              HQS HUMAN RESOURCES MANAGEMENT DIVISION

                          STANDARD OPERATING PROCEDURE

Activity:  Superior Qualifications Appointments

Responsible Branch:  Headquarters Operations Branch

Purpose:  This instruction describes the NASA Headquarters policy,

                  responsibilities, delegations of authority, and requirements for

                  requesting, reviewing, and approving superior qualifications

                  appointments at NASA Headquarters

Effective Date:
Authority:  5 USC 5333; 5 CFR 531.201; NPG 3300.1; NPG 3530.1

Applicability:  All new civil service appointments or reappointments

                        at NASA Headquarters (except those in the Office of

                        the Inspector General)

INTRODUCTION:
NASA has the authority to appoint individuals in GS positions at a rate above the minimum rate of the grade where appropriate because of their superior qualifications or a special need of the Agency for the candidate’s services.  This authority may not be used to circumvent other restrictions, such as the reduction-in-retired-pay provisions or appropriations act restrictions on the use of appropriated funds.

DEFINITION:
A superior qualifications appointment is a civil service appointment or reappointment made at a rate above step 1 of the appropriate General Schedule grade because of the superior qualifications of the candidate or a special need of the agency for the candidate’s services.

ELIGIBILITY:
Civil service appointees at grades GS-15 or below.

CRITERIA:
Generally, appointments and reappointments are made at the minimum rate for the grade of each position.  On rare occasions, a selectee for a NASA Headquarters position may be the most desirable candidate, may possess qualifications clearly superior to other competitors for the position, and may be earning a salary above the minimum rate of the grade for the vacant position.  

In determining the individual’s existing pay, actual earnings include the candidate’s salary from his/her present position and from any outside employment that forms a regular, continuing portion of the candidate’s total income, and that the candidate will not be able to continue as a Federal employee; bonuses received on a regular basis; current firm offers of salary increase or other employment; and fringe benefits that are substantially superior to those offered by the Government.  Actual earnings do not include earnings from a single contract or consulting assignment that are significantly higher than the candidate’s previous pay or other current offers; or income, such as military retired pay forfeited under the dual compensation law, which the Agency is barred from matching by law or Executive Order.  Earnings must be based on paid employment and must reflect compensation over a 12 month period (i.e., a

9 month teacher’s salary may not be “projected” to derive a 12 month salary; nor may an hourly rate for part-time or intermittent employment be projected to cover a full-time schedule).

If a superior candidate rejects a position offer because the minimum salary rate is below his/her current salary, the selecting official may either select the next candidate or seek approval for a superior qualifications appointment for the original selectee.  NOTE:  SELECTING OFFICIALS MAY NEVER MAKE OFFERS OF A HIGHER SALARY RATE.
DELEGATIONS OF AUTHORITY:

Authority to approve appointments to GS positions at a rate above the minimum rate of the grade because of the candidate’s superior qualifications is delegated to the Director, Headquarters Human Resources Management Division.

Superior qualifications appointments requested due to a special need of the agency require the written approval of the Associate Administrator for Human Resources and Education, Code F.

DOCUMENTATION REQUIRED WITH REQUEST:
Requests for superior qualifications appointments must include the following information in sufficient detail, and with record evidence as necessary:

1. Proof of qualifications:

a. Describe how the candidate’s qualifications are superior to those

of the competitors, including special skills, knowledge, unique work, research or academic experiences others may not possess.  For special needs of the agency requests, describe how those special needs will be met by the superior qualifications appointment.   

b. Describe the impact on the organization’s mission or the special

needs of the agency if the particular candidate is not granted a

superior qualifications appointment.

c. Describe the difficulty in attracting a similarly qualified candidate

in the available resource market, if not for a superior qualifications

appointment

d. Describe efforts to offer a recruitment bonus, and why it was not

acceptable.

2. Proof of higher-than-minimum salary:

a. Provide evidence of salary for the past 12 months.  Include company

benefits, health/life insurance, 401k company contributions, bonuses, allowances and stipends.  Leave and earnings statements, as well as W-2 forms and/or Federal tax records are acceptable evidence.

b. Explain why only a specific salary rate above the minimum is

acceptable to the selectee.

PROCEDURES:
1. Code CP staff will make the formal offer of the position, with minimum salary

rate, to the selectee.  If the selectee rejects the offer due to the minimum salary rate, Code CP will notify the selecting official.

2. In consultation with Code CP, the selecting official should consider a 

recruitment bonus as an incentive to get the selectee to accept the position; Code CP will make the new offer to the selectee.

3. If the offer of a recruitment bonus is rejected, the selecting official may

request a superior qualifications appointment, through the code’s

Associate Administrator, to the Director, Headquarters Human Resources

Management Division, documenting proof of qualifications and proof of existing salary above the minimum rate.

4. For requests due to the candidate’s superior qualifications, the following procedures will apply:

        a.  The Director, Headquarters Human Resources Management Division,

        will review the request and justification, and will determine the

        propriety of a superior qualifications appointment and the appropriate

             salary level with respect to the:

(1) unique or uncommon skills of the candidate

(2) candidate’s salary and compensation history

(3) grade of the position and its organizational level

(4) difficulty in attracting highly qualified and skilled applicants in the competitive area

(5) results of offers for a recruitment bonus

(6) reasonableness of the request in light of all of the above

         b.  Upon the Director’s approval, Code CP will extend the offer of a

      superior qualifications appointment with salary above the minimum

      rate, as determined by the Director.

c. Non-support for a superior qualifications appointment at the level

      requested by the candidate and selecting official may be appealed 

      by the selecting official to the Associate Administrator for Headquarters

      Operations.  No further appeal beyond this level is available.

5. For requests due to a special need of the agency, the following procedures 

will apply:

a. The Director, Headquarters Human Resources Management Division, 

will perform the steps outlined in 4(a) above.   

b. If the request is deemed appropriate, it will be forwarded to the

Associate Administrator for Human Resources and Education for approval. 

RECORD-KEEPING DOCUMENTATION:
For post-appointment audits, Code CP will maintain all superior qualifications appointment documents for a period not to exceed three years.

The SF-50 (Notification of Personnel Action) authorizing the superior qualifications appointment will become part of the employee’s permanent record, and will be filed on the right side of the employee’s official personnel folder.

___________________________                  _______________                             

Alfred Castillo                                                             Date

Director, Headquarters Human

Resources Management Division

