Lesson 6:  The Factor Evaluation System (FES)

Overview



_________________________________________________________________

Introduction
This map lists the topics and learning objectives included in this lesson.



____________________________________________________________

Objectives
Participants will:




· Contrast briefly the FES and narrative GS classification rules

· Explain briefly where instructions on FES are located

· Given a case study, correctly apply an FES classification standard



_________________________________________________________________
Terminal Tasks
After completing this lesson participants will be able to write and classify a PD in the FES format, or explain FES procedures to a customer.

___________________________________________________________

In this Lesson
This lesson includes the topics listed below.

Topic
See Page

Concepts and Definitions
32

Application Exercise
35

FES Factor Patterns for GS Occupations
38

Quiz
42

____________________________________________________________
Concepts and Definitions



____________________________________________________________

Introduction
This map describes how to classify in the Factor Evaluation System.



____________________________________________________________

FES Rules
Key concepts are listed below.




1. FES is a point-factor system; all factors must be evaluated because each factor contributes points toward the final grade.


2. A position must fully meet a factor level before it can be credited.


3. The point-grade conversion table is the same for all FES occupations, preserving the key concept of equal pay for substantially equal work.


4. The FES position description (PD) format includes a summary of major duties with estimated percentages of time, the statement “Performs other duties as assigned”, and nine factors.


5. The factor descriptions are evaluated, not the major duties.  However, factor descriptions must be consistent with the major duties.


6. For mixed positions, evaluate each type of work separately and then apply principles of mixed positions; a position is classified to the highest graded work which occupies at least 25% of the employee’s time, affects recruitment, and is not of an emergency nature.



_________________________________________________________________

FES Factors
The nine FES factors are listed below.
   Factor
                                      Title

        1
Knowledge Required by the Position

        2
Supervisory Controls

        3
Guidelines

        4
Complexity

        5
Scope and Effect

        6
Personal Contacts

        7
Purpose of Contacts

        8
Physical Demands

        9
Work Environment



_________________________________________________________________

Regulatory Basis
- OPM Classifier’s Handbook

- OPM Introduction to the Factor Evaluation System

- OPM Primary Standard

- OPM FES Occupational Standards and Guides



_________________________________________________________________

Concepts and Definitions (continued)



_________________________________________________________________

Key Criteria

With a narrative standard:
With an FES standard:

Evaluate the whole job
Evaluate each factor

Emphasize 2 or 3 narrative factors
Consider all factors; consider each factor concept

Remember the descriptions are average or “typical” grade level descriptions
Do not credit the factor level unless all concepts are fully met

Consider the strengthening and weakening features of all factors
Credit only the points listed—do not interpolate or extrapolate

Evaluation statement not required unless an appeal or precedent case
Evaluation statement required for each type of work 



_________________________________________________________________

Illustration
An example of FES classification is the Secretary Series, GS-318.  Both GS-318 and stenography or office automation duties are documented.  

· One of the major duties must describe the GS-318 work, which is usually the grade-controlling work.  

· Another major duty should describe the specialized support work.  

Under each factor, both types of work must be described.   

Evaluate each type of work separately and indicate which duties are grade-controlling.  Do NOT credit secretarial knowledge for Factor 1, typing work for Factor 2, stenographic work for Factor 3, etc.  You  MAY NOT mix types of work on a single evaluation statement.

___________________________________________________________

Required Skills
- Analytical skill to evaluate factor level descriptions 

- Effective communication skill to explain factor patterns to supervisors


___________________________________________________________

Procedures

    Step
                                      Action

       1
Read the PD and select appropriate standards and guides.

       2
Prepare a chart of the standards showing key decision rules for difficult factors.

       3
Array job facts; edit the PD as needed.

       4
Apply decision rules to the PD (the job facts).

       5
Double-check your results.

       6
Report results tactfully to the supervisor (client).



_________________________________________________________________

Concepts and Definitions (continued)



_________________________________________________________________

Summary
The Factor Evaluation System is distinguished from the narrative or whole job method of evaluation in that each job is evaluated by nine factors and the final grade is based on the total number of points credited to the factors.  

The FES approach requires more effort to gather the job factors relevant to each factor, but it results in more reliable classification.


Occupational standards and guides describe the factor levels and points appropriate for each type of work.  The classifier simply makes nine comparisons—one for each factor—and selects the highest level that is fully met.

Mixed positions require an evaluation summary for each type of work.  FES standards apply only to GS work.




The final grade is based on the highest level of regular and recurring work which occupies 25% or more of the employee’s time and which affects the KSAs needed to recruit for the position.

_________________________________________________________________

Application Exercise



___________________________________________________________

Instructions
Review the major duties below for Personnel Clerk (OA) in the Training & Development Division.  Then fill in the missing information in the nine FES factor descriptions that follow.  Don’t forget to select the proper factor level and points.  Total the points and validate the grade level.

