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 TC "PURPOSE" \f C \l "1" PURPOSE 

This Personnel Letter – 
· Describes the requirements and procedures for using the superior qualifications or the special needs pay-setting authority to set a newly appointed General Schedule (GS) employee’s starting rate of pay above the minimum rate established for the grade level of the position to which appointed.

PURPOSE OF REVISION
· Updates terminology to conform to current regulations;

· Updates factors to be considered in setting the rate of pay to conform to current regulations;

· Adds program evaluation guidelines and procedures to comply with regulatory requirements;
· Establishes a standardized worksheet for justifying and approving the use of Superior Qualifications or Special Needs Pay-Setting Authority and the rate of pay to be established;
· Revises Authorities and Responsibilities to delegate approval/disapproval authority for the business case to the first SES level within organizations (e.g., Executive Vice Presidents, Vice Presidents, Deputy Administrator, and Chief Operating Officer) and compliance review and final approval/disapproval to the CHCO or his/her delegate;
· Replaces PL 531-2  dated March 19, 2008
 TC "POLICY SUMMARY" \f C \l "1" POLICY SUMMARY
The Bonneville Power Administration (BPA) may set the payable rate of basic pay for a newly appointed GS (annual) employee at a rate above the minimum (step 1) but not higher than the tenth step of the highest applicable rate range for the employee’s position of record based on superior qualifications possessed by the candidate or a special agency need for the candidate’s services.  Use of this flexibility must be justified and documented in writing in accordance with the procedures and requirements in this Letter.  
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 TC "I.  DEFINITIONS" \f C \l "1" I. 
DEFINITIONS

Advanced Rate

A payable rate of basic pay above the minimum established for the GS grade of a position (a rate above step 1, but no greater than step 10).
Agency Workforce Plan
BPA’s strategic approach to human capital planning that is based on risk analysis and mitigation.  The plan provides focus and direction to Human Capital Management (HCM) strategies and enables BPA to have the right number of people with the right competencies in the right positions at the right time to successfully achieve its business objectives.

Competencies
The knowledge, skills and abilities (KSAs), behaviors, and other characteristics an individual needs to perform the duties of a position.

Highest Applicable Rate Range
The rate range applicable to a GS employee based on a given position of record and official worksite that provides the highest rates of basic pay, excluding any retained rates.  For example a rate range of special rates may exceed an applicable locality rate range.  In some cases, the highest applicable rate range may consist of two types of pay rates from different pay schedules (see 5 CFR 531.203).
Minimum Qualification Requirements
The minimum education, experience, and other requirements needed to be considered basically qualified for a position.
Minimum Rate
The lowest payable rate of basic pay in the rate range for a position (generally step 1). 
Rate of Basic Pay
The rate of pay fixed by law or administrative action for the position held by a GS employee before any deductions and including a GS rate, a special rate, a LEO special base rate, a locality rate, a retained rate, but exclusive of additional pay of any other kind.
Recruitment Incentive
A monetary incentive paid either as a lump sum or through periodic installments, or a combination of both to a newly appointed employee when needed to attract highly qualified candidates/employees to positions that are difficult to fill.
 TC "II.  RESPONSIBILITIES" \f C \l "1" II. RESPONSIBILITIES

A.  Selecting Officials:

1. Interview and conduct initial salary discussions with prospective employees.
2. Recommend pay setting based on superior qualifications or special needs, prepare required documentation to support the request, and as appropriate, submit it through the next higher levels of management for review and/or concurrence and then to the approving official.
B. Executive Vice Presidents and Vice Presidents:

1. Approve/disapprove requests to set pay above the minimum rate based on superior qualifications or special needs for prospective employees for GS positions in their respective organizations.  If the Executive Vice President would be the immediate supervisor of the employee, the Chief Operating Officer or Deputy Administrator, as the next higher executive, must approve/disapprove the request.  If the Vice President would be the immediate supervisor of the employee, a Senior Vice President must approve/disapprove the request. 
C. Deputy Administrator and Chief Operating Officer (COO):

1. Approve/disapprove requests to set pay above the minimum rate based on superior qualifications or special needs for prospective employees for GS positions in their respective organizations when the manager of the organization that reports directly to them is not a Senior/Executive Vice President or Vice President.  If the Deputy Administrator or Chief Operating would be the immediate supervisor of the employee, the Chief Executive Officer (BPA Administrator) must approve/disapprove the request.
D.  Chief Human Capital Officer or his/her delegate:
1.
Develops policies and procedures for use of Superior Qualifications and Special Needs Pay-Setting Authority.
2. Evaluates the use and effectiveness of Superior Qualifications and Special Needs Pay-Setting Authority.
3. Provides advice to Selecting Officials on the appropriate use of Superior Qualifications and Special Needs Pay-Setting Authority and on the preparation of required documentation.

