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This instruction establishes responsibilities and procedures to be used in identifying, documenting, and evaluating hazards warranting differential pay. Edwards Air Force Base employees (including tenant organizations) in the Federal Wage System (FWS) and General Schedule (GS) pay plans are covered.





SUMMARY OF CHANGES:  This revision corrects the names and document numbers of referenced publications from the Office of Personnel Management (OPM) ( paras 2.1, and 5.1.4.). A statement that employees are only paid EDP/HPD when they have actually been exposed to an environmental condition has been expanded (para 3.1.).  A clarification of management’s responsibilities in identifying and controlling hazards and controlling the expenditure of organizational funds has been added (para 3.1.). A change in program requirements from annual review to review every other year is incorporated (para 4.2.).  Specific paragraph on the conduct of review was redundant and was deleted, information is found in 3.2, 3.3, and 4.2.  Requirement to use AFFTC Form 5188, Hazardous Duty Exposure Log, is rescinded (para 3.1).


 


1.  GENERAL.  Air Force requires that all hazards, physical hardships, and working conditions of an unusually severe nature be eliminated or reduced to the lowest level possible. However, when management action cannot practically eliminate the unusual severity of identified situations, payment of an appropriate differential may be warranted.





2.  COVERAGE. Two separate systems with different regulatory requirements are used in identifying and authorizing payment of differentials:





2.1.  Environmental Differential Pay (EDP) covers FWS employees. A percentage pay differential may be authorized for exposure to hazard, physical hardship, or working conditions of an unusually severe nature. Regulatory requirements are found in 5 CFR operating manual (OM) Supplement 532-1, Subchapter 8. Current categories are defined in Appendix A of Subpart E of OM Supplement 532, (FWS) and OM Supplement 532-2 (NAF).





2.2.  Hazard Pay Differential (HPD) provides GS employees with a percentage differential rate of pay while performing hazardous duties or duties involving physical hardships. (See definitions under paragraph 5 of this instruction.) Regulatory requirements governing HPD are in 5 CFR, Part 550, Subpart I. Work situations are defined in Appendix A to Subpart I.  A differential will not be authorized if the hazardous duty was a factor used in establishing the grade of the position.





3.  RESPONSIBILITIES.  The administration of the Edwards Air Force Base Environmental Differential Pay/Hazard Pay Differential Plan is the delegated responsibility of the Chief, Classification Section (95 MSS/DPCC), Civilian Personnel Office. Administrative responsibilities are shared with the Safety Office, Bioenvironmental Engineering, and the Financial Services Office /Defense Finance and  Accounting Service. Management bears the responsibility for the identification and mitigation of hazards, and for the proper expenditure of organizational funds to compensate employees.





3.1.  Supervisors and Managers. Specific responsibilities include maintaining awareness of any potentially hazardous or  unusually  severe work  situation, and  continually  striving to  eliminate or  substantially mitigate such hazards or 
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situations.  If it is not feasible to reduce the hazard to a safe level, management must identify the situation for possible  coverage.  Each separate  work situation  must be described in as specific terms as possible using AF Form


683, Request for Approval of Environmental Differential Pay, and attachment (See Atch 1 and 2). Supervisors are also responsible for maintaining and reporting accurate time, category, and differential rates by means of the employee’s time and attendance card. Supervisors ensure that employees are only paid when actually “exposed” to an environmental condition. For example, there are situations where potentially dangerous material is stored under safe, non hazardous conditions, and where the material is only hazardous if certain operations are being conducted. If workers are performing work in the vicinity of a storage area when materials are properly secured, no payment is warranted. If these same workers must be in an area when materials are in use or when safeguards are not present for operational reasons, payment may be authorized. The operations considered hazardous are described in the appendices (discussed in paras 2.1. and 2.2) that list the exposure categories.  All base organizations will keep records of exposures by means of a log sheet which includes, at a minimum, the date of exposure, worksite where exposure occurred, category number, category title, actual hours exposed, duration of assignment, and the percentage of differential to be paid. A file of this log will be kept for a minimum of six years to back up civilian pay files. Logs will be made available for authorized inspections or audits as required. Any changes in status, which could have impact on current certifications, must be reported to the Classification Section, 95 MSS/DPCC, as soon as possible.





