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MEMORANDUM FOR
SEE DISTRIBUTION

SUBJECT:
External Standard Operation Procedure E-99-19, Supervisory Pay Differential


(Supersedes previous ESOP dated 17 December 1999)

1. Purpose. This Standard Operating Procedure (SOP) revises procedures for reviewing and processing requests for Supervisory Pay Differentials and Changes to Supervisory Pay Differentials.

2.  Applicability.  This SOP applies to managers, Civilian Personnel Advisory Center (CPAC) Personnel, and West Civilian Personnel Operations Center (WCPOC) personnel.

3.  References: 

a. Part 5 Code of Federal Regulations, Chapter 575, paragraph.4;

b. DOD 1400.25-M, Subchapter 575.4.3, SUBJECT: Recruitment and Relocation Bonuses, Retention Allowances; and Supervisory Differentials, dated December, 1996

c. AR 690-990-2, Book 531, S3 Pay Adjustments for Supervisors, dated 15 April 1985.

4.  Technical Requirements.  In accordance with 5 CFR 575 agencies may grant a supervisory differential to a General Schedule employee who is responsible for providing direct, technical and administrative supervision over the work of one or more civilian employees in positions not covered by the General Schedule.  But for the differential granted, the supervised civilians would be paid more than the supervisor.

5.  Responsibilities: Responsibilities are outlined below in accordance with the references listed in paragraph 3 above. 


a. Manager:



(1) Follows guidance provided by local supervisory differential policies, Army and DoD references listed above, and procedures in this SOP

.
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(2) Approves the differential amount proposed for subordinate supervisor, ensures conditions warranting differential pay continue to be met and that overpayment of the differential does not occur.



(3) Coordinates with the CPAC on actions that are to be forwarded to the WCPOC for processing.


b. CPAC Specialist:



(1) Provides advice and assistance to the manager to include position management advice regarding organization/position restructuring to avoid payment of the differential.  Such advice is required in accordance with Reference 3c listed above.

 (2) Reviews RPAs for completeness and forwards to WCPOC Classification Team through the WCPOC Gatekeeper.  


(3) Provides a copy of any local guidance on this subject to the servicing WCPOC Lead Classification Specialist.  


c. WCPOC Servicing Lead Classification Specialist and/or Classification Specialist:


(1) Provides technical advice to managers and CPAC personnel.


(2) Reviews incoming requests for initial supervisory differential pay or changes to supervisory differential to ensure that the technical requirements described in paragraph 4 are met or, in the latter case continue to be met.  Where requirements are not met, the classifier provides a written advisory opinion on the requested differential.


(3) Reviews the impact of new schedules.


(4) Computes the differential amounts and processes requests in accordance with the SOP and local installation policies and procedures.


d.  The WCPOC servicing Processing Team Leader (PTL) reviews differential computations, codes RPAs and processes the actions or ensures actions are processed.  

6.  Procedures: Responsible parties listed above will follow the procedures described below.

a.  Procedures for New Supervisory Pay Differentials are as follows.


(1)  Manager

(a) Receives request for supervisory differential pay from subordinate supervisor.
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(b) Describes how conditions meet the technical requirements set forth in 5 CFR 575.4 and local procedures to grant the supervisory differential.  Considers changes that impact the supervisor’s or subordinate’s pay, i.e., new pay rates, within-grade increases, pay adjustments. This includes providing written justification for position management decisions related to supervisory differential determinations as well as overrides of advisories classifiers provide to managers.


(c) Approves request and prepares the RPA.  This includes a remark in the RPA Notepad which annotates the differential approval and the percentage of the subordinate’s pay authorized.  Normally the percentage is set to avoid constant change to the differential.  If the highest percentage allowed will more than likely result in constant change to the differential, management may want to consider not granting it.  Once the RPA is complete, the manager forwards the action to the CPAC Specialist.

 (2) CPAC Specialist:


(a) Adheres to local procedures as necessary.

(b) Provides advice and assistance to the manager on the preparation of a supervisory differential package to be forwarded to the WCPOC for processing.

 

(c) Provides position management advisories outlining restructuring options available to avoid the differential.  Works with the manager on any subsequent restructuring determinations made to avoid paying the differential.



(d) Reviews the RPA for accuracy and completeness and forwards it to WCPOC for processing.



(3) WCPOC Position Classification Specialist:



(a) Verifies that technical requirements described in paragraph 4 are met.   New differential requests are nonroutine actions.



(b) Reviews the RPA for completeness.  If technical requirements are met, then the specialist annotates that fact, thus concurring with the management request to grant the supervisory differential.  The classifier will so annotate the RPA in the Notepad.  Using the attached worksheet the classifier will also annotate the differential and total salary amounts in the Notepad and forward the action to the servicing PTL.  The classifier will also provide a hard copy of the worksheet to the PTL along with the employee Official Personnel File (OPF).



(c) If after review, the classifier determines the position does not meet technical requirements, e.g., lack of technical or administrative supervision of the higher paid subordinate, s/he provides the manager an advisory opinion.  The classifier will follow-up with the supervisor every 15 days to ensure the issues are understood and being worked.  
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(4) Upon receipt of the RPA, the servicing PTL will check the supervisory differential amount, will, annotate Blocks 20, 20A, 20B, and 20C of the RPA, and will process the action.  The PTL should also file the action on the left side of the OPF.


b.  Procedures to monitor/manage approved Supervisory Differentials are as follows.