4. Performs regulatory and policy compliance review and serves as final approving official for all Superior Qualifications and Special Needs Pay-Setting requests.
5. Extends final employment offers to prospective employees that include final salary offers based on Superior Qualifications or Special Needs pay-setting.

 TC "III.  COVERAGE" \f C \l "1" III. COVERAGE

A.  The provisions of this Letter apply to pay-setting for BPA General Schedule positions, GS-1 through 15. 
B.
The provisions of this Letter do not apply to pay-setting for BPA hourly, Senior Executive Service, or Executive Level positions, or any other non-General Schedule positions.
 TC "IV.  BPA POLICY" \f C \l "1" IV. BPA POLICY
A. Offers of employment should normally be made at the minimum rate (step 1) of a position’s grade. Offer of an advanced rate should not be used when a candidate is likely to accept a position at the minimum rate. 
B.  Superior Qualifications and Special Needs pay-setting authority is one of a number of flexibilities that is intended to address problems in recruiting highly qualified employees.  Granting an advanced rate of pay based on this authority should not be considered routine.  Decision-making should give consideration to the on-going impact on Agency salary outlays as well as fairness and equity in compensation for employees in similar positions, with similar responsibilities, and with similar knowledge and skills.

C. Consideration should be given to use of other flexibilities, such as a recruitment incentive, as a means of securing high quality candidates.  In rare cases, both a recruitment incentive and an advanced rate of pay may be appropriate.
D. The flexibility selected should be that which is most economical in the long-term and is sufficient to secure acceptance of the employment offer. 

E.  A Selecting Official may not make a firm salary commitment to a candidate and the advanced rate must be approved prior to the formal job offer and the candidate’s appointment.  
 TC "V.  REQUIREMENTS" \f C \l "1" V. REQUIREMENTS
A.  GENERAL

1.  
BPA may use the Superior Qualifications or the Special Needs pay-setting        authority to set the rate of pay for a GS employee upon:



a. First appointment as a civilian employee of the Federal government; or,




b. Reappointment to a position after a 90 day break-in-service from the last period of civilian employment with the Federal government.

2. 
A 90 day break is not required when reappointment is immediately following civilian employment with the Federal government under any of the following:



a. A time-limited or non-permanent appointment in the competitive or excepted service, excluding a Schedule C appointment;


b. An appointment as an expert or consultant;



c. A provisional appointment; or



d. Appointment under the Student Career Experience Program.

B.  CONSIDERATION OF OTHER RECRUITMENT INCENTIVES


1. 

In deciding whether to use Superior Qualifications or Special Needs pay-setting authority and the level (step) at which to set the employee’s pay upon appointment, consideration must be given to authorizing a recruitment incentive in lieu of setting pay at an advanced rate.  


2. 
In rare cases, an advanced rate based on Superior Qualifications or Special Needs and a recruitment incentive may be given (see Personnel Letter 575-2 for requirements pertaining to Recruitment Incentives).



3. 
As outlined in Paragraph F of this Section, the written justification for use of this authority must specifically address why it was used in lieu of a recruitment incentive or in addition to a recruitment incentive. 
C.  SUPERIOR QUALIFICATIONS DETERMINATIONS


1.  
A superior qualifications determination must be based on the level, type, or quality of a candidate’s skills or competencies that have been obtained or demonstrated through:

· Experience and/or education,
· The quality or superiority of the candidate’s accomplishments compared to  others in the field, and/or 
· Other factors that would support a superior qualifications determination.

2. 

The candidate’s skills, competencies, experience, education, and/or accomplishments must be relevant to the requirements of the position to be filled.  These qualities must be significantly higher than that needed to meet the minimum qualification requirements for the position and/or be of a more specialized quality when compared to other candidates.  For example, the candidate’s scores on all ranking factors or a majority of them should be at the highest possible quality level.


D.  SPECIAL NEEDS DETERMINATIONS


1. 

A “special needs” basis for setting a candidate’s pay at an advanced rate is based on determination that the candidate possesses the type, level, or quality of skills, competencies, and experiences that are essential to accomplishing an important agency mission, goal, or program activity.  


