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E3. ENCLOSURE 3 

OCCUPATIONAL SERIES AND TITLING PRACTICES 

E3.1. GENERAL 

E3.1.1. Assignments of occupational series, titles, and grades to positions covered by 
General Schedule (GS), Federal Wage System (FWS), and related positions will be in 
accordance with the Office of Personnel Management (OPM) position classification and job 
grading standards. These standards may be supplemented by guidance from the Department of 
Defense and the Department of Defense Education Activity (DoDEA). Generally, OPM 
standards contain specific occupational series definitions, titling instructions, and grading 
information. Where OPM does not prescribe an official title for a particular position, common 
titles are used for similar positions. 

E3.1.2. "Occupational Series" are four-digit numerical codes used to identify groupings and 
specific occupations. "Titles" are words or phrases used to describe the occupational nature of a 
position. Every position description shall be assigned an official occupational series and title. 
Similar