemployment in a .r;:ermanent position following a break ir 
service of 52 weeks or less. 
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b. Waiting Period. Fmployees must complete a waiti119 p:riod as 
regulated by Code of Federal Regulations 5, section 531.405. 

c. Acceptable Level of Competence. B:fore a within~rade increase can 
be granted, Uf:On completion of the wa1ting period precribed by law, a 
certification must be made that the employee's work is of an acceptable level 
of competence in accordance with Order 3400.13, General Performance Appraisal 
Systen, appendix 4. 

d. Equivalent Increase. An "equivalent increase" is an increase or 
increases in salary equal to or greater than the amount of the within~rade 
increase for the grade in which the enployee is serving or last served during 
the waiting period under consideration. 

(1) An employee may not receive a wie1in-grade increase if he/she 
has received an "equivalent increase" duri119 the prescribed waiting r::eriod. 
A new waiting period must begin fran the effective date of the "equivalent 
increase." 

( 2) When an employee receives more than one increase in the rate of 
basic pay during a waiti119 r:;eriod, no one of which is an equivalent increase, 
the first and subsequent increases during the waiting period shall be added 
together t.mtil they arot.mt to an equivalent increase, at which time the 
employee shall be deemed to have received an equivalent increase. 

Wl'E: Wage increases received d uri119 the waiting period, in a 
previously held WG position, whfch resulted from locality 
surveys, are not to be considered in determinin:J whether the 
employee received an equivalent increase. 

(3) Prenit.rn ccmpensation for overtime, night, Smday, or holiday 
duty paid in addition to an employee's basic salary does not constitute an 
equivalent increase in ccmpensation. 

(4) Payment of foreign and nonforeign allowances and differentials 
does not constitute an equivalent increase in compensation. 

(5) A "quality increase" (i.e., an extra step increase in 
recognition of high quality performance) does not constitute an equivalent 
increase in ccmpensation. 

( 6) An increase in compensation resulting from the establishment of 
higher minimum rates and related schedules for recruitment and retention 
purposes is not to be considered an equivalent increase. 

( 7) statutory pay increases are not to be considered equivalent 

increases. 


( 8) Final determinations as to whether an employee has received an 
"equivalent increase" and therefore must begin a new waiting period will be 
made by the servicing j?ersonnel office. 
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Appendix 

APPENDIX 1. PAY-SE'ITING EXAMPLES AND EXPLANATIONS 

1 • OBTAINING THE MAXIMUM PAYABLE RATE FOR NON-1w1ERIT PAY EMPLOYEES PAID ONDER 
THE GS. 

January 1974 Highest previous rate, $21,366.00 per annum 
(GS-13/2} 

January 1974-1980 Break in Federal Service 

January 1980 .Eeanployed as GS-11 I 1 (highest previous rate rule 
not applied} 

January 19d1 Pranoted to GS-12/8, $33,237 per annum (maximun 
payable rate using the highest previous rate} 

a. Steps to Maximum Payable Rate. 

( 1 } Ose the fdY scale that was current in January 197 4 (time highest 
~revious rate was earned}. 

(a} c.n that pay scale locate the step of the GS-12 (grade to 
which l.!.'llployee is currently being pranoted) which is equal to or greater than 
the GS-13/2 rate of $21,366.00. This is step 8 of the GS-12. 

(b) ·rransfer that grcrle aoo step to the current pay scale for 
January 1981 • 

( 2} Use the f?aY scale that was current in January 1981 (time of 
~ranotion action). Identify the rate of basic pay for the GS-12, step 8. 
This is the maximum rate of basic pay that may be paid the anployee. 

b. Sunmary. The maximum rate of basic pay reflects the step determined 
on the old pay scale arrl brought forward to the pay scale that is current for 
the personnel action being processed. The highest previous rate determines 
the step that will be used. If the dollar amount falls between tv.o steps (on 
the old scale} of the grcrle to which the anployee is being assigned, t."'le 
higher of the tv.o is used as the step in the rate (grade arrl step) that is 
transferred fran the old pay scale to the new pay scale. 

2. EXPLANATION OF HIGHEST PREVIOUS RATE FARNED IN A POSITION NO!' SUBJECT TO 
THE GS. The anptoyee w::>rked for the Federal Cbverrment in a E=QSltion subject 
to a Vli Schedule in Dece.nber 1973. During the sane rocnth the anployee 
acce}:)ted a GS-7 E=QSition with FAA. 'lb determine the anplo:yee' s highest 
previous rate, the actual rate earned at the time of Federal Service (in this 
example, $7.86 fer oour) must be computed on an annual basis ($16,348.80 per 
annum). This rate ($16,348.80) is then compared to the annual rates which 
were authorized under tne GS arrl in effect at the t~ of the Federal 
Service. An equivalent annual rate (i.e., GS grade arrl step) that is of 
maximun benefit to the employee is selected. In this example the anployee's 
actual rate of $16,348.80 per annum fell between two rates within the range 
of tv.o or more grcrles un:ler the Cctober 1973 GS; GS-10 (steps 7 and 8) aoo 
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G&-11 (steps 4 and 5). M equivalent .:mnual rate (i.e., GS grade and step) 
that is of maximuu beneftt tv the employee is selected. 'Ihe maximun benefit 
derived by the e1'1ployee ....aulu occur oy applying the rate for the G&-11, 
step 5 ($16,627). This rate (i.e., Gs-11, step 5) becomes the "equivalent 
annual rate" and tnus is tne employee's hiobest previous rate. 

'Ihis equivalent a~mual rate (i.e., grade and step) is then cornpared to 
the 1973 GS races in effect at that time ror that grade and step, and the 
employee's salary is set so t:1at it reflects the current dollar value for the 
employee's highest previous rate; i.e., the grade and step selected as ~~e 
highest previous rate. Since this rate exceeded the rate for the highest 
step ($12,957) of G&-7 (the grade at which the employee had accepted 
employment with FAA) , the e.11ployee' s salary was set at step 10 of G&-7. 

In D:cember 1974, the e:mployee was promoted to a Gs-9 t=esition. UpJn 
r:ranotion, the employee's high~:st previous rate (G&-11, step 5) must be 
converted under the 1974 GS rates that became effective on October 13, 1974, 
to $17,545. Because this equivalent annual rate (i.e., G&-11, step 5) 
exceeded the rate for the highest step of the Gs-9 grade ($16,693), the 
employee's salary was set at step 10 of the G&-9 grade. 

In D:cember 1975, the employee was promoted to a G&-11 position. UpJn 
pccmotion to the G5-11Jposition, the employee's highest previous rate (G&-11, 
step 5) must be converted under the 1975 GS rates that became effective on 
October 12, 1975, to $18,423. The employee's pay is set at G&-11, step 5 
($18,423); at this point the employee has caught up with his/her highest 
previous rate and nas received tne minimun tv.o-step salary increase required 
upon promotion. SUbsequent pay for promotion actions (e.g. , to G&-12) v.ould 
be set by applying the minimun tv.o-step salary increase requirement. 

3. 'IDI'AL NIGHT DIFFERENTIAL RECEIVED BY A WG EMPLOYEE WHO HOVES TO A GS 
POSITION. An employee 1s most recent complete cyclic schedule involves a 
35-day period. 'Ihe e.rnployee is actually scheduled to ....ark a total of 25 days 
out of the 35-day cycle. The employee ....arks: 

a. Five shifts fran 10:00 a.m. to 6:30 p.m. 

b. Seven sh1fts frorn 3:00 a.m. to 11:30 p.m. 

c. Six shifts from 8:00 a.m. to 4:30 p.m. 

d. seven shifts from 11:00 p.m. to 7:30a.m. 

Of the 25 shifts actually v.orked, the employee ....orked 7 evening shifts, 
which are comfensable at the 7 1/2-p::rcent diffecential, and 7 inidnight 
shifts, which are canpensable at the 10 percent differential. 'Ihe remaining 
11 shifts are ....orked during times 'When a majority of the hours v.orked did not 
fall between the hours for which a night differential is payable. 
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Annualizi119 the time w::>rked on the eveni119 shift results in the employee 
working 7/25 x 2,080 hours = 582.4 hours. Assuming a scheduled rate of $9.00 
~r hour, the employee for eveni119 shifts is entitled to a 7 1/2 J?ercent 
night differential (7 1/2 percent of $9.00 = $.675). Therefore, the 
employee's evening shift differential can be detennined as 582.4 hours x 
$.675 or $393.12. 

Annualizing the ti~e worked on the midshift results in the employee 
v.orking 7/25 x 2,080 hours= 582.4 hours. Assuning a scheduled rate of $9.00 
per hour, the employee for midshifts is entitled to a 10 percent night 
differential (10 J?ercent of $9.00 = $.90). Therefore, the midshift 
differential can be determined as 582.4 hours x $.90 = $524.16. 

The employee's total night differential of $917.28 ($393.12 + $524.16) is 
added to the employee's scheduled rate of pay of $18, 720 ($9. 00/hour x 
2,080 hours) to arrive at the employee's rate of basic pay $19,637.28 
($917.28 + $18,720). The employee's rate of basic pay of $19,637.28 is the 
correct rate to use in determini119 the p:-oJ?er step in the GS gra:le at which 
to set the s~ployee's salary when the employee moves to the GS position. 

NOTE: Employees who are excused fran v.ork on a ool iday should be 
considered to have worked whatever shift they would have worked had they 
not been excused. 

4. TCII'AL NIGHT AND ENVIIDNMENTAL DIFFERENTIAL RECEIVED BY A 1\G EMPLOYEE WHO 
MOVES TO A GS l?OSITION. lin employee's most recent canplete cyclic schedule 
mvolves a 35~ay J?erlcd. The employee is actually scheduled to work a total 
of 25 days out of the 35-<lay cycle. The employee v.orks: 

a. Five shifts from 10:00 a.m. to 6:30 p.m. 

b. Seven shifts from 3:00 p.m. to 11:30 p.m. 

c. Six shifts from 8:00 a.m. to 4:30 p.m. 

d. Seven shifts from 11:00 p.m. to 7:30 a.m. 

Night Differential. Of the 25 shifts actually worked, the employee 
worked 7 evening sh1fts, Ml.ich are cc:mp=nsable at the 7 1/2 J?ercent 
differential, and 7 midshifts, which are compensable at d1e 10 percent 
differential. The remaining 11 shifts are v.orked during times when a 
majority of the hours worked did not fall between the hours for which a night 
differential is payable. 

Annualizing the time worked on the evening shift results in the employee 
v.orking 7/25 x 2,080 hours = 582.4 hours. Assuning a scheduled rate of $9.00 
per hour, the employee for evening shifts is entitled to a 7 1/2 percent 
night differential (7 1/2 percent of $9.00 = $.675). TI1erefore, the 
employee's evening shift differential can be determined as 582.4 hours x 
$.675 or $393.12. 
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Annualizing the time worked on the midshift results in the employee 
v.orking 7/25 x 2,080 hours= 582.4 hours. Assuning a scheduled rate of $9.00 
per hours, the employee for midshifts is entitled to a 10 percent night 
differential (10 percent of $9.00 = $.90). Therefore, the midshift 
differential can be determined as 582.4 hours x $.90 = $524.16. 

NOI'E: E.'-nployees who are excused frcm v.ork on a rol iday should be 
considered to have worked whatever shift they v.ould have v.orked had they 
not been excused. 

Environmental Differential. During the 25 shifts actually v.orked, the 
employee was exposed to s1tuations for which a differential is authorized 
under part I, a~ndix J, of FPM Slpplement 532-1 as follows: 

Day Period of Ext:esure Differential .Rate Differential Earned 

tvbnday 8:00 a.m. - 8:30 a.m. 4 .~:Jercent 1 hour at 4 percent 
8:SO a.rn. - 9:00 a.m. 4 _,::ercent 0 (second exposure 

in same hour) 
9:10 	a.m. - 9:15 a.m. 4 percent hour at 25 percent 

(pay for an hour at 
higher rate) 

9:55 a.m. - 10:00 a.m. 25 percent 
10:20 a •.n. - 11:40 a.m. 25 percant 1/2 hours at 

25 percent (paid in 
multiples of 
15 minutes for 
exposure beyond 
1 hour) 

1:00 	p.m.- 1:05 p.m. 4 percent hour at 25 percent 
(see following ) 

1:55 p.m. - 2: 1 0 p.m. 25 percent 15 minutes at 
25 percent 
(Continuation of 
p:-eceding hour)* 

2:14p.m. - 2:20 p.~. 4 p:rcent 1 5 minutes at 
25 percent 

*(Continuation of preceding hour: paid at highest differential rate 
when more than one exposure occurs during a continoous period of 
time. See paragraph 328 of <Xder 3550. 10, Pay .Administration 
(General), for additional clarification). 

Differential earned during this period is based on a total of 1 hour of 
exposure at 4 p:rcent rate, and 4 rours of ext;Osure at 25 percent rate. The 
total nunber of hours worked by the employee during his most recent complete 
cyclic schedule is 8 hours x 25 shifts = 200 hours. 

Annualizing the time v.orked at the rate of 4 percent results in the 
employee v.orking 1/200 x 2,080 hours= 10.4 rours. Similarly, annualizing 
the time v.orked at a rate of 25 percent results in the employee v.orking 4/200 
x 2,080 hours= 41.6 hours. 
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Four percent (differential) x (W"..r10, step 2; on the current regular 
Nonsupervisory Wage Schedule for the area) = cents-per-hour amount to be 
paid. Assuning a scheduled rate of $4.22 per hour, for WG-10, step 2, the 
employee is entitled to a differential amount of $.17 (4 percent of $4.22). 
Similarly, where a 25 percent differential is authorized and assuning a 
scheduled rate of $4.22 per hour for ~10, step 2, the enployee is entitled 
to a differential amount of $1.06 (25 percent of $4.22). 

The employee's environmental shift differential at a differential rate of 
4 percent can be determined as 10.4 hours x $. 17 or $1.77. 'Ihe environmental 
shift differential at a differential rate of 25 percent can be determined as 
41.6 hours x $1.06 or ~44.10. 

The employee's total environmental differential of $45.87 ($44.10 + 
$1.77) is added to tl1e employee's scheduled rate of pay of $18,720 
($9.00/hour x 2,080 hours) plus total night differential of $917.28 ($393.12 
+ 	$524.16) to arrive at the employee's rate of basic pay of $19,683.15 
($45.87 + $917.28 + $18,720). The employee's rate of basic pay of $19,683.15 
is the correct rate to use in determining the proper step in the GS grade at 
which to set the employee's salary when the employee moves to the GS 
position. 
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