2. 
The candidate’s overall qualifications may not meet the “superior qualifications” test, however the candidate may:

· Be especially well suited for a unique BPA function or project;

· Have qualifications that are too specialized to be meaningfully compared to the standard qualifications or those possessed by others in the candidate pool; or, 

· Possess unique skills and capabilities are hard to find or in high demand in the area where the position is located.

E. 
DETERMINING THE RATE OF PAY

1. The rate of pay may be set at any step within the highest applicable rate range for the position of record to which appointed, not to exceed the tenth step.



2. The rate of pay selected should be only as high as needed to attract the candidate who offers the best available talent and expertise at the most reasonable cost to BPA.  A “reasonable cost” means one that BPA can afford and that allows BPA to maintain equitable pay structures.

3. One or more of the following factors must be considered in determining the rate (step) at which to set pay:

a. 
The level, type, or quality of the candidate’s skills or competencies



b. 
The candidate’s existing salary, recent salary history, or salary documented in a competing job offer (taking into account the location where the salary was or would be earned and comparing it to payable rates of basic pay in the same location).


c. 
Significant disparities between Federal and non-Federal salaries for the skills and competencies required in the position to be filled




d. 
Existing labor market conditions and employment trends, including the availability and quality of candidates for the same or similar positions




e. 
The success of recent efforts to recruit candidates for the same or similar positions




f. 
Recent turnover in the same or similar positions


g.
The importance/criticality of the position to be filled and the effect on the agency if it is not filled or there is a delay in filling it



h. The desirability of the geographic location, duties, and/or work environment associated with the position




i. 
Agency workforce needs as documented in BPA’s Workforce Plan, and/or




j. 
Other relevant factors, such as additional compensation the candidate currently receives in the form of bonuses, overtime pay, regularly scheduled salary increases, and other incentives.  Consideration should also be given to internal pay equity, budget, and previous use of this authority in similar situations with candidates with similar qualifications, credentials, competencies and/or specialized skills. 

F. DOCUMENTATION

1. Each superior qualifications or special needs pay-setting determination must be supported by documentation that specifically addresses:



a. 
The superior qualifications of the candidate in accordance with the criteria in Section C. or the special needs of the agency that the candidate fulfills in accordance with the criteria in Section D. ; and,

b. An explanation of the factors in Section E.3 that were used to justify the rate at which pay is to be set.  The documentation must explain how the factors directly relate to the rate of pay selected and must include supporting documentation (i.e. statistical data, documentation of the selectee’s current salary, job offers, etc.); and,


c. 
The reasons for setting pay at the advanced rate rather than or in addition to a recruitment incentive.


2. Each determination must be documented on Attachment A and be approved by the appropriate official in accordance with Section II “Responsibilities.”
 TC "VI.  PROCEDURES" \f C \l "1" VI. PROCEDURES


A. 
The selecting official conducts the initial discussion with the prospective employee and gathers relevant information about the candidate’s qualifications, existing compensation, salary requirements, and other relevant information.  The prospective employee may be informed that approval of an advanced rate of pay will be requested.  A firm offer may not be made.  The prospective employee must be cautioned against resigning from or otherwise terminating current employment or turning down a firm offer of other employment until a firm employment offer with or without the advanced rate of pay is made by BPA.

B. 
The selecting official is responsible for initiating a written request to set a prospective employee’s pay using the Superior Qualifications or Special Needs pay-setting authority by completing all required data on Attachment A, “Request and Justification for Superior Qualifications or Special Needs Pay-Setting Authority.”
C. 
The selecting official submits the completed request for Superior Qualifications or Special Needs Pay-Setting, along with all documentation through appropriate reviewing/concurring officials, to the designated approving official who will determine if a sufficient business case has been made. 
D. 
The designated approving official reviews and approves or disapproves the selecting official’s request and justification and forwards the request and all documentation to the HCM Talent Acquisition Manager for final approval.  The Talent Acquisition Manager’s final approval to set pay using the Superior Qualifications or Special Needs Pay Authority and the specific rate (step) at which pay is to be set must be documented before the prospective employee is formally offered the position and before entry on duty in the position.

E. 
The Talent Acquisition Manager completes the regulatory and policy compliance review and approves/disapproves the request, documents his/her determination on the “Request and Justification for Superior Qualifications or Special Needs Pay Setting Authority,” and notifies the requestor by returning the approved/disapproved request within 24 hours of receipt. 

F. 
The selecting official submits the “Request and Justification for Superior Qualifications or Special Needs Pay Setting Authority” along with other selection documents to the HCM Talent and Acquisition Recruiting and Staffing Advisor (RSA).
G. 
The RSA extends the employment offer to the prospective employee and notifies him/her of the rate of pay being offered.