3.2.  Civilian Personnel. Classification Section responsibilities requires:


3.2.1.  Reviewing submissions for new or revalidated situations for adequacy.  In the case of HPD, ensuring  that the hazard has not already been considered in classification.  


3.2.2.  Coordinating with management officials and supervisors to identify work situations for possible coverage by authorized OM and CFR categories.  Reviewing position requirement documents (PRD) to determine if position grade is based on performance of work under conditions identified in the request for EDP or HDP.  


3.2.3.  Coordinating with and obtaining technical evaluations and opinions from Safety, Bioenvironmental Engineering, and the Legal Office.


3.2.4.  Approving/disapproving work situations for EDP/HPD based on defined categories, instructions, and the technical opinions of appropriate staff offices.


3.2.5.  Notifying the Labor Relations Officer of disapproved work situations in order to initiate any bargaining obligations.


3.2.6.  Maintaining a current master file of AF Forms 683 with appropriate questionnaire attachment for approval/disapproval situations as primary source documents.





3.3.  AFFTC Safety Office, Ground Safety Division (AFFTC/SEG); 95th Medical Group, 95th Aerospace Medicine Squadron, Bioenvironmental Engineering (95 AMDS/SGPB); and, Air Force Research Laboratory, Facility Operations Branch (AFRL/PROF). Coordinate on current and proposed work situations and established certifications within their respective areas of responsibility. Written technical evaluations and opinions regarding hazards, physical hardships, or working conditions of an unusually severe nature will be sent to 95 MSS/DPCC to document coordination decisions.





3.4.  Accounting and Finance. The Financial Services Office ensures only authorized differentials are paid to personnel in specified positions.





4.  PROCEDURES. AF Form 683 and its attachment (see attachment 2) will be used to request approval of Environmental Differential Pay for Federal Wage System, General Schedule, and Nonappropriated Fund employees. Attachment 1 will be annotated as to pay system category.





4.1.  Establishing New Authorizations for Local Situations Covered by Current OM and CFR Categories. Supervisors may initiate a request for HPD or EDP by:


4.1.1.  Filling out one copy of AF Form 683 and one copy of its attachment. AF Form 683 blocks 1, 2, 3, and 8, 9, 10, 11, and 12 must be filled out. Blocks 4 through 7 may be annotated “See attachment to this form.”


4.1.2.  Filling out the attachment to AF Form 683 (see atch 2) as follows:


4.1.2.1.  Block A. Type of Action Requested. Place an “X” in the block. “Consideration of EDP/HPD” for a newly identified situation.


4.1.2.2.  Block B. Positions and Personnel Involved in Work Situation. The position number is found on the cover sheet to AF Form 1003, Air Force Core Personnel Document, in item 2 of the AF Form 1378, Position Description, or in  the upper  right  corner  of   the cover sheet  to the  Position Requirements Document (PRD), as
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applicable.  The position number and classification information must be accurate and current at all times, since they are the key to retrieving employees’ names from the personnel data system.


4.1.2.3.  Block C. Description of Work Situation. Describe in full the hazard, physical hardship, or working condition of an unusually severe nature and how the work being done relates to this exposure. Identify specific work locations where applicable.


4.1.2.4.  Block D. Frequency of Exposure. Answer all questions in full, providing explanations where requested.


4.1.2.5.  Block E. Nature and Effectiveness of Protective Efforts. Answer all questions in detail, providing explanations where requested.


4.1.2.6.  Block F. Supervisor. Enter the name, title, series, grade or rank, AFSC, and position number of the supervisor responsible for assigning work and certifying time and attendance cards in this block.