NOTE: To complete this exercise you will need to review the Personnel Clerk and Assistant Series, GS-203.  Look at the factor descriptions and extract the missing information.

___________________________________________________________

Major Duties
Answers telephone calls and greets visitors.  keeps calendar of appointments for Division Chief.  Establishes and maintains files.  Types a variety of materials in final form.  Receives, sorts, and distributes mail.  Types memos and reports.  Operates PC to log training requests, and performs graphics or typing work.  Receives and files training regulations, training catalogs, and other publications.  Orders new subscriptions for publications as they are approved by the Division Chief.  Works under general supervision, following standing operating procedures.  The Division Chief spot-checks completed work for accuracy, completeness, and adherence to instructions.  makes copies of correspondence, attachments, and reports.  Assists Employee Development Specialists with the screening and processing of DD 1556s.  Calls originators to correct erroneous information or to locate information omitted on training requests (such as justification for non-government training).   Receives and refers a variety of calls for the installation’s Army Education Center.  Attends staff meetings and takes notes to distribute the next day.  Maintains office records in accordance with MARKS.  Refers to Army training catalogs or automated systems  to nominate or register employees in centrally-funded training.  Mails a wide variety of completed, approved training forms to the appropriate school, vendor, or finance office.  Checks estimated training costs on DD 1556s for numerical accuracy.  Performs other duties as assigned.

Factor 1, Knowledge Required by the Position                         FL 1-    ?      Points               

Knowledge of a body of standard procedures and terminology related to employee development in order to perform a range of clerical duties such as______________________________________________________________________ ________________________________________________________________________________________________________________________________________________

Skill in office automation.  A fully qualified ____________________________________ ________________________________________________________________________________________________________________________________________________  

Factor 2, Supervisory Controls                                                  FL 2-    ?       Points           
The supervisor initially____________________________________________________.  The employee carries out daily work in accordance with operating procedures.  Unusual situations are referred to a higher grade specialist or the supervisor.  Completed work is_____________________________________________________________________ ______________________________________________________________________.

Factor 3, Guidelines                                                               FL 3-      ?      Points           
The employee applies portions of the Federal Personnel Manual, local regulations, office operating procedures, and PC software and equipment instructions.  Some judgment is required to______________________________________________________________

_______________________________________________________________________

Factor 4, Complexity                                                               FL 4-     ?      Points          
The employee performs a wide variety of procedural and substantive clerical duties in support of the human resource development function.  Decisions are made regarding ________________________________________________________________________ ________________________________________________________________________________________________________________________________________________
Factor 5, Scope and Effect                                                       FL 5-     ?       Points          
Procedural duties affect the timeliness of support to the office.  Substantive clerical duties affect the appropriateness of training offered to installation employees or the training decisions made by higher graded officials.

Factor 6, Personal Contacts                                                      FL 6-     ?      Points          
The employee has regular contact with _______________________________________

_______________________________________________________________________

Factor 7, Purpose of Contact                                                    FL 7-    ?        Points          
Contacts are typically to exchange information or explain nominating procedures for various types of training and employee development.

Factor 8, Physical Demands                                                      FL 8-     ?       Points           
Most work is sedentary and requires light effort as in operating a PC or carrying papers and books.  There is some recurring standing, bending, walking, and stooping.

Factor 9, Work Environment                                                    FL 9-      ?       Points           
Work is performed in a normal office setting with adequate light, heat, and ventilation. 

Total Points:____________________

GS-____Range: _________________

Explanation of Series & Title: ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
 FES Factor Patterns for GS Occupations



