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DOI Standard PD# DX01700 


 


Classification: Wildland Firefighter (Prevention), GS-0456-11  


 


INTRODUCTION 


  


This is an agency Standardized Position Description (SPD) for a Wildland Firefighter (Prevention) 


organizationally located within a wildland fire management program as part of a broader prevention 


program within one of four fire bureaus within the Department of the Interior (Department) within the 


field/local environmental -setting, interagency programs.  


  


The primary purpose of this position is to implement and promote a wildfire prevention (reducing 


unwanted human-caused ignitions) and, a mitigation (reducing damage and loss from wildfires that do 


occur) program, and education (including the multiple benefits of wildland fire) program and facilitates 


or provides support for fire investigation at the unit/tribal level. This full performance Level (FPL) 


position implements strategies, plans, and activities for a fire prevention program and functions in 


wildland fire management program. The incumbent serves in a key technical fire prevention position as 


a part of a unit/tribal level wildland fire management organization and supports the Fire Management 


Officer or other wildland fire staff in planning and coordination within the prevention program.   


  


MAJOR DUTIES  


  


Program Operations  (30%)   
Leads planning and implementation of overall wildfire prevention and mitigation programs and 


activities for the unit/tribe (or tribes), communities, and the general public and develops a wildfire 


prevention plan that incorporates the appropriate strategy to address the primary causes at the local unit. 


 


Leads the development, coordination, and dissemination of internal and external information pertaining 


to wildfire prevention and mitigation activities at the unit/tribal level.    


  


Provides specialized guidance and develops wildfire prevention and mitigation programs and activities 


with the local communities, the news media, and the general public in the form of meetings, newsletters, 


events, programs, social media, and posting in community facilities.   


 


Provides wildfire prevention and mitigation expertise by representing the unit at local, state, and 


regional/national/tribal forums, establishing, and maintaining active involvement with other cooperating 


agencies regarding wildfire prevention and mitigation programs.   


  


Exercises cumulative knowledge to coordinate and integrate wildfire prevention and mitigation plans 


with affected unit personnel such as fire management staff, natural resource staff, and cultural resource 


staff, etc. Promotes, coordinates, and technically advises on integration of national level initiatives for 


local unit level use as applicable (e.g., National Cohesive Strategy, Defensible Space, Fire Adapted 


Communities). The incumbent strategically communicates with natural resources and wildland fire 


specialists to develop and ensure dissemination of wildfire prevention and mitigation materials and 


program expertise to all supported programs.  


  


The position directs unit level technology transfer of new wildfire prevention and mitigation concepts, 


applications, and materials.  







  


Implements, facilitates, and provides seasonal outlooks and opinions during program readiness 


reviews.  Oversees and directs updates to local wildfire prevention plans annually to ensure wildfire 


prevention and mitigation strategies, principles, practices, and policies are sufficient to meet prevention 


program objectives.  Incorporates latest/most current research data into local land management 


programs.   


 


Provides oversight to ensure adherence to, and implementation of, fire investigation program 


requirements at the unit level and verifies that the scientific methodology is used to determine the cause 


and origin of wildfires including observing, collecting, and preserving and/or examining evidence. The 


incumbent research ignition sources, legal statutes, codes, and other circumstances related to fire cause 


and origin. Gathers and/or obtains statements from witnesses, and prepares and consolidates written 


reports, to include diagrams, maps, and photos.  


  


Takes the lead as course coordinator and/or lead instructor and/or unit instructor for wildland fire 


investigation training courses and provides technical advisory guidance for new fire investigators. 


Analyzes and evaluates investigations conducted by subordinate staff and accounts for thoroughness and 


accuracy.  


  


As dictated by Bureau policy, prepares and consolidates fire trespass cases. Coordinates with law 


enforcement officials, agency administrators, state/regional fire trespass coordinators, solicitor’s office 


and budget officials, and fire business specialists on cost-recovery efforts. Provides technical expert 


advisory guidance to management for legal restitution for losses resulting from fire trespass. As dictated 


by Bureau policy, tracks collections and expenditures at the district unit/tribal level for fire trespass 


program.  


  


Leads unit level annual wildfire prevention readiness reviews. Reviews local wildfire prevention plans 


 to ensure wildfire prevention and mitigation strategies, principles, practices, and policies are 


scientifically based utilizing the most current research data available and provides subject matter expert 


recommendations to address deficiencies. 


 


Develops annual program budget, ensures budget submission is compliant with program policy, and 


monitors expenditure of funds to ensure fiscal integrity and correct application of financial standards.   


 


As Bureau policy requires, serves as Contracting Officer Representative (COR) or Program Officer and 


administers grants and cooperative agreements related to agency programs designed to reduce wildfire 


risk and effects to communities.  


 


Closely collaborates with stakeholders to identify and design projects within communities to mitigate 


the effects of wildfire to communities, which includes hazardous fuel reduction, emergency planning 


and public education, and increase of resource capacity for emergency response. Utilizes technical 


specialized skills to advise stakeholders on identifying and applying for other state and federal funding, 


grants, and other related financial opportunities available to assist in ensuring accomplishment of 


prevention mission goals and objectives.  


 


Planning   (30%)   


Utilizes various software applications to develop strategic plans to mitigate human wildfire ignitions. 


Collects, analyzes, and interprets statistical data through comprehensive risk assessments to develop, 







write, and implement wildfire prevention plans to reduce human caused ignitions (these plans identify 


strategic prevention actions that include public awareness activities and programs, informational 


promotions, ignition risk inspections, determination of patrol routes, frequency of contacts, and 


road/area signing efforts). Develops strategies to market wildfire prevention programs and wildland fire 


benefits to stakeholders, cooperators, local interest groups, and affiliated participants.  


  


Directs the identification and analysis of major causes of wildland fire and ensures that these causes are 


addressed in wildland fire management plans. Conducts detailed analysis of the local unit human-caused 


fire issue(s) and develops wildfire prevention mitigation and education programs and strategies to 


effectively address and reduce the impacts of wildfire to communities and natural resources on tribal or 


public lands.  Exercises cumulative knowledge to advise on interdisciplinary planning processes to 


develop and integrate wildfire prevention into land use and resource management plans.   


 


Ensures that wildfire prevention is integrated into overall work plans and recommends short- and long- 


range program strategies which address current fire occurrences and cause classes.  


