


   3 October 2008
Interim Procedures for Classifying National Security Personnel System (NSPS) Position Descriptions in FASCLASS

1.  References:
(a)  DoD 1400.25-M, Subchapter 1920, Classification, dated 10 June 2008
2.  Purpose and Applicability  This document establishes interim procedures for classifying positions under the NSPS until the NSPS position description template is operational in FASCLASS.  The instruction applies to Department of Army positions covered by NSPS.    

3.  Procedures  


(a)  Employees shall convert into NSPS on their current position description.  The sequence level position description in FASCLASS shall be automatically updated by DCPDS to reflect the equivalent NSPS Career Group, Pay Schedule and Pay Band.  


(b)  Positions shall be classified in accordance with the criteria for classifying positions outlined in, SC 1920.8 of reference a.  Positions established under the NSPS shall be recorded in FASCLASS. 

(c)  An appropriate GS position description may be used as a basis for creating an NSPS position description in FASCLASS (see the NSPS PB/GS equivalency table below).   

	Non-Supervisory Positions
	Supervisory Positions

	YA, YD, YK Band 1 (GS 5-8)
	YC, YF, YJ, YN Band 1 (GS 6-11)

	YA, YD, YK Band 2 (GS 9-13)
	YC, YF, YJ, YN Band 2 (GS 12-14)

	YA, YD, YK Band 3 (GS 14-15)
	YC, YF, YJ, YN Band 3 (GS 15)

	YB, YE, YI Band 1 (GS 1-6)
	YJ Band 4 (physicians/dentists only)

	YB, YE, YI Band 2 (GS 7-10)
	

	YB, YE, YI Band 3 (GS 11-12)
	

	YE Band 4 (GS 13)
	

	YG Band 2 or 3 (all grades)
	

	YP Band 1 (GS 1-11)
	

	YL Band 1 (GS 1-6)
	

	YL Band 2 (GS 7-10)
	

	YL Band 3 (GS 11-12)
	

	YL Band 4 (GS 13-14)
	

	YM Band 1 (GS 1-6)
	

	YM Band 2 (GS 7-10)
	

	Note: The above table is intended as a guide.  Duty statements may be adopted (in whole or in part) from the FASCLASS GS position description library; however, classification of the position is executed under classification standards established in reference a, DoD Classification.  OPM Classification and Job Grading Standards do not apply to positions created under NSPS.     


(d)  Determine the occupational group, pay schedule and pay band desired. Search and select a position description from FASCLASS that most accurately identifies the position duties required.  (The NSPS PB/GS equivalency table may be used as a guide to determine pay schedule and pay band.)  (FASCLASS screen shots at Appendix A facilitate this process.)

(e)  Modify the position description in FASCLASS and revise the description as necessary (deleting any unnecessary information, such as FES levels and points). 


(f)  Compare the modified position description with the DoD NSPS classification standards outlined in Appendix 5 of reference (a) and classify the position description to the appropriate standard for pay schedule and pay band.  

(g)  FASCLASS places the following certification at the bottom of the NSPS position description.  The classifying official shall insert the appropriate pay plan code/series code/PB level.

“This position is classified in accordance with DoD Civilian Personnel Manual 1400.25-M, Subchapter 1920 This position is equivalent to GS Grade____.”

Current Functionality of Create NSPS PD in FASCLASS

1. A restricted user with the create functionality (Classifier/Manager/Manager Staff roles) logs into FASCLASS and selects the menu FASCLASS, then selects sub-menu Create PD. 
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2. The create PD screen appears.  Users have the ability to create two types of PDs - NSPS PD or PD.  If the user wants to create an NSPS PD, they will need to select the radio button for NSPS.
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Create Position Description

To create a new position description, fill in all applicable fields then click Create Position

Click the [ icon, to bring up a list of valid values. For quick copy of an existing PD, click on Quick Copy

The electronic signature of the individual requeating the personnel action cenifies that the duties and responsibities of the associated
position description are accurate and that the position is necessaty to canty out government functions for which they are responsible. If you
have Delegated Classification Authority, when you use your PIN to authorize (approve) a Request for Personnel Action you are cenifying thet
the associated postion description has been classified to the appropriate pay plan, tite, series and grade.

nsespo O pp @

“CCPO ID:
| Replaces PD#:

“Classified
By:
“Pay Plan

“Classified Date (mmiddiyyy)

General Schedule Federal Wage System
Classifiation Standards Classifiation Standards
Gualfication Standards Gualfication Standards

LN Pay Plan: LN Grade:

[MoreTies ] O

LN Title:

Citation 1

@ [ et




3. This will bring up the NSPS create screen.  Notice that the class standard is automatically filled in.  The system allows the user to select the pay schedule and pay band from a drop down menu.

[image: image3.png]AFASGINSS Create PositionDesorphonieMicrosorintemetipioren

Ele Edt View Favortes Toos Help

Q- © M B O] O forons @3- 2 @ - JE

ictdress | €] https/fcpsfc.betvoirarmy. miffasclassipos._desc/create_pd.asp Boo ks >

To create a new position description, fill in all applicable fields then click Create Position
Click the [ icon, to bring up a list of valid values. For quick copy of an existing PD, click on Quick Copy

The electronic signature of the individual requesting the personnel action certifies that the duties and responsibilties of the associated position
description are accurate and thet the position s necessary to camy out government functions for which they are responsible. If you have
Delegated Classification Authorty, when you use your PIN to authorize (approve) a Request for Personnel Action you are cenifying that the
associated position description has been classiied to the appropriate pay plan, title, series and grade.

nsespp © pp O
“cepol Replaces PD#:

“Classified By: “Classified Date (mmidaiy:

“Pay Schedule nal

General Schedule Federal Wage System
Classifiation Standards Classifiation Standards
Gualfication Standards Gualfication Standards

LN Pay Plan: LN Grade:
n Tite: @

LN Title:

Citation DOD CIVILIAN PERSONNEL MANUAL 1400 25-M, SUBCHAPTER 19

Citation

Citation

More
Citations:

Citations

PD Library PD: [No [ D COREDOC PD: Target Grade: Q

Career Ladder [, ) PSSRSO i — 0 PSSO s | e 10}
B © et





4.  The statement on pay band equivalency appears at the bottom of the position duty field.  Note this statement is a mandatory fill in field and the PD can not be created unless the field is completed.
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5.  The PD number is automatically assigned.  The PD currently prints out in the format below:
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6.  All the other functionalities such as Edit, Verify, Archive, Search, are available.
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