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CHAPTER 2

EMPLOYMENT, PLACEMENT AND PAY

SECTION 201  SELECTION OF SALARY AND WAGE RATES

1.  Purpose.  To establish policy and procedures on the use of the highest previous rate and superior qualification provision for setting civilian salary and wages.

2.  Definitions
     a.  Highest previous rate is the highest rate of basic pay previously paid to a person while employed in a position in a branch of the Federal Government (executive, legislative, or judicial), a government corporation, the United States Postal Service/Postal Rate Commission, or the government of the District of Columbia, regardless of whether or not the position was subject to the wage rate schedules or to the General Schedule.

     b.  Rate of basic pay is the rate of pay fixed by law or administrative action for the position held by an employee before any deductions and exclusive of additional pay of any kind.

     c.  In-hire rate based on superior qualifications is the rate above the minimum rate of the appropriate General Schedule when justified by the selectee’s superior qualifications.

3.  Background.  In accordance with CPIs 531 and 532-1, it is the Department of the Navy’s policy not to use a step above the minimum step required by law or regulation unless it is in the interest of the government to authorized an exception.  In no case will there be an “automatic” placement in the highest permissible rate; i.e., management must first review the rate to be set in light of the needs of the command by assessing the quality of the employee, equity among employees, availability of funds, and selectee’s superior qualifications.

4.  Policy
     a. Highest Previous Rate
        (1) It is the policy of the Command that where a step above the minimum rate is permissible, such a rate will be authorized only after the following factors have been considered:

            (a) The amount and recency of the selectee’s experience, education and training that are directly related to the requirements of the position.

            (b) The quality of the selectee as judged by appraisals, ratings, awards and recommendations received, etc.

            (c) Morale factors, such as, internal alignment and equity among employees, supervisory pay relationship, etc.

            (d) Needs of the command.

            (e) Availability of funds.

        (2) This policy does not apply to appointments of Department of Defense (DOD) employees who are separated or scheduled to be separated by Reduction in Force (RIF) or failure to accompany a function, where, as an exception to paragraph 3 above, application of the highest previous rate is mandatory.

        (3) This policy also does not apply to employees being reassigned under management directed reassignment or RIF procedures.  These employees will be reassigned at their current rate of pay.  All other employees who are subject to highest previous rate provisions will be advised of the rate at which their pay may be set when a reassignment offer is made.

        (4) Unless otherwise excluded, the highest previous rate may be based on a rate received under an appointment of 90 days or more or for a continuous period of 90 days under one or more appointments without a break in service, or a temporary promotion of one year or more.  For temporary promotions of one year or more, highest previous rate may be used to reset an employee’s pay at his/her permanent grade upon return from a temporary promotion.

        (5) Highest previous rate may not be based on:

            (a) Service under a supervisory/managerial probationary period when the employee fails to complete the probationary period; or

            (b) A special rate in a reassignment to a non-special rate position in the same agency, unless the special rate of pay is the employee’s current rate of pay and the official designated to make such determinations finds that the need for the services of the employees, and his or her contribution to the program of the agency, will be greater in the position to which he or she is being reassigned.

     b.  Superior Qualifications Appointments

         (1) May be made by new appointment or by reappointment of a candidate with at least 90 days calendar days break in service from the last period of Federal employment or employment with the District of Columbia (other than).  

            (a) Employment in a cooperative work-study program under a Schedule B authority (Student Career Employment Program).

            (b) Employment which is neither full-time employment nor the principle employment of the candidate.

         (2) Before considering a superior qualifications appointment, an agency must consider the possibility of offering a recruitment bonus under 5 CFR 575.

         (3) Documentation must be established to allow reconstruction of a superior qualifications appointment.  Documentation must include:

            (a) The superior qualifications of the individual or special need of the agency that justified use of this authority.

            (b) The factors considered in determining individual’s existing rate of pay and the reason for getting pay at a rate higher than that needed to match existing pay.

            (c) Reason for authorizing an advanced rate of pay instead of or in addition to a recruitment bonus.    

5.  Responsibilities
     a. Highest Previous Rate
        (1) Human Resources Service Center, Pacific Region (RSC PR) will:

            (a) Determine for each new employee (except as indicated in paragraphs 4b and 4c above) the minimum salary rate required by law or regulations.

            (b) Where appropriate, determine the higher permissible rate based on the highest previous rate or superior qualification appointment provisions.

            (c) Provide the information to the selecting official.

            (d) Maintain sufficient documentation to allow reconstruction of the action taken in each case.  The records must document the method by which the appropriate level of pay was determined.

        (2) The selecting official will:

            (a) Ensure that pay rates are set in accordance with the policy set forth above.

            (b) If the selectee is eligible for a pay rate above the minimum step and if the higher rate is being recommended, forward applicable selection documents with a written justification to HRSC PR for processing.

     b. Superior Qualifications Appointments.  The selecting official will provide a memo to HRO showing justification for superior qualifications appointment addressing requirements in paragraph 4b(3).
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