  


Leads, develops, and implements wildfire restriction and closure plans. Initiates collaborative 


discussions with agency administrators, tribal leadership, tribal program directors, news media, public 


affairs, wildfire information, law enforcement, and coordinating agencies to develop, implement, and 


disseminate wildfire restrictions and closure notices. 


  


Coordination and Education  (30%)  


Leads the wildfire prevention and mitigation program and facilitates local, state, and 


regional/national/tribal forums; establishes and maintains active involvement with (other cooperating 


activities) to offer technical recommendations to local and state levels regarding wildfire prevention and 


mitigation programs.  


  


Facilitates, advises, and educates the public on ecological principles and benefits of wildland fire and its 


relationship to organizations’ mission.  


  


Communicates with local homeowners, community stakeholders, local wildland fire cooperators and 


government officials, tribal, state, and federal agencies to educate and mitigate potential threats to 


communities from wildfires, which includes providing fuels mitigation strategies essential to minimizing 


risks in the wildland urban interface. 


  


Develops, coordinates, and implements educational school programs, meetings, and events with tribal 


governments and local communities to reduce loss resulting from wildland fire.  


  


Develops and incorporates products and programs based on latest wildfire educational concepts, 


applications, and material.  


  


Leads and/or participates in internal and external workshops to present key aspects of wildfire 


prevention and mitigation program. Develops, presents, and evaluates wildfire education training, 


exhibits, and information.  


  


Develops and implements strategic wildfire mitigations and protection plans during wildfire events to 


assess actual and potential risks and hazards.  


  







Collaborates with other cooperating federal, state, tribal, local agencies, and law enforcement agencies 


on fire investigations which are multi-jurisdictional.  


 


Participates in all aspects of a fire management program including fuels management, fire suppression, 


fire planning, monitoring, and post-fire activities as required. 


  


Leadership     (10%) 


Assigns work to lower graded staff based on priorities. Ensures that timeliness, accuracy, quality, and 


production standards are met. Evaluates work performance and adjusts assignments as required to 


accomplish workload in accordance with established priorities to ensure timely accomplishment of 


assigned tasks. 
 


Monitors and reports on the status and progress of work, checking work in progress and reviewing 


completed work to ensure supervisor’s instructions on work priorities, methods, deadlines, and quality 


are met. Performs administrative leadership responsibilities to include timekeeping, travel 


administration, government credit card management, maintaining records such as receipts for supplies; 


training firefighters; ensuring that work is carried out safely; reporting on work accomplishments of the 


employees being led; and reporting on employee performance concerns. 


 


Performs other related duties as assigned. 


 


FACTORS 


 


Guidelines          


 


Guidelines are found in interagency manuals, agency specific manuals, handbooks, directives, and 


policy statements. Many guidelines provide only limited general directions and require the development 


of additional procedures to implement their intent. 


 


The employee has broad latitude for independent action due to the wide range of variables under which the work is 


accomplished. The employee relies on experience and uses judgment in adapting techniques, methods or 


established practices to complete assignments and achieve objectives.  


 


A higher graded specialist (who may reside at a higher organizational level) is available to provide technical 


assistance and advice on unprecedented program problems.  
 


Complexity 


 


Due to the unpredictable nature and changing approaches to wildfire prevention, the incumbent is 


expected to determine best possible courses of action and use seasoned judgement when complex 


situations arise. Assignments involve a broad range of duties in the interagency field of wildland fire 


management. The work requires continuous coordination and communication among fire specialists, 


resource specialists, educational and interpretive specialists, as well as with numerous agencies, tribes, 


groups, and stakeholders. The complexity of the work is reflected in the coordination required, the 


number of stakeholders involved, and the communication networks employed. The employee must 


design and utilize effective communication and educational systems that reach a broad range of specific 


internal and external audiences. 


 







The employee must be effective in confronting and resolving conflicts and sensitive issues among 


individuals, organizations, tribes, and agencies. The individual deals with complex tasks required in the 


planning, implementation and evaluation of systems, courses, and social issues. The work involves 


many areas of uncertainty and the complex interactions of several technical, resource, administrative, 


legal and socio-economic problems. This requires the development of new techniques and guidance, or 


the modification of current practices and operations in the areas of wildland fire mitigation, prevention, 


and fire investigation and trespass in a complex wildland urban interface environment. 


 


Personal Contacts & Purpose of Contacts     


 


Personal contacts include co-workers, staff specialists, state, regional, or national office fire personnel, 


Fire Management Officers, Land Managers, counterparts in the five federal wildland fire bureaus, state 


lands and forestry departments, tribal governments, municipalities, members  of professional councils 


and societies with an interest in wildland fire prevention and mitigation, fire ecology, law enforcement, 


the news media, social media, local businesses, the scientific and academic communities, and the 


general  public. 


 


Contacts are made for the purpose of performing analyses, gathering information, consulting, advising, 


recommending, planning, guiding and promoting the development and implementation of wildland fire 


prevention and mitigation, fire education, and community assistance programs; coordinating contracts or 


agreements with educational institutions and private   industry; reviewing and evaluating interagency 


fire mitigation techniques and efforts; conducting research into new educational methods; making 


presentations and/or instructing groups in regard to wildland fire management  program. 


 


Contacts are to coordinate communications among agency and interagency fire management programs 


and to keep unit/tribal specialists current with these programs. Contacts also are required to share 


wildland fire prevention, mitigation, educational techniques, and information effectively with a wide 


variety of internal and external audiences. Additionally, contacts are necessary to conduct day-to-day 


business and to anticipate administrative and managerial problems before they arise. 


 


Contacts require tact, determination, and communicative skills, especially to persuade and convince the 


public and outside organizations of the benefits of wildland fire prevention and mitigation. 


 


Supervision Received        


 


The supervisor outlines the scope of responsibility, overall program objectives and special problem areas 


that require attention. The incumbent independently constructs action plans for work with only general 


guidance from the supervisor on program direction. The employee is considered the district technical 


expert on wildland fire prevention, mitigation and fire investigation and trespass programs. The 


employee works relatively free from technical controls. 


 


The supervisor is kept informed of significant developments. Completed work is reviewed primarily for 


effectiveness in meeting program objectives and for conformance to policies. 


 


OTHER SIGNIFICANT FACTS 


 


This is a firefighter - administratively functioning position in an organization having a firefighting 


mission and is in an established career path. Prior firefighting experience, as gained by substantial 







service in a primary firefighter position or equivalent experience outside the federal government is a 


MANDATORY PREREQUISITE for incumbents of this position.  