4.1.2.7.  Block G. Signatures. Self-explanatory (appropriate supervisory concurrence).


4.1.3.  Reviews will be initiated as soon as possible but not later than 20 working days after 95 MSS/DPCC receives full documentation from the requester. Copies of approved authorizations will be provided to responsible operating officials, Financial Services Office, Safety Office, and Bioenvironmental Engineering. The original authorization will be filed in 95 MSS/DPCC. Disapproved requests will be sent back to the originator with a written evaluation. Supervisors must set up and keep appropriate pay records pending approval/disapproval.





4.2.  Biennial Review and Reevaluation of Currently Established Locally Authorized Situations. A planned review of currently authorized work situations will be done every other year. This is in agreement with OPM and local objective /policies to take continuing positive action to assist management in the elimination of danger and risk which contribute to or cause the hazard, physical hardship, or working condition of an unusually severe nature. Reviews may be done any time during the 2-year review cycle to be compatible with organizational needs and Safety Office/Bioenvironmental Engineering work schedules. It is not necessary to prepare new attachments if there are no changes in previously approved situations. However, a new AF Form 683 will be prepared with current signatures for biennial EDP/HPD recertification.





4.3.  Requesting new Categories for Local Situations. When the local situation is considered unusually severe but is not covered by one of the defined categories, action may be initiated to ask OPM to consider authorizing an additional category to cover payment. Each request for an addition to, or change in, a category must include all information required in the attachment to AF Form 683. A recommendation for percentage rate of differential with a rationale to justify the new category and basis of payment must also be attached. Supervisors will keep appropriate time records pending approval/disapproval of a new category.





5.  DEFINITIONS:





5.1.  The following definitions are associated with EDP:


5.1.1.  Unusually severe hazard. Exposure could result in significant injury, illness, or death. An example is working on a high structure or an open structure when there are adverse conditions such as darkness, lightning, steady rain, snow, sleet, ice, or high winds.


5.1.2.  Unusually severe physical hardship. Exposure to work related circumstances which cause significant physical discomfort or distress.


5.1.3.  Unusually severe working conditions. Exposure to conditions under circumstances involving fumes, dust, or noise which cause significant distress or discomfort in the form of nausea, skin, eye, ear, or nose irritation, or conditions which cause abnormal soil of body, clothing, etc.


5.1.4.  Appendix A to Subpart E of  5 CFR, Part 532.  This is an official list of hazards, physical hardships, and working conditions of an unusual nature for which payment of an environmental differential has been authorized.





5.2.  The following definitions are associated with HPD:


5.2.1.  Physical hardship. This is a duty which may not in itself be hazardous but which causes extreme physical discomfort or distress which is not adequately alleviated by protective or mechanical devices. An example is a duty requiring exposure to extreme temperatures for a long time. Duties involving exposure to fumes, dust, or noise which


must be done in cramped conditions and those involving exposure to fumes, dust, or noise which causes nausea, or skin, eye, ear, or nose irritation are also covered by this definition.
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5.2.2.  Hazardous duty. This is a duty performed under circumstances in which an accident could be the cause of serious injury or death. An example is duty performed on a high structure where there are adverse conditions such as darkness, lightning, steady rain, or high winds.


5.2.3.  Appendix A to Subpart I of 5CFR, Part 550. This is an official list of duties for which payment of a hazard differential has been authorized.





6.  FORM: 





6.1.  AF Form 683, Request for Approval of Environmental Differential Pay


	


6.2.  Attachment 2  to AF Form 683 (EDP/HPD)

















WILBERT D. PEARSON, JR., Major General, USAF


Commander





Attachment


Sample AF Form 683


�
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ATTACHMENT 1 (cont)  - AF FORM 683 (EDP/HPD)





OFFICE SYMBOL:





PART:





CATEGORY:





TITLE:





DIFFERENTIAL: % 





PAY SYSTEM COVERAGE





GS EMPLOYEES





WG EMPLOYEES





NAF EMPLOYEES





EDWARDS AFB QUESTIONNAIRE





REQUEST FOR APPROVAL OF ENVIRONMENTAL DIFFERENTIAL PAY/HAZARD PAY





INSTRUCTIONS:  A separate questionnaire must be filled out for each hazard, hardship, or working condition of an unusually severe nature to which Edwards AFB GS, FWS, or NAF employees may be exposed. The completed questionnaire, when attached to AF Form 683, will be the official documentation authorizing the establishment, continuation, or termination of EDP/HPD. Categories with examples of recognized environmental situations or conditions and authorized differential rates are listed and defined in Appendix A of 5CFR, Part 550, Subpart I for General Schedule employees, Appendix A of 5 CFR, Part 532, Subpart E, for prevailing wage employees.   Please contact the Classification Section of the Civilian Personnel Branch if you need help.





A.  TYPE OF ACTION REQUESTED





	Termination of EDP/HPD for situation previously approved.





	Continuation of EDP/HPD for situation previously approved.





	Consideration of EDP/HPD for newly identified situation. (Keep records of exposure. If approved, retroactive payment could be necessary.)





B.  POSITIONS AND PERSONNEL INVOLVED IN WORK SITUATION: Give requested information for each civilian position (including vacancies) expected to be exposed to the work situation. (Use more sheets if necessary.)








POSITION TITLE				SERIES GRADE		POSITION NUMBER











C.  DESCRIPTION OF WORK SITUATION:  Describe in detail the hazard, physical hardship or working condition of an unusually severe nature. For each category of exposure, that is HOT, COLD, DIRTY, TOXIC, etc., fill out a separate questionnaire. Questionnaires containing information or descriptions relating to more than one type of exposure will be sent back to you without action for resubmission on separate questionnaires.





D.  FREQUENCY OF EXPOSURE:


	(1)  Is exposure a regular occurrence or does it rarely occur or occur only in emergencies? (Explain)
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	(2)  How long does each exposure usually last?


	


(3)  Are some employees exposed more often than others? (Explain)





	(4)  Could exposure be restricted to fewer employees without adversely affecting your mission? (Explain)





E.  NATURE AND EFFECTIVENESS OF PROTECTIVE EFFORTS:





	(1) Describe in detail safety equipment/protective devices and safety procedures now used to stop or reduce the exposure to the work situation.





	(2) Who supplies the safety equipment/protective devices? (Your unit, the employee, etc.)





	(3)  Do you require the employee to use this equipment and follow the specific safety procedures? (If no, give detail.)





	(4)  Describe your current efforts in further reducing or eliminating exposure. (For example, have you recommended that your office get more safety equipment or protective devices, or have you recommended new safety procedures that are not yet in effect.) (Give all details.)





	(5)  In your opinion, do present safety equipment, protective devices, and safety procedures practically stop exposure to the hazard physical hardship or working conditions of an unusually sever nature?





	 YES				 NO





F.  SUPERVISOR (S) RESPONSIBLE FOR ASSIGNING PERSONNEL TO WORK SITUATION AND CERTIFYING EXPOSURE ON TIME AND ATTENDANCE CARDS:





NAME








OFFICIAL TITLE








SERIES & GRADE


(Or if military, AFSC and Rank)








POSITION NUMBER


(If Civilian)





�
G.  I have/have not complied with Air Force and Edwards AFB safety and health standards in respect to this work situation. I understand, for work situations which may be approved for EDP/HPD, time and attendance card certification of exposure may be made only when actually exposed and the exposure clearly and fully meets the specific criteria of the category definitions for which written approval has been received.











										 			


Signature, Typed Name		Title & Organization of Supervisor					Date





Comments:


�EMBED FormFlow.Form���











