December __, 2010

Instructions for Completing Indian Health Service OF-8 PD Coversheet
The following instructions are to assist IHS classifiers in filling out the IHS OF-8 form.  The IHS OF-8 form mirrors the 1985 OPM OF-8 form to the maximum extent possible; however, it updates certain fields, provides the capability to place more information in certain boxes and change fonts if necessary, and removes certain sections of the OPM OF-8 that were lengthy and unnecessary (for example, additional, non-agency lines in Block 15).  Once filled out and signed, the IHS OF-8 shall be placed with the PD; Evaluation Statement; Bargaining Unit Status (BUS) Code Checklist; Fair Labor Standards Act (FLSA) determination form; and Position Data Record (or other documentation) indicating the determinations for position risk and financial disclosure in the appropriate PD book and/or electronic PD library for storage.  In the latter case, the servicing HR specialist shall scan all of the supporting documents into the same electronic file with the signed OF-8 and PD.  
A. How to check a box in this Word “fillable” OF-8 form:
1. Position your cursor over the box you want to check.  
2. Double click with the left mouse button.  A dialog box will come up – “Check Box Form Field Options”.
3. See Default Value (2d line in dialog box).  You will see two radio buttons just below Default Value: “Not Checked” and “Checked”.  Click mouse on “Checked”.

4. Go to bottom of dialog box and click on OK button.   The dialog box will disappear and you will see an X in the box you selected.
5. You can remove a check from a box by clicking on the box, bringing up the “Check Box Form Field Options” dialog box, and selecting “Not Checked” under Default Value.  Then click on OK.  The dialog box will disappear and no X will appear in the subject box.
B. Instructions by Block follow:

1. PD Number.  

Enter position number used for control purposes.  Use local IHS method (HQ or Regional HR Office) for determining PD Number.  
Standard PD (SPD) Number:
Division of Human Resources issues SPDs for use across the IHS, The IHS SPD number mirrors the six-digit limit of the Job Code field in Capital HR.  Format for IHS SPD numbers is:
Z_123 for Stand-Alone SPDs (five digits used out of six).
Z_123A, B, C, or D for Career Ladder SPDs (six digits used out of six).  

The second, blank digit is for a letter designator for a particular IHS Area.  HQ and Regional HR personnel will enter the appropriate Area letter designator in the blank on the hard copy SPD and also enter the entire SPD number in the Job Code field in Capital HR when filling the position.  
Area letter designators are indicated as follows:
Aberdeen Area

A

Alaska Area

B       

Albuquerque Area
C       

Bemidji Area

D       

Billings Area

E       

California Area

F                 

Headquarters

G

Nashville Area

H

Navajo Area

I

Oklahoma Area
J

Phoenix Area

K

Portland Area

L

Tucson Area

M

The letter designator in the sixth digit indicates the level of the career ladder; e.g., GS-13, GS-12, etc., with A indicating Full Performance level).
Samples:




ZA123 would indicate an IHS SPD, Aberdeen Area, stand-alone SPD.






ZK123A would indicate an IHS SPD, Phoenix Area, career-ladder SPD, Full







Performance Level.
2. Reason for Submission:

Check One.

"New" - Means the position has not previously existed.  
"Re-description" – Means that the duties and/or responsibilities of an existing position are being changed.

“Reorganization” – Means that the position is being created as a result of a reorganization.
“Update Supervisory Certification” – Means that the position is being changed from one supervisory status code to another.
“Other” – covers such things as change in title or occupational series without a change in duties or responsibilities. Or, it could be for another reason such as a Re-establishment, where the position previously existed, but had been cancelled and is now being established again.

"Explanation" section should be used to show the reason if "Other" is checked, as well as any position(s) replaced by

Position Number, Title, Pay Plan, Occupational Code, and Grade.

For SPDs, this block will indicate “New”; under Remarks, it will state HHS Standard PD for SPDs received from the Department, or IHS Standard PD for SPDs developed within IHS.
3. Service:

Check One (Headquarters or Area) as appropriate.  

For HHS/IHS SPDs, this is left blank.  Local HR Specialist must indicate service by checking appropriate check box (Headquarters or Area Office) and enter the data into Capital HR.
4. Employing Office:

Enter geographical location (City and State) of Employing Office. 

Location of employing office may differ from duty station of position.
For HHS/IHS SPDs, this is left blank.  Local HR Specialist writes in name of IHS Office or Area on appropriate line.  Write location of employing office on third line.  
5. Duty Station:
Check Rockville, MD or Other Location for Duty Station.  If Checking Other Location, indicate specific Area. 
For HHS/IHS SPDs, this is left blank.  HR Specialist indicates duty station by checking Rockville, MD or Other Location check boxes.  If duty location is other than Rockville, write name of duty location on line for Name of Other Location.
6. Bargaining Unit Status:
Indicate Bargaining Unit code as appropriate.  If using third option, “Covered. BUS Code”, indicate appropriate Bargaining Unit code.

For HHS/IHS SPDs, IHS Labor Relations LR Officer determines whether SPD is covered or not covered.

For positions LR Officer has determined to be outside the bargaining unit, SPD will indicate code 8888.

For positions that LR Officer has determined to be in the bargaining unit, SPD will indicate ‘Covered’.  Local HR Specialist indicates specific BUS code for covered positions on BUS Code line appearing just after word ‘Covered’.

BUS codes may change over time.  New BUS codes are expected soon.  Division of Human Resources will issue an updated version of these instructions when we receive the new codes.
Bus Code 7777 refers to positions determined to meet the conditions for inclusion in a Bargaining Unit, but no Bargaining Unit exists locally.

7. Fair Labor Standards Act:

Indicate Fair Labor Standards Act (FLSA) status (Exempt or Non-Exempt) from the minimum wage and overtime provisions of the Fair Labor Standards Act, based on classifier or other authorized FLSA determination source.  Reference is 29 USC Chapter 8 (Sections 201-219); 5 USC 5541; 5 CFR Part 550; and 5 CFR Part 551.  
For HHS/IHS SPDs, FLSA status is pre-determined.
8. Financial Disclosure Requirement:

Check appropriate box for Financial Disclosure Requirement.  The Program Integrity and Ethics Staff (PIES) makes determinations for Headquarters (HQ) positions.  Area Ethics Official makes this determination for Area positions.

For HHS/IHS SPDs, Financial Disclosure Requirement is pre-determined.
9. Subject to IA:

Indicate if position is to be designated “Identical Additional” or IA.  If more than one individual will encumber the position, it will be designated as IA (also known as multi-allocated).  
For HHS/IHS SPDs, Subject to IA (Identical Additional) is pre-determined as Yes.
10. Position Risk:

Indicate Position Risk as appropriate using one of the ten available security investigation options.  PIES makes determinations for HQ positions.  Area Ethics Official makes determination for Area positions.

For HHS/IHS SPDs, the Position Risk Option is pre-determined.
11. Position Status:

Check one.  See 5 CFR Chapter 212 for information on the Competitive Service and 5 CFR Chapter 213 for the Excepted Service.  For a position in the excepted service, enter authority for the exception, e.g., "Schedule A-213.3102(d)" for Attorney positions excepted under Schedule A of the Civil Service Regulations. SES (Gen) stands for a General position in the Senior Executive Service, and SES (CR) stands for a Career Reserved position.

For HHS/IHS SPDs, Position Status is pre-determined.
12. Position Indicator:
Check one as appropriate.  A "Supervisory" position is one that meets the requirements for a supervisory title as set forth in current OPM classification and job-grading guidance (see the General Schedule Supervisory Guide or GSSG).  A “Work Leader” position meets the definition of a work leader as stated in current OPM classification and job-grading guidance (see the General Schedule Leader Grade Evaluation Guide or GSLGEG). Examples of supervisory positions that do not meet the GSSG definition: managerial positions that do not include the accomplishment of work through the supervision of others or that do not require technical competence related to the work directed; a supervisory position that spends less than 25% of its time on supervision; or supervisory positions that do not meet the lowest level of Factor 3 of the GSSG, based on supervising Federal civilian employees, Federal military or uniformed service employees, volunteers, or other non-contractor personnel.
For HHS/IHS SPDs, Position Indicator is pre-determined.
13. Competitive Level Code:
Enter Competitive Level Code for Reduction in Force Actions.
For HHS/IHS SPDs, Competitive Level Code is pre-determined.
14. Administrative Code:
Enter Administrative Code for the Organizational Unit in which the position will be established (for example, GAL for Office of Management Services, IHS).
For HHS/IHS SPDs, HR Specialist writes Administrative Code (e.g., GAG for Office of Information Technology) on the OF-8 in Block 14 and enters that code in Capital HR.
15. Capital HR Position Number:

Enter Capital HR Position Number (8-digit number) generated from Capital HR.
For HHS/IHS SPDs, HR Specialist writes Capital HR Position Number on the OF-8 in Block 15 and enters it in Capital HR.
16.   UFMS Access:
Supervisor of position determines whether PD has Unified Financial Management System (UFMS) access.  Enter UFMS Yes or No in Block 16.  This information is necessary for PIES or the Area Ethics Officer to determine position risk accurately.

For HHS/IHS SPDs, UFMS access is pre-determined.  In some cases, DHR has made SPDs available indicating UFMS Yes or UFMS No in the same series.  This is for the convenience of managers and HR staff.  
17. AFPS Access:

The Accounting for Pay System (AFPS) is an IT system that the IHS uses in conjunction with the HHS.  Only certain positions in the GS-0500 Job Family, located in HQ or in the Areas, will require access to this system.  Supervisors in IHS financial management offices will determine whether a particular position has AFPS access.  
Enter UFMS Yes or No in Block 17.  This information is necessary for PIES or the Area Ethics Officer to determine position risk accurately.

For HHS/IHS SPDs, AFPS access is pre-determined.
18. Leave Blank:

Do not indicate anything in this block. It exists to provide flexibility in future versions of the IHS OF-8.
19.  Classifying Office/Official Title of the Position/Pay Plan/Series/Grade/Initials/Date:
Enter Classifying Office (for example, Division of Human Resources  (DHR), Office of Management Services, IHS; Regional HR Offices can put their office name here); Pay Plan (for example, GS for General Schedule); Series (for example, 0201); Grade (for example, 12); Initials (classifier’s initials); and Date (should be the same as date of classification in Block 24).
For HHS/IHS SPDs, this information is pre-determined.
20. Organizational Title:

Enter the organizational, functional or working title of the position if it differs from the official title.
For HHS/IHS SPDs, HRS may indicate an unofficial organizational title in pencil.
21. Incumbent Name (Optional):
If needed, enter the name of the incumbent in pencil.  Enter “Vacant” if there is no incumbent.

For HHS/IHS SPDs, HRS may indicate name of incumbent(s) in pencil.
22. Department:
Enter the organizational location of the position, starting with the name of the Department or Agency and working down (for example:   22. Department of Health and Human Services; a. Indian Health Service; b. Office of Management Services; etc.)

For HHS/IHS SPDs, Department and Indian Health Service are indicated.  HR Specialist fills in detailed organizational information in remaining blocks.
23. Supervisory Certification:

Immediate supervisor of the position certifies this statement by signing and dating in Block 23.a.  A higher-level supervisor or manager may certify the statement by signing and dating in Block 23.b. (this is optional).

For HHS/IHS SPDs, the Director, DHR signs as supervisory official to indicate that this is an SPD.  Name and title of actual first-line supervisor using the SPD can be indicated in Block 23.b., Higher Level Supervisor or Manager, or in Block 27, Remarks.
24. Classification/Job Grading Certification:

Classifying official in DHR or in the Regional HR Office who makes the classification/job grading decision certifies this statement by signing and dating this Block.  Classifying official also initials and dates Block 19.  It is possible to set the date in this block to update automatically if desired. Click on the date field to bring up a dialog box.   Go to the Type field in upper right of dialog box.  Use scroll arrow to find Current Date and click on it to select, then save. 
For HHS/IHS SPDs, IHS Classification Officer signs this block.
25. Position Classification Standard Used in Classifying/Grading the Position:

Enter the position classification/job grading standard(s) used and the date of issuance (for example, Job Family Standard for Administrative Work in the Human Resources Group, GS-0200, Dec 2000). 

For HHS/IHS SPDs, position classification standard used is pre-determined.
26. Position Review:

Agencies are encouraged to review periodically each established position to determine whether the position is still necessary and, if so, whether the position description is adequate and classification/job grading is proper.  This section may be used as part of the review process. Supervisor and classifier initials recertify the statements in items #23 and #24 respectively.
27. Remarks:

Use this section to indicate Full Performance Level if this is a career ladder position.  If it is a career ladder position, indicate PD number and grade for all levels of the ladder.  You may also use this section for additional coding requirements or for any appropriate remarks. If necessary, print additional information on plain bond paper and attach to the OF-8 form.  The position number should be shown on the attachment. See appropriate instructions for format of the description and for any requirements for evaluation documentation, e. g., "Instructions for the Factor Evaluation System," in the General Introduction to "Position Classification Standards," Section VII.
For HHS/IHS SPDs, certain remarks are pre-determined.  Additional information, such as supervisor name and title, can be typed or written into this block.
For all PDs, Division of Human Resources has placed a mandatory statement on incumbent suitability for employment at the bottom of Block 27.  This must remain for all IHS positions.  See PD and SPD shells.
POC: Classification Officer, IHS.
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