  


This position may involve performing strenuous activities under rigorous fieldwork conditions during 


emergency situations requiring above average physical performance, endurance, and  


superior conditioning.  


  


Physical Demands: The work is primarily sedentary, although a level of physical fitness is required 


which will allow for work during periods of extended stress and in the field when wildland fire 


situations arise.  During the fire season, extended fire assignments away from the unit may be required 


under very stressful conditions.   


   


Work Environment: Although work is generally performed in an office setting. Field work involves 


exposure to temperature extremes, both from weather and fire conditions where falling trees and the 


presence of smoke and/or dust conditions create hazardous conditions.  The nature of fire investigation 


work requires that protective clothing (boots, hard hats, etc.) be worn. The incumbent must exercise a 


variety of safety practices and precautions for the well-being of self and of others.   


  


This is a testing designated position (TDP) under the Department of the Interior Drug-Free Workplace 


Program.  


  


Incumbent is subject to medical examination and must pass the appropriate work capacity test.  


  


Position requires a valid state driver's license to operate light vehicles and 4x4 vehicles. May require 


additional specialized training and certification to operate specialized vehicles and equipment.  
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2-Supervisory


POSITION DESCRIPTION 
1. Position Number 2. Explanation (show any positions replaced) 


3. Reason for Submission 
New    Redescription  


4. Service     
HQ 


5. Subject to Identical Addition (IA) Action 
No (single incumbent) 


6. Position Specifications 7. Financial Statement Required 


 Non-Sensitive  


Non-Sensitive: Low-Risk


 Public Trust  


Non-Sensitive: Moderate-Risk 


 National Security  


8. Miscellaneous 


Functional Code:  --


BUS: - -


9. Full Performance Level 


Pay Plan:


Grade:       


11. Position is  


8-Non-Supervisory


12. Position Status 
   SES


13. Duty Station


14. Employing Office Location 
Exempt


16. Cybersecurity Code 
   #2:    -   -                     #3:   -   -                       


17. Competitive Area Code: 


18. Classified/Graded by Official Title of Position    Pay Plan Occupational Code Grade   Initial    Date 


a. Department, Bureau, or Office 


b. Second Level Review 


19. Organizational Title of Position (if different from, or in addition to, official title) 20. Name of Employee (if vacant, specify)


21. Department, Agency, or Establishment 
U.S. Department of the Interior 


c. Third Subdivision 


d. Fourth Subdivision 


e. Fifth Subdivision 


22. Supervisory Certification. I certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational relationships and that the position 
is necessary to carry out Government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to, 
but not limited to:  FLSA determinations; position sensitivity and requirements; and appointment/payment of public funds.  False or misleading statements may constitute violations of such 
statutes or their implementing regulations. 


a. Typed Name and Title of Immediate Supervisor b. Typed Name and Title of Higher-Level Supervisor or Manager (optional)


Date Date


23. Classification/Job Grading Certification. I certify that this position has been
classified/graded as required by Title 5, U.S. Code, in conformance with standards published by the 
U.S. Office of Personnel Management or, if no published standards apply directly, consistently with 
the most applicable published standards. 


24. Position Classification Standards Used in Classifying/Grading Position 


Typed Name and Title of Official Taking Action 


Date


25. Position Review   Initials  Date Initials Date 


a. Supervisor Information for Employees. The standards, and information on their application, are 
available in the personnel office. The classification of the position may be reviewed and 
corrected by the agency or the U.S. Office of Personnel Management. Information on 
classification/job grading appeals, and complaints on exemption from FLSA, is available from 
the personnel office or the U.S. Office of Personnel Management. 


b. Classifier 


26. Remarks
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3. Category of Coverage:
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5. Classification Title:
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9. Recommendation for Coverage:


This is an administrative position in an organization having a firefighting mission, and is in an established 
career path. Prior firefighting experience, as gained by substantial service in a primary firefighter position 
or equivalent experience outside the Federal government is a MANDATORY PREREQUISITE for incumbents 
of this position.


Signatures and Approval *required fields


10. Human Resources Specialist, Department of the Interior’s Signature:*


11. Assistant Director, Fire and Aviation, Bureau of Land Management’s Signature:*


12. Chief, Division of Fire and Aviation, National Park Service’s Signature:*


13. Director, Wildland Fire Management, Bureau of Indian Affairs’s Signature:*
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15. Director, Workforce Relations, Office of Human Capital's Signature:*
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Fair Labor Standards Act (FLSA) Designation Worksheet (5 CFR Part 551) 
(Complete Worksheet in conjunction with Instructions for Completing the FLSA Designation Worksheet) 


Position Title/Pay Plan/Series/Grade: 
Position Number/Organization/Organization Code: 


I. Foreign Exemption (§551.212) and/or Exemption of employees receiving availability pay (§551.213)
If any of the boxes in this section are marked, the employee/position is Exempt and the remaining sections need not be
applied. See §551.104 for definition of Exempt Area. Refer to §551.212 when administering employees/positions meeting
the criteria for foreign exemption.


☐ The employee is permanently stationed in an exempt area and spends all hours of work in a given workweek in one or more exempt areas
(foreign exemption) 


☐ The employee is not permanently stationed in an exempt area, but spends all hours of work in a given workweek in one or more exempt 
areas (foreign exemption) 


☐ Criminal investigator receiving availability pay under §550.181(a), as provided in 29 U.S.C. 213(a)(16)
☐ Pilot employed by U.S. Customs and Border Protection or its successor who is a law enforcement officer as explained in §551.213(b)


II. Salary based Nonexemption (§551.203) and/or Nonexemption of certain employees (§551.204)
If any of the boxes in this section are marked, the employee/position is Nonexempt if: 1) none of the boxes in Section I are
checked; and 2) §551.208(c) Practice of law, §551.208(d) Practice of medicine, or §551.208(h) Teachers, do not apply to
the employee/position.


☐ Annual rate of basic pay is less than $23,660
☐ Equipment operating or protective occupations (nonsupervisory)
☐ Clerical occupations (nonsupervisory) 
☐ Technician work below GS-09 and many, but not all, of those positions that are at or above GS-09 (nonsupervisory)
☐ Nonsupervisory employees in the Federal Wage System (or comparable systems) 
☐ Employee/position requires highly specialized, technical skills and knowledge that can only be acquired through prolonged job training


and experience, such as Air Traffic Control or Aircraft Operation (applies to nonsupervisory white-collar employees). 