(1) The WCPOC servicing Lead Classification  Specialist


  (a) Retains a listing of serviced employees currently receiving supervisory differential pay.  The Lead Classifier is specifically responsible for retaining the list.



  (b) The Lead Classifier will monitor supervisor and subordinate pay rates monthly to ensure differentials continue to be warranted or to determine if they need adjustment.



  (c) When the Lead Classifier determines that a differential requires adjustment, s/he will notify the manager through the CPAC.   The notification will include the proposed differential pay adjustment changes, and a request that management submit an RPA no later than 10 days prior to the effective date to effect the adjustment.  NOTE:  Actions resulting in termination, reduction, or increase to the supervisory differential are to be effective not later than 30 days after the date which causes the adjustment.  



(d)  Once the RPA is provided, the classifier will annotate the Notepad to add a statement concurring with the differential adjustment.  The classifier will forward the RPA to the Processing Team Leader (PTL) for final execution.


(4) Upon receipt of the RPA, the servicing  PTL will use the information in the RPA Notepad to set the new pay rate, annotate Blocks 20, 20A, 20B, and 20C of the RPA and will process the action.  This includes retroactive adjustments of differential pay prescribed by Labor Agreements requiring retroactive pay adjustments to subordinate pay, e.g., the United Power Trades Organization Labor Agreement.
7.  The proponent for this ESOP is Michelle Mitchell, the WCPOC Classification Proponent.  Please contact her with questions or concerns at commercial (520) 538-0444/DSN 879-0444.

Encl.






Signed MARY M. RODRIGUEZ
Director, West Civilian Personnel 

  Operations Center

DISTRIBUTION:

CPO, Fort Huachuca, ATTN: ATZS-CP 

CPO, Yuma Proving Ground, ATTN: STEYP-CS-CP 

CPO, Sierra Army Depot, ATTN: SIOSI-CP 

CPO, Fort Irwin, ATTN: ADZJ-CP CPO 

CPO, POM DLI, ATTN: ATZP-CPO 

CPO, COE, South Pacific Division, ATTN: CESPD-HR 

CPO, White Sands Missile Range, ATTN: STEWS-RM-H 

CPO, COE Northwest Division, ATTN: CENWD-NP-HR 

CPO, COE, Portland District, ATTN: CENWP-HR

CPO, Tooele Army Depot, ATTN: SIOTE-RSH 

CPO, Dugway Proving Ground, ATTN: STEDP-DBO-PCA-RP 

CPO, COE, Seattle, ATTN: CENWS-HR 

CPO, Fort Lewis ATTN, I Corps: AAFZH-CP, 

CPO, COE, Walla Walla, ATTN: Personnel Officer

CPAC, Fort Bliss

CPAC, COE, Omaha

CPAC, Corpus Christi Army Depot

CPAC, Fort Hood

CPAC, COE, Kansas City

Chief, Customer-Focused Division I

Chief, Customer-Focused Division II

Chief, Information Services Division

Chief, Management Support Office
SUPERVISORY DIFFERENTIAL PAY COMPUTATION FORM

Purpose:  The purpose of this form is to determine basic eligibility for Supervisory Differential pay and to determine the amount payable based on management’s request.


a. Basic Eligibility Determination:  Classifiers will validate that the supervisor in question provides both technical and administrative supervision over the highest paid wage grade subordinate.  These examples should be attached to this form and retained on the left side of the Official Personnel File with this form if they are not outlined on the installation’s original request/RPA.


(1) Step 1:  Compare the Supervisor’s Continuing Pay as defined in 5 CFR 575.405(c) to the Continuing Pay of the highest paid FWS subordinate (as defined in 5 CFR 575.405(d).

(a)
Supervisor’s Continuing Pay

(Includes Basic Pay, Retained Pay, Locality Pay

and Staffing or Retention Allowances; EXCLUDES


other Premium Pay)





$_________










     (1)(a)

(b)
Employee’s Continuing Pay


(Includes Basic Pay, EXCLUDES Retained Pay


and Premium Pay)


$________ x 2087


 (Hrly Rate)






$_________










    (1)(b)

If (1)(b) is greater than (1)(a), then the supervisor is eligible for supervisory differential.


b.  Differential Amount Computation:

(1) Multiply the employee’s continuing pay {(1)(b) above} by 1.03 when management requests the maximum amount payable amount.  Use 1.02 or 1.01 for a 2% or 1% differential amounts.


_________x 1.03

=



$________


 a (1)(b)






     b (1)

(2)  Subtract the Supervisor’s Continuing pay a (1)(a) from the resulting figure:



__________
-
_________

=
$________



  b(1)


 a (1)(a)



  Diff. Amt.b (2)

c.  Add the Differential Amount {b (2)} to {(1)(a)} for the total pay that reflects a 3% differential.  Code b (2) to block 20D on the RPA.  



_______________________________________________




(Classifier Signature & Date)
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