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ISSUING OFFICE: OAM, PMB

APPOINTMENTS ABOVE THE MINIMUM

TOPIC:

Appointments Above the Minimum

PURPOSE:

To establish requirements and procedures for developing and approving    appointments above the minimum salary rate of the appropriate grade because of superior qualifications or a special need of the agency for a candidate(s services.

REFERENCE:
(
5 USC 5333, (Minimum Rate for New Appointments(
(
5 CFR 531, Subpart B, (Determining Rate of Basic Pay(
(
HHS Instruction 338-2, (Appointments Above the Minimum Rate(
COVERAGE:
Temporary or permanent competitive positions at GS-15 or below for candidates who are not currently Federal employees.  Former Federal employees may qualify for an appointment above the minimum rate because of superior qualifications if they meet the requirements in 5 CFR 531, Subpart B.  These procedures do not apply to members of the Senior Executive Service, Federal Wage System employees, or Special Experts unless the Expert has a 90 day break in service.    
POLICY:
It is the policy of the Office of Research Services (ORS) to grant appointments above Step 1 of the appropriate grade, when warranted.  Appointments are based on the candidate(s unique or superior qualifications and current earnings.  This authority provides management with greater flexibility in recruiting top quality candidates having superior qualifications or because of special needs of the agency for a candidate(s services.  Appointments made under this authority must be based upon any one of the following:

(
A written competing non-Federal offer of employment.

(
A match of the candidate(s current base salary.

(
An approved salary survey.

(
Any other conditions such as matching salary and fringe benefits.

Approval for superior qualifications must be obtained prior to an appointment and cannot be made retroactive.  Similarly, offers of employment cannot be made without the  concurrence of the ORS Personnel Management Branch to ensure compliance with regulatory requirements.

PROCEDURES:
A.
The Branch Chief requesting an appointment above the minimum will provide a written analysis of the superior qualifications and/or the unique need the organization has for the candidate(s services.  The written analysis will be in the form of a requesting memorandum to the Division Director with a concurrence line for the servicing Personnel Management Specialist (PMS).  The memorandum must address the following points and attach the requested documentation:

1.
A  description of the superior qualifications of the individual selected or the special need of the program.

2.
The rate of pay proposed and the basis for proposal.

3.
The type and scope of recruitment efforts.

4.
The qualifications of the selectee compared to the qualifications of other qualified candidates.

5.
A signed copy of the selectee(s SF-171, OF-612, resume, or CV.

6.
Current salary, benefits, and/or competing offer verification documents (i.e., Earnings and Leave Statement, offer letter on company letterhead).  Any appropriate checklists should also be included (i.e., Fringe Benefits Comparison Checklist).

7.
Position description and OF-8.

8.
Copy of SF-39, Certificate of Eligibility, if appointment is being made by and OPM/NIH register.  

B.
The Branch Chief sends the memorandum to the servicing PMS for concurrence.  The PMS signs the memorandum and forwards it to the appropriate Division Director for signature.  If the PMS does not concur, the request is returned to the requesting Branch Chief with an explanation for the non-concurrence.

C.
The Division Director will sign the memorandum and send one copy to the Administrative Officer and the original to the servicing PMS.  If the Division Director does not concur, the request is returned to the requesting Branch Chief with appropriate instructions.

D.
When the PMS receives the approved request from the Division Director, an offer of employment is extended to the candidate.

QUESTIONS:
Contact your appropriate servicing Personnel Management Specialist, 


PMB, at 2-1528.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.