III. Exemption Criteria. The employee/position is Exempt from FLSA if the primary duties meet the “terms
and spirit” of one or more of the exemption criteria below (see General Principles §551.202).


☐ Primary Duty: the duty that constitutes the major part (over 50 percent) of an employee’s work.  A duty constituting less than 50 percent
of an employee’s work may be credited as the primary duty if the work: 1) constitutes a substantial, regular part of the work assigned and
performed; 2) is the reason for the existence of the position; and 3) is clearly exempt work in terms of the basic nature of the work, the
frequency with which the employee must exercise discretion and independent judgment, and the significance of the decisions made. 
(§551.104 Primary Duty)


A. Executive Exemption (§551.205) – all three boxes must be checked to apply this exemption criteria
☐ Primary duty is management (defined by §551.104 Management) of a Federal agency or any subdivision thereof;
☐ Customarily and regularly directs the work of two or more other employees – must have “operating authority” over employees.  This does


not include those who merely assist the manager or supervise in the manager’s absence; AND
☐ Has authority to hire or fire other employees OR whose suggestions and recommendations of such are given particular weight.


o Particular Weight: When the employee’s suggestions and recommendations as to the hiring, firing, advancement, promotion, or
any other change of status of other employees are: 1) part of the employee’s job duties; 2) regular and recurring in frequency;
and 3) regularly relied upon for decision making, even if higher level manager’s recommendations have more importance and if
the employee does not have authority to make the ultimate decision as to the “supervised” employee’s change in status.


B. Administrative Exemption (§551.206) – both boxes must be checked to apply this exemption criteria
☐ Primary duty is the performance of office or non-manual work directly related to the management or general business operations, as


distinguished from production functions, of the employer or the employer’s customers;
o Management or general business operations: to meet this requirement, the employee must perform work directly related to


assisting with the running or servicing of the “business.”  Examples include: finance, accounting, budgeting, auditing,
purchasing, procurement, safety and health, human resource management, computer network and database administration,
legal and regulatory compliance.  Depending upon the purpose of the work and the organizational context (line or staff), work
in certain occupations may be either exempt or nonexempt (§551.206(h)).


☐ Primary duty includes the exercise of discretion and independent judgment on matters of significance.
o Discretion and independent judgment: implies that the employee has authority to make an independent choice, even if the


decisions or recommendations are reviewed at a higher level and, upon occasion, revised or reversed.  Examples include, but 
are not limited to: 1) authority to formulate, affect, interpret, or implement mgmt. policies or operating practices; 2) carries out 







 
 


 
  


  
 


       
     


   
 


     
 


   


 
  


  


    
  


  
  


  
  


 
 


   
     


 
 


     
 


 
   


  
 


  
 


                 


 


 


 
 


 


 


 


 
 


 
 
 


 


 


  


 


 


 


 


 


 


 


 
 


 


 


 


 
 


 
 
 


 


 


  


 


 


 


 


 


 


major assignments; 3) performs work that affects the organization’s operations to a substantial degree; 4) authority to commit 
the employer in matters that have significant financial impact; 5) authority to waive or deviate from established policies and 
procedures without prior approval; 6) authority to negotiate and bind the organization on significant matters; 7) provides 
consultation or expert advice to mgmt.; 8) involved in planning long or short-term objectives; 9) investigates and resolves 
matters of significance on behalf of mgmt.; and 10) represents the organization in handling complaints, arbitrating disputes, or 
resolving grievances. (§551.206(b) and (c)) 


C. Professional Exemption (§551.207) – to apply this exemption criteria, must check the “Primary Duty” box  AND all 
the boxes of at least one of the two Professionals or Computer Employees listed below


☐ Primary duty must be the performance of work requiring knowledge of an advanced type in a field of science or learning customarily
acquired by a prolonged course of specialized intellectual instruction or requiring invention, imagination, originality, or talent in a
recognized field of artistic or creative endeavor.


1. Learned Professionals (§551.208) – all boxes must be checked to apply this exemption criteria
☐ Primary duty must be the performance of work requiring advanced knowledge in a field of science or learning customarily acquired by a


prolonged course of specialized intellectual instruction; AND
☐ Perform work requiring advanced knowledge (cannot be attained at high school level) which is predominantly intellectual in character and


includes work requiring the consistent exercise of discretion and judgment; AND
☐ The advanced knowledge must be in a field of science or learning which includes the traditional professions of physical, chemical, and


biological sciences, accounting, actuarial computation, engineering, architecture, law, medicine, theology, teaching, and other 
occupations as distinguished from mechanical arts or skilled trades; AND


☐ The advanced knowledge must be customarily acquired by a prolonged course of specialized intellectual instruction which restricts the
exemption to professions where specialized academic training is a standard prerequisite for entrance into the profession. On unusual 
occasions, engineering technicians performing work comparable to that performed by professional engineers on the basis of advanced
knowledge may also be exempt (§551.208(3)(f)); however, they are also an example of an occupation that would not meet this particular
criteria (§551.208(3)). 


2. Creative Professionals (§551.209) – must check the box in order to apply this exemption criteria
☐ Primary duty must be the performance of work requiring invention, imagination, originality, or talent in a recognized field of artistic or 


creative endeavor as opposed to routine mental, manual, mechanical, or physical work. Examples include actors, musicians, composers,
conductors, soloists. Painters who, at most, are given the subject matter of their painting and writers who choose their own subject may
also be included. Employees engaged in the work of newspapers, magazines, television, or other media are not exempt creative 
professionals if they only collect, organize, and record information that is routine or already public.


3. Computer Employees (§551.210) – all boxes must be checked to apply this exemption criteria
☐ Employee’s annual salary is not less than $23,660 (proposed to be $47,476), or hourly pay rate is not less than $27.63; and 
☐ The employee must work as a computer systems analyst, computer programmer, software engineer, or other similarly skilled worker in


the computer field, performing duties described under primary duties below; and 
☐ Primary duty must consist of: 1) the application of systems analysis techniques and procedures, including consulting with users, to 


determine hardware, software, or system functional specifications; 2) the design, development, documentation, analysis, creation, testing,
or modification of computer systems or programs, including prototypes, based on and related to user or system design specifications; 3) 
the design, documentation, testing, creation, or modification of computer programs related to machine operating systems; OR 4) a 
combination of the aforementioned duties, the performance of which requires the same level of skills.


☐ The computer employee exemption does not include employees engaged in the manufacture or repair of computer hardware and related 
equipment and does not include employees whose work is highly dependent upon, or facilitated by, the use of computers and computer
software programs, and who are not primarily engaged in computer systems analysis and programming or other similarly skilled
computer-related occupations. Check this box if position does NOT include these duties. 


Final Designation of FLSA Exemption Status: Non Exempt or Exempt 
If Exempt, provide justification, including citing the applicable exemption criteria: 


Name and Title of Evaluator: 
Signature: _____________________________________________________________________ 


Date of Determination: 


Note: FLSA determinations can temporarily change due to temporary activities as described in §551.211 (performing different work or 
duties for a temporary period of time); §551.215 (fire protection activities); or §551.216 (law enforcement activities). 
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Instructions for Completing the Fair Labor Standards Act (FLSA) Designation Worksheet 


Background   
The Fair Labor Standards Act (FLSA) was passed in 1938 “to provide for the establishment of fair labor standards 
in employments in and affecting interstate commerce, and for other purposes.” The “finding and declaration” 
was that “the Congress finds that the existence, in industries engaged in commerce or in the production of 
goods for commerce, of labor conditions detrimental to the maintenance of the minimum standard of living 
necessary for health, efficiency, and general well-being of workers.” (The Fair Labor Standards Act of 1938, As 
Amended; WH Publication 1318, Revised May 2011; §202 (a)) The FLSA establishes minimum wage, overtime 
pay, recordkeeping, and youth employment standards affecting employees in the private sector and in the 
Federal, State, and local governments. The U.S. Office of Personnel Management administers the provisions of 
the FLSA for employees of Federal agencies with a few exceptions (§551.102 and §551.103). 5 CFR Part 551 
addresses pay administration under the FLSA and “contains the regulations, criteria, and conditions set forth by 
the OPM as prescribed by the Act, supplements and implements the Act, and must be read in conjunction with 
it.” 


Definitions (§551.104) 
Customarily and Regularly.  A frequency which must be greater than occasional, but which may be less than 


constant.  Tasks or work performed customarily and regularly includes normally and recurrently performed work 


every workweek.  It does not include isolated or one-time tasks. 


Discretion and independent judgment (§551.206 (b)).  In addition to the definition on the Worksheet, the 


following guidance helps to further define this term: a) the fact that many employees perform identical work or 


work of the same relative importance does not mean that the work of each such employee does not involve the 


exercise of discretion and independent judgment with respect to matters of significance; b) discretion and 


independent judgment must be more than the use of skill in applying well-established techniques, procedures, 


or specific standards described in manuals or other sources; and c) the use of manuals, guidelines, or other 


established procedures containing or relating to highly technical, scientific, legal, financial, or other similarly 


complex matters that can be understood or interpreted only by those with advanced or specialized knowledge 


or skills does not preclude exemption.  Such manuals and procedures provide guidance in addressing difficult or 


novel circumstances and thus use of such reference material would not affect an employee's exemption status. 


However, employees who simply apply well-established techniques or procedures described in manuals or other 


sources within closely prescribed limits to determine the correct response to an inquiry or set of circumstances 


will be nonexempt. 


Exempt area.  Any foreign country, or any territory under the jurisdiction of the United States, other than the 


following locations: (1) A State of the United States; (2) The District of Columbia; (3) Puerto Rico; (4) The U.S. 


Virgin Islands; (5) Outer Continental Shelf Lands as defined in the Outer Continental Shelf Lands Act (67 Stat. 


462); (6) American Samoa; (7) Guam; (8) Commonwealth of the Northern Mariana Islands; (9) Midway Atoll; (10) 


Wake Island; (11) Johnston Island; and (12) Palmyra. 


FLSA Exempt.  Not covered by the minimum wage and overtime provisions of the FLSA. 


FLSA Nonexempt.  Covered by the minimum wage and overtime provisions of the FLSA. 


Formulate, affect, interpret, or implement management policies or operating practices.  Work that involves 


management policies or operating practices which range from specific objectives of a small field office to broad 


national goals.  Employees performing such work make policy decisions or participate indirectly through 


developing or recommending proposals that are acted on by others. Execution of management policies involves 


obtaining compliance with such policies or making significant determinations furthering the operation of 



https://www.dol.gov/whd/regs/statutes/FairLaborStandAct.pdf

https://www.dol.gov/whd/regs/statutes/FairLaborStandAct.pdf

http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&sid=b3cf4999c023c50f2883c34b390094c7&rgn=div5&view=text&node=5:1.0.1.2.73&idno=5#se5.1.551_1101
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programs and accomplishment of program objectives. Administrative employees engaged in such work typically 


perform one or more phases of program management.  


Management.  Performing activities such as interviewing, selecting, and training of employees; setting and 


adjusting their rates of pay and hours of work; directing the work of employees; maintaining records for use in 


supervision or control; appraising employees’ productivity and efficiency for purpose of recommending 


promotions or other changes in status; handling employee complaints and grievances; disciplining employees; 


planning the work; determining the techniques to be used; apportioning the work among the employees; 


determining the type of materials, supplies, machinery, equipment, or tools to be used; controlling the flow and 


distribution of materials or merchandise and supplies; providing for the safety and security of the employees or 


the property; planning and controlling the budget; and monitoring or implementing legal compliance measures. 


Matters of Significance (§551.206 (a) and (g)).  The level of importance or consequence of the work performed.  


An employee does not exercise discretion and independent judgment with respect to matters of significance 


merely because the employer will experience financial losses if the employee fails to perform the job properly. 


For example, a messenger who is entrusted with carrying large sums of money does not exercise discretion and 


independent judgment with respect to matters of significance even though serious consequences may flow from 


the employee's neglect. Similarly, an employee who operates very expensive equipment does not exercise 


discretion and independent judgment with respect to matters of significance merely because improper 


performance of the employee's duties may cause serious financial loss to the employer. 


Primary Duty.  The duty that constitutes the major part (over 50 percent) of an employee's work. A duty 


constituting less than 50 percent of an employee's work (alternative primary duty) may be credited as the 


primary duty for exemption purposes provided that duty: (1) Constitutes a substantial, regular part of the work 


assigned and performed; (2) Is the reason for the existence of the position; and (3) Is clearly exempt work in 


terms of the basic nature of the work, the frequency with which the employee must exercise discretion and 


independent judgment as discussed in §551.206, and the significance of the decisions made. 


Recognized organizational unit.  An established and defined organizational entity which has regularly assigned 


employees and for which a supervisor is responsible for planning and accomplishing a continuing workload. This 


distinguishes supervisors from leaders of temporary groups formed to perform assignments of limited duration. 


Continuity of the same subordinates is not essential to the existence of a recognized organizational unit with a 


continuing function.  See definitions for more explanation and examples. 


General Principles (§551.202)   
In all exemption determinations, the following principles must be observed:  a) each employee is presumed to 


be FLSA nonexempt unless the employing agency correctly determines that the employee clearly meets the 


requirements of one or more of the exemptions of this subpart and such supplemental interpretations or 


instructions issued by OPM; b) exemption criteria must be narrowly construed to apply only to those employees 


who are clearly within the terms and spirit of the exemption; c) the burden of proof rests with the agency that 


asserts the exemption; d) an employee who clearly meets the criteria for exemption must be designated FLSA 


exempt.  If there is a reasonable doubt as to whether an employee meets the criteria for exemption, the 


employee will be designated FLSA nonexempt; e) while established position descriptions and titles may assist in 


making initial FLSA exemption determinations, the designation of an employee as FLSA exempt or nonexempt 


must ultimately rest on the duties actually performed by the employee (do not rely solely on the position 


description (PD) when making FLSA determinations); f) although separate criteria are provided for the 


exemption of executive, administrative, and professional employees, those categories are not mutually 


exclusive.  Employees who perform a combination of exempt duties set forth in this regulation may also qualify 


for exemption (i.e., work that is exempt under one section of this part will not defeat the exemption under any 
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other section); g) failure to meet the criteria for exemption under what might appear to be the most obvious 


criteria does not preclude exemption under another category; h) although it is normally feasible and more 


convenient to identify a single exemption category, this is not always appropriate.  An exemption may be based 


on a combination of functions, no one of which constitutes the primary duty, or the employee's primary duty 


may involve two categories which are intermingled and difficult to segregate.  The agency is responsible for 


showing and documenting that the work as a whole clearly meets one or more of the exemption criteria.  


Special Retirement Positions   
The FLSA determinations do not play a role in special firefighter and law enforcement retirement coverage 


determinations. However, refer to the Department’s website for instructions on submitting new and updated 


PDs, including updated FLSA determinations, for special retirement coverage determination:  
https://www.doi.gov/flert/ 


Performance of Different Work or Duties for a Temporary Period of Time  
Performing different work or duties for a temporary period of time may affect an employee's exemption status.  


This applies only when an employee must perform work or duties that are not consistent with the employee's 


primary duties for an extended period, that is, for more than 30 consecutive calendar days—the “30-day test.”  


The period of performing different work or duties may or may not involve a different geographic duty location.  


The exemption status of an employee temporarily performing different work or duties must be determined as 


described in §551.211; refer to this section of 5 CFR when addressing the effect of performing different work or 


duties for a temporary period of time on FLSA exemption status. 


Completing the Worksheet   
Positions/employees are presumed to be FLSA nonexempt.  A position/employee may only be designated as 


FLSA exempt when proper application of exemption criteria has been applied and documented using the FLSA 


Worksheet.  If there is a reasonable doubt as to whether a position/employee meets the criteria for exemption, 


the position/employee will be designated FLSA nonexempt.    


Section I. Foreign Exemption and/or Exemption of employees receiving availability pay 
When applying foreign exemption and/or exemption of employees receiving availability pay, refer to §551.212 


and §551.213.  


Foreign exemption applies if the employee meets one of the two criteria listed on the Worksheet as referenced 


in §551.212(b).  However, employees who are permanently stationed in an exempt area are not subject to the 


foreign exemption when the employee spends any hours of work in any nonexempt area.  If the duties being 


performed in the nonexempt area are consistent with the primary duties of the official position, the FLSA 


exemption status is that of the position in a nonexempt area.  If the duties being performed in the nonexempt 


area are different than the primary duties, exemption status of the temporary duties must be determined by 


applying §551.211. 


When foreign exemption applies to a position, complete two FLSA Worksheets: 1) worksheet represents the 


application of the foreign exemption, and 2) worksheet represents the FLSA determination of the position 


without the foreign exemption criteria (i.e., the FLSA determination of the primary duties when performed in a 


nonexempt area).     


Section II. Salary-based nonexemption and/or nonexemption of certain employees   
Bargaining Board.  Nonsupervisory Bargaining Board positions are in a “comparable system” to FWS and would 


be nonexempt. 



https://www.doi.gov/flert/
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Technical Positions.  Technical work is typically associated with and supportive of a Professional or 


Administrative field.  If a nonsupervisory position falls into a technical/assistant occupational series (such as 


Supply Technician, Budget Technician, HR Assistant), is associated with and supportive of an administrative field, 


and is properly classified, the position is generally nonexempt regardless of grade.  Nonsupervisory technician 


positions (such as Engineering Technician, Biological Science Technician, Hydrologic Technician) associated with 


and supportive of Professional fields are also generally nonexempt; however, higher graded technician positons 


of this type must be carefully evaluated against the exemption criteria.   


Section III. Exemption Criteria   
Apply the General Principles (§551.202) when making FLSA coverage determinations.  In addition to the General 


Principles, below are general guidelines. 


A. Executive Exemption Criteria (§551.205) 
This exemption category is comprised of positions which meet the threshold for applying the General 


Schedule Supervisory Guide (GSSG) or the Federal Wage Job Grading Standard for Supervisors.  Assuming 


sound position management principles are followed, there are few situations where managerial or 


supervisory positions are nonexempt, with the exception of the proper application of the salary-based 


nonexemption criteria under the first section of the Worksheet.  


In general, the authorities granted to leader type positions are insufficient to meet the Executive exemption 


criteria outlined in 5 CFR 551.205.  However, an employee who leads a team of other employees assigned to 


complete major projects may meet the requirements for an Administrative exemption (§551.206(i)). 