H. 
HCM maintains records of Superior Qualifications or Special Needs Pay Setting sufficient to allow full reconstruction of the action.  A completed “Request and Justification for Superior Qualifications or Special Needs Pay Setting Authority” and all associated documentation is to be retained and filed on the left side of the selected employee’s Official Personnel Folder (OPF).

 TC "VII. PROGRAM EVALUATION" \f C \l "1" VII. PROGRAM EVALUATION

A. Use of the authority in this Personnel Letter shall be reviewed annually by the CHCO.  The HCM staff will consolidate the statistical information regarding the extent to which this authority has been used during the previous calendar year, the pay rates established (in terms of grade, step, and annual salary) and demographic information on occupations, duty stations, disability, and race and gender.  The CHCO will also identify any operational problems encountered in administering the provisions of this Personnel Letter and will present the report to the COO no later than March 31st of each year.  Senior and executive vice presidents and vice presidents will be provided an extract of the report for their specific organizations so that they may monitor the use of this authority within their organizations.
 TC "VIII.  REFERENCES" \f C \l "1" VIII. REFERENCES


1.  5 CFR, Part 531, Subpart B, Determining Rate of Basic Pay
2.  Personnel Letter 575-2, Recruitment Incentives and Relocation Incentives for Annual Employees

Roy B. Fox

Chief Human Capital Officer

Attachments (1)

Attachment A:  Request and Justification for Superior Qualifications or Special Needs Pay-Setting Authority

 TC "Attachment A- Request and Justification for Superior Qualifications or Special Needs Pay Setting Authority" \f C \l "1" Attachment A
REQUEST AND JUSTIFICATION FOR SUPERIOR QUALIFICATIONS OR SPECIAL NEEDS PAY-SETTING AUTHORITY

IMPORTANT NOTES: 

The purpose of this worksheet is to provide a standardized means for BPA managers/supervisors to document, evaluate, and decide upon the appropriateness of using the Superior Qualifications or Special Needs Pay-Setting Authority and the rate (step) at which pay should be set. 
IDENTIFYING INFORMATION 
	1. Candidate’s Name:


	2. Organization of position:



	3. Position Title, Series, Grade:


	4.  Recommended Step and Salary:



	5. Vacancy Announcement No.:


	6.  Number of Highly or Well Qualified Candidates on the Selection Certification (if applicable):




BUSINESS CASE DETERMINATION FOR SETTING PAY AT AN ADVANCED RATE BASED UPON SUPERIOR QUALIFICATIONS OR SPECIAL NEEDS 
	7. Basis for Request  (select one or more from A or B but not both)


	7A. Superior Qualifications:  The candidate’s skills, competencies, experience, education, and/or accomplishments must be relevant to the position to be filled.  These qualities must be significantly higher than that needed to be minimally qualified for the position and/or be of a more specialized quality compared to other candidates. (Check one or more and provide a narrative description of candidate’s superior qualifications in Section 7C.  The narrative must be tied to position requirements.  If there were one or more other well or highly qualified candidates on the referral list, compare this candidate’s level of qualification to the others. Refer to all other candidates as “Candidate A, B, C” etc )

□ The level, type, or quality of the candidate’s experience and/or education demonstrates superior skills and competencies;

□ The quality of the candidate’s accomplishments is superior to when compared to others in the field or others in the candidate pool;

□ Other factors (describe in narrative in 7c.)


	7B.  Special Needs:  The candidate’s skills, competencies, experience, or other qualities must be relevant to the position to be filled and essential to accomplishing an important agency mission, goal, or program activity; or, the candidate meets agency workforce needs, as documented in the Agency Workforce Plan. (Check one or more and provide a narrative description of how candidate fulfills special agency needs in Section 7C.  Narrative must be tied to position requirements and BPA’s mission, goals, and/or a project or program).

□ The candidate has unique and specialized skills especially well suited for a unique BPA function or project;

□ A superior qualifications determination is not applicable because the candidate’s qualifications are too specialized to be meaningfully compared to standard qualifications or those possessed by others    in the candidate pool;

□ The candidate possesses unique skills and capabilities that are difficult to find or are in high demand in the geographic area in which the position is located.

□ The candidate meets a special need identified in the Agency Workforce Plan.