______________________________________________

Professional Table

Factor Levels
GS-5
GS-7
GS-9
GS-11
GS-12
GS-13
GS-14
GS-15              

1.  Knowledge Required by the Position
1.5
1.6
1.6
1.7
1.7
1.8
1.8
1.9

2. Supervisory  Controls
2.1 or 2.2
2.2
2.3
2.4
2.4
2.4
2.5
2.5

3. Guidelines
3.1
3.2
3.3
3.3
3.4
3.4
3.5
3.5

4. Complexity
4.2
4.2 or 4.3
4.3
4.4
4.4 or 4.5
4.5
4.5
4.6

5. Scope & Effect
5.1
5.2
5.3
5.3
5.4
5.4 or 5.5
5.5
5.6

6. Personal Contacts
6.1 or 6.2
6.2
6.2 or 6.3
6.3
6.3
6.3
6.3
6.3 or 6.4

7. Purpose of Contacts
7.1
7.1 or 7.2
7.2 or 7.3
7.2 or 7.3
7.3
7.3
7.3 or 7.4
7.3 or 7.4

8. Physical Demands
8.1.or 8.2
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2

9. Work Environment
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2

FES Factor Patterns for GS Occupations



______________________________________________

Administrative Table
Factor Levels
GS-5
GS-7
GS-9
GS-11
GS-12
GS-13
GS-14

1.  Knowledge Required by the Position
1.5
1.6
1.6
1.7
1.7
1.8
1.8

2. Supervisory  Controls
2.1 or 2.2
2.2
2.3
2.4
2.4
2.4
2.5

3. Guidelines
3.1
3.2
3.3
3.3
3.4
3.4
3.5

4. Complexity
4.2
4.2 or 4.3
4.3
4.4
4.4 or 4.5
4.5
4.5

5. Scope & Effect
5.1
5.2
5.3
5.3
5.4
5.4 or 5.5
5.5

6. Personal Contacts
6.1 or 6.2
6.2
6.2 or 6.3
6.3
6.3
6.3
6.3

7. Purpose of Contacts
7.1
7.1 or 7.2
7.2 or 7.3
7.2 or 7.3
7.3
7.3
7.3 or 7.4

8. Physical Demands
8.1
8.1
8.1
8.1
8.1
8.1
8.1

9. Work Environment
9.1
9.1
9.1
9.1 
9.1 
9.1
9.1

FES Factor Patterns for GS Occupations



______________________________________________

Technical  Table

Factor Levels
GS-2
GS-3
GS-4
GS-5
GS-6
GS-7
GS-8
GS-9

1.  Knowledge Required by the Position
 1.2
1.2
1.3
1.4
1.4
1.4 or 1.5
1.5
1.5

2. Supervisory  Controls
2.1
2.2
2.2
2.2
2.3
2.3
2.3
2.3

3. Guidelines
3.1
3.1
3.1 or 3.2
3.2
3.2
3.2 or 3.3
3.3
3.3

4. Complexity
4.1
4.2
4.2
4.2
4.2
4.3
4.3
4.3 or 4.4

5. Scope & Effect
5.1
5.1
5.2
5.2
5.2 or 5.3
5.3
5.3
5.3

6. Personal Contacts
6.1 
6.1 or 6.2
6.2
6.2
6.2
6.2
6.2
6.2

7. Purpose of Contacts
7.1
7.1 
7.1
7.1
7.2
7.2
7.2
7.2

8. Physical Demands
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2
8.1 or 8.2

9. Work Environment
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2
9.1 or 9.2

FES Factor Patterns for GS Occupations



______________________________________________

Clerical/Assistant Table

Factor Levels
GS-1
GS-2
GS-3
GS-4
GS-5
GS-6
GS-7

1.  Knowledge Required by the Position
1.1
1.2
1.2
1.3
1.3
1.4
1.4

2. Supervisory  Controls
2.1
2.1
2.2
2.2
2.2
2.2
2.3

3. Guidelines
3.1
3.1
3.1 
3.2
3.2
3.3
3.3

4. Complexity
4.1
4.1
4.2
4.2
4.3
4.3
4.3

5. Scope & Effect
5.1
5.1
5.1
5.2
5.2
5.2   or 5.3
5.3

6. Personal Contacts
6.1
6.1
6.1   or 6.2
6.2
6.2
6.2
6.2

7. Purpose of Contacts
7.1
7.1
7.1
7.1
7.1   or 7.2
7.1   or 7.2
7.2

8. Physical Demands
8.1
8.1
8.1
8.1
8.1
8.1
8.1

9. Work Environment
9.1
9.1
9.1
9.1
9.1
9.1
9.1

Lesson 6 Quiz



_________________________________________________________________

Instructions
Read the questions listed below and select the best response.



____________________________________________________________

Questions

1. If an employee asks you for information about the Factor Evaluation System (FES), which reference would you consult?




a.   The Introduction to the Job Grading System.


b.   Title 5, Chapter 530.


c.   The Classifier’s Handbook


d.   The position classification standard for GS-201.

________________________________________________________





2. FES standards are different from narrative GS classification   

      standards in that:




a. They utilize a threshold rule; a position must fully meet a factor level before the level can be credited.


b. They utilize an interpolation rule; a position that falls between two 

      levels receives an intermediate point allocation.


c. They utilize the average factor concept; a strength in one factor can offset a weakness in another factor.


d. They apply only to supervisory positions.

________________________________________________________





3.   FES standards describe:




a.   7 factors.


b.   5 factors.


c.   6 factors.


d.   9 factors.

________________________________________________________





4.   To meet DA standards of adequacy for evaluation statements, FES 

      position descriptions should:




a.   Contain factor levels, factor points, total points, grade range, and 

      final grade.


b.   Contain GSSG factors, factor points, and final grade.


c.   Contain a narrative evaluation statement.


d.   Contain an explanation of competitive level codes.


________________________________________________________
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