In general, Code 4 Supervisors CSRA (positions that meet the definition of Supervisor in 5 U.S.C. 7103(a)(10), 


but do not meet the minimum requirements for application of the GSSG) will not likely meet the Executive 


exemption criteria because they will not likely meet the primary duty standard and possibly the “two or 


more” employees supervised standard.  Careful consideration should be given to these positions when 


applying the Executive exemption criteria. 


B. Administrative Exemption Criteria (§551.206)    
This exemption category is comprised of positions/employees whose primary duty is the performance of 


office or non-manual work directly related to the management or general business operations of the 


organization (i.e., staff work opposed to line work) and whose primary duty includes the exercise of 


discretion and independent judgement with respect to matters of significance. It is very important to apply 


the definitions of these terms when applying this exemption criteria. 


▪ Executive Assistant or Administrative Assistant Positions. An executive assistant or administrative 


assistant to a high-level manager or senior executive (e.g., bureau head or executive services director 


and their deputies) generally meets the duties requirements for the Administrative exemption if such 


employee, without specific instruction or prescribed procedures, has been delegated authority 


regarding matters of significance. Merely reporting to a high-level manager or senior executive does not 


automatically confer an Administrative exemption. These positions typically do NOT perform clerical 


work. 


▪ Human Resources (HR) Positions. HR employees who formulate, interpret or implement HR 


management policies generally meet the duties requirements for the Administrative exemption. In 


addition, when interviewing and screening functions are performed by the HR employee who makes the 


hiring decision or makes recommendations for hiring from a pool of qualified applicants, such duties 


constitute exempt work, even though routine, because this work is directly and closely related to the 


employee’s exempt function.   
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▪ Management Analysts, Program Analysts, and Management Advisor Positions. Management Analysts 


who study the operations of an organization and propose changes in the organization, Program Analysts 


who study program operations and propose changes to the program, and other Management Advisors 


generally meet the duties requirements for the administrative exemption. 


▪ Acquisition Positions. Acquisition employees with authority to bind the organization to significant 


purchases generally meet the duties requirement for the Administrative exemption, even if they must 


consult with higher management officials when making a commitment.   


▪ Line versus Staff Positions. Certain occupations typically assist and support line managers and assume 


facets of overall management function.  Neither the location of the work nor the number of the 


employees performing the same or similar work turns such work into a production (line) function.  For 


example, if human resources, acquisition, or financial management services were centralized for the 


Department or a Bureau, this does not change the inherent administrative nature of the work from staff 


to production (line) work. Similarly, employees who develop, interpret, and oversee agency policy are 


performing management support functions; some of these activities may be performed by employees 


who would otherwise qualify (or not qualify) for another exemption.  Depending upon the purpose of 


the work and the organizational context, work in certain occupations may be either exempt or 


nonexempt.  For example, criminal investigators who perform work directly related to the internal 


management of the agency and typically would be expected to provide recommendations of great 


significance based on the analysis of investigative findings would likely be considered as performing a 


staff function. In contrast, the performance of investigative and inspectional work to confirm whether 


specific regulatory requirements have been met for an investigative/inspectional component of any 


agency would likely be considered as performing a line rather than a staff function. Supervisors should 


be consulted to ensure that these types of positons are performing “administrative” duties that meet 


the Administrative exemption criteria before making an exempt determination.  


▪ Computer Positions. Systems analysts and computer programmers generally meet the duties 


requirements for the Administrative exemption if their primary duty includes work such as planning, 


scheduling, and coordinating activities required to develop systems to solve complex business, scientific 


or engineering problems of the organization or the organization's customers. A senior or lead computer 


programmer who leads a team of other employees assigned to complete a major project that is directly 


related to the management or general business operations of the employer or the employer's customers 


generally meets the duties requirements for the Administrative exemption, even if the employee does 


not have direct supervisory responsibility over the other employees on the team. (§551.210(d))   


▪ Lead positions. An employee who leads a team of other employees assigned to complete major projects 


(such as acquisitions; negotiating real estate transactions or collective bargaining agreements; designing 


and implementing productivity improvements; oversight, compliance, or program reviews; 


investigations) generally meets the duties requirements for the administrative exemption, even if the 


employee does not have direct supervisory responsibility over the other employees on the team. An 


example is a lead auditor who oversees an audit team in an auditing agency and who is assigned 


responsibility for leading a major audit requiring the use of substantial agency resources. This auditor is 


responsible for proposing the parameters of the audit and developing a plan of action and milestones to 


accomplish the audit. Included in the plan are the methodologies to be used, the staff and other 


resources required to conduct the audit, proposed staff member assignments, etc. When conducting the 


audit, the lead auditor makes on-site decisions and/or proposes major changes to managers on matters 


of significance in accomplishing the audit, including deviations from established policies and practices of 


the agency. 


▪ Ordinary inspection positions. Ordinary inspection work generally does not meet the duties 


requirements for the administrative exemption. Inspectors normally perform specialized work along 
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standardized lines involving well-established techniques and procedures which may have been 


catalogued and described in manuals or other sources. Such inspectors rely on techniques and skills 


acquired by special training or experience. They have some leeway in the performance of their work but 


only within closely prescribed limits.  


C. Professional Exemption Criteria (§551.207)  
If a position is properly classified in an occupational series designated as Professional and the work being 


performed meets the Professional exemption criteria as outlined in 5 CFR 551.207, the position is exempt.      


See §551.207 for further clarifying guidance on meeting or not meeting this exemption criteria for many 


specific occupations such as legal and medical occupations, accounting, engineering and architecture, and 


teaching and instructing. 


 


Work requiring advanced knowledge means work which is predominantly intellectual in character, and 


which includes work requiring the consistent exercise of discretion and judgment. Professional work is 


therefore distinguished from work involving routine mental, manual, mechanical or physical work. A 


professional employee generally uses the advanced knowledge to analyze, interpret or make deductions 


from varying facts or circumstances. Advanced knowledge cannot be attained at the high school level.   


 


The advanced knowledge must be in a field of science or learning which includes the traditional professions 


of law, medicine, theology, accounting, actuarial computation, engineering, architecture, teaching, various 


types of physical, chemical and biological sciences, pharmacy, and other similar occupations that have a 


recognized professional status. 


 


The advanced knowledge must be customarily acquired by a prolonged course of specialized intellectual 


instruction which restricts the exemption to professions where specialized academic training is a standard 


prerequisite for entrance into the profession….the learned professional exemption is not applicable to 


occupations that customarily may be performed with only the general knowledge acquired by an academic 


degree in any field, with knowledge acquired through an apprenticeship, or with training in the performance 


of routine mental, manual, mechanical, or physical processes. The learned professional exemption also does 


not apply to occupations in which most employees have acquired their skill by experience rather than by 


advanced specialized intellectual instruction. The position of Engineering Technician is an example of such 


an occupation where the employee collects, observes, tests and records factual scientific data within the 


oversight of professional engineers, and performs work using knowledge acquired through on-the-job and 


classroom training rather than by acquiring the knowledge through prolonged academic study. 


 


The OPM Series definition for the GS-1102, Contracting Series, states that the positions in this series 


perform professional work. While Contracting work would not traditionally be considered professional work, 


Contracting work classified in the GS-1102 may fall under the professional exemption criteria of §551.208(b) 


Expansion of professional exemption. 





		I. Foreign Exemption (§551.212) and/or Exemption of employees receiving availability pay (§551.213)

		If any of the boxes in this section are marked, the employee/position is Exempt and the remaining sections need not be applied. See §551.104 for definition of Exempt Area. Refer to §551.212 when administering employees/positions meeting the criteria f...



		II. Salary based Nonexemption (§551.203) and/or Nonexemption of certain employees (§551.204)
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		B. Administrative Exemption (§551.206) – both boxes must be checked to apply this exemption criteria

		C. Professional Exemption (§551.207) – to apply this exemption criteria, must check the “Primary Duty” box AND all the boxes of at least one of the two Professionals or Computer Employees listed below

		1. Learned Professionals (§551.208) – all boxes must be checked to apply this exemption criteria

		2. Creative Professionals (§551.209) – must check the box in order to apply this exemption criteria

		3. Computer Employees (§551.210) – all boxes must be checked to apply this exemption criteria
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		Criminal investigator receiving availability pay under 550181a as provided in 29 USC 213a16: Off
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		The employee must work as a computer systems analyst computer programmer software engineer or other similarly skilled worker in: Off

		Primary duty must consist of 1 the application of systems analysis techniques and procedures including consulting with users to: Off

		The computer employee exemption does not include employees engaged in the manufacture or repair of computer hardware and related: Off
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Position Designation Record


Department DEPARTMENT OF THE INTERIOR IN
Agency DEPT OF INTERIOR-OTHER
Supplemental Duty
Position Title Wildland Firefighter (Prevention)
Position Description
Series and Grade/Pay Band GS-0456-11
Position Description Number DX01700
Designator's Name & Title Travis Bradshaw, HR Specialist (Classification)


Final Position Designation and Investigation


Sensitivity 
Level


Risk Level Level of Investigation 
per Federal 
Investigative 
Standards (2012)


Level of Investigation per 
2022 Federal Personnel 
Vetting Investigative 
Standards


Form


Non-Sensitive Moderate Risk Tier 2 Moderate Tier SF 85P


Label Points
Total Initial Position Designation Points from Step 2 48
Adjusted Position Designation Points from Step 3 48


Summary


National Security
No national Security Duties


Suitability


Duties Degree of Potential for Compromise or Damage
Government operations – 
rulemaking, policy, and major 
program responsibility (includes 
regulation or policy making, 
directing, implementing, advising 
and audits)


Limited impact
One or more of the following:


Management duties with less than moderate 
impact on programs
Regulation or policy input is limited to 
contributing to working groups or providing 
technical input


Public safety and health services, 
regulation, enforcement, and 
protection (Food safety and 
inspection, occupational health 
and safety, transportation safety, 


Moderate impact
Position is actively, operationally engaged in 
services related to the duties in this category (but 
has only moderate ability to impact the public’s 
trust), such as:







Duties Degree of Potential for Compromise or Damage
environmental safety and hazard 
mitigation)


Performing inspections
Enforcing established standards
Providing regulatory advice and direction


Protection of government funds 
for non-national security 
operations, access to or 
operation or control of financial 
records, fiduciary responsibilities 
or other duties (such as 
developing statements of work) 
with a significant risk for causing 
damage or with the potential for 
realizing significant personal gain


Limited impact
One or more of the following:


Obligates, expends, collects or controls funds or 
items with monetary value of less than $2 million, 
but only when meaningful controls are in place to 
monitor the process and detect abuse; Otherwise, 
value may not exceed $1 million
Audits or analyzes  budgets or other financial 
records, with potential for limited impact on 
government programs or operations
Procures (or secures funding for) goods and/or 
services with monetary value less than $2 million 
annually the compromise of which could cause 
limited impact on government programs or 
operations 


Investigation, oversight, and 
audits of government personnel, 
programs, and activities


Moderate impact
Conducts, under limited authority, internal and/or 
external non-criminal investigations, inquiries, or 
audits, the outcome or compromise of which 
could negatively impact the public’s trust


Protection of government 
information technology systems 
(supervision or control of 
information technology systems, 
authority to bypass significant 
technical and operational security 
controls for general support 
systems, or access to major 
applications – the scope of these 
duties exceed that of ordinary or 
routine computer use)


Limited impact
Aids or supports the duties in this category; 
however, the responsibilities are so narrow in 
scope or carried out under such restrictive 
controls that the risk of violating the public’s trust 
is practically eliminated


Government service delivery, 
including customer service or 
public liaison duties


Moderate impact
Duties involve customer service responsibilities 
and/or public liaison that could negatively impact 
the public’s trust through moderate damage/harm 
to:


The integrity or efficiency of the service
Individuals or business entities
Government programs or operations impacting 
the public’s trust


Adjustment for Scope of Program and Correlation to Extent of Impact


Program Scope and Impact Impact
Adjustment for Scope of Program 
and Correlation to Extent of 
Impact


Multi-agency impact
Program operations affect more than one agency. 
Misconduct or damage would have potential to 







Program Scope and Impact Impact
impact multiple government agencies, and/or the 
individuals or private entities affected by those 
agencies.


Level of Supervision Ability to act independently
Adjustment for level of 
supervision or other controls


Periodic, ongoing review - ability to act 
independently a lot of the time


Ongoing spot review from a perspective of policy 
and organizational concerns by a superior with 
expertise in the technical aspects of the duties 
performed.


Designator’s Name:          Travis Bradshaw, HR Specialist (Classification)


Designator’s Signature:    _________________________________      Date: _________________
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