	7C. Supporting Narrative for Superior Qualifications or Special Needs Determination (attach extra pages if needed – clearly number each item):

 


	7D. Recruitment Incentive:  Explain why a recruitment incentive is not being offered in lieu of an advanced rate of pay or why an advanced rate of pay is  being offered in addition to a recruitment incentive.  (See PL 575-2 for information on Recruitment Incentives).

	7D. Supporting Narrative regarding Recruitment Incentive (attach extra pages if needed and clearly number this item:



	8. Pay Rate Determination (check all that apply in determining the rate at which to set pay and provide narrative justification in Section 9 for each factor selected as indicated – attach extra pages as needed and clearly number each item.)



	a. □ The level, type, and/or quality of the candidate’s skills and competencies are significantly higher than those expected upon initial entry into the position; (Describe how candidate’s skills and competencies are significantly higher than expected and relate to recommended rate of pay).

	b. □   The candidate’s existing salary is:          $_____________________; 

    □   The candidate’s recent salary history is $_________________________________________;     
    □   The candidate has received a competing job offer:    $______________________   Location:__________________________
           (attach evidence of current salary, salary history, and/or competing job offer)



	c. □ There is a significant discrepancy between Federal and non-Federal salaries for the skills and competencies required.

         Salary Range for equivalent non-Federal jobs: $ _______________________

         Source of Data: ________________________________________________

         

	d.  □  Labor Market Conditions and employment trends:  (describe the availability and quality of candidates for the same or similar positions in the same location as position being filled and how this relates to recommended rate of pay)



	e. □   The success of recent efforts to recruit candidates for the same or similar positions (describe recent experiences - e.g. within the last 6 months to 1 year - in recruiting and filling this position or similar positions  and how this relates to recommended rate of pay; address number and quality of candidates in past efforts)  



	f. □ Turnover (describe any issues with turnover for the position being filled or similar positions and how that relates to the recommended rate of pay)  



	g. □  The importance/criticality of the position to be filled and the effect on the agency if it is not filled or there is a delay in filling it (describe the criticality of this position tied to agency or organizational programs and priorities and how it relates to the recommended rate of pay) 


	h. □  The desirability of the geographic location, duties, and/or work environment associated with the position (provide a narrative addressing factors other than compensation/labor market and how it relates to the recommended rate of pay)

	i. □  Agency Workforce Needs (describe how the candidate fulfills needs documented in the in the Agency Workforce Plan and how it relates to the recommended rate of pay)






               

	j. □   Other Factors:  (provide a narrative addressing other relevant factors considered in setting the rate of pay for this candidate.


	9. PAY RATE DETERMINATION NARRATIVE JUSTIFY EACH FACTOR SELECTED IN 8 (attach extra pages if needed, clearly number each item):



	


SELECTING OFFICIAL

	______________________________________________________________________________

Signature of Selecting Official                                          Organization Code                Date


REVIEWING/CONCURRING OFFICIAL(S) RECOMMENDATION
(At each organizational level between Selecting Official and Approving Official)
	I HAVE REVIEWED THE SELECTING OFFICIAL’S  JUSTIFICATION FOR AN ADVANCED RATE OF PAY AND RECOMMEND  THE FOLLOWING ACTION:

	□ APPROVE
	□ DISAPPROVE

	______________________________________________________________________________

1st Reviewer Signature                                                              Organization Code                  Date                                                                                                      


	□ APPROVE
	□ DISAPPROVE

	_____________________________________________________________________________________                         2nd Reviewer Signature, if required                                   Organization Code                   Date                                                                          


	□ APPROVE
	□ DISAPPROVE

	_____________________________________________________________________________________                  3rd  Reviewer Signature, if required                                   Organization Code                   Date                                                                          



APPROVING OFFICIAL DETERMINATION
(May not approve for a direct report – must elevate to next higher management level)
	I HAVE REVIEWED THE SELECTING OFFICIAL’S  BUSINESS CASE JUSTIFICATION AND DETERMINE THE FOLLOWING ACTION:

	□ APPROVE
	□ DISAPPROVE

	_____________________________________________________________________________________        Signature of Approving Official                                                Organization Code                Date                                                          



FINAL APPROVAL 

	I HAVE REVIEWED THE DOCUMENTATION OF THE SUBMITTING/REVIEWING/APPROVING OFFICIALS FOR REGULATORY AND POLICY COMPLIANCE AS REFLECTED IN POLICY LETTER 531-2 AND HAVE ARRIVED AT THE FOLLOWING DECISION:

	□ APPROVE
	□ DISAPPROVE

	_____________________________________________________________________________________                                                                            

 Signature of Talent Acquisition Manager                               Organization Code               Date                                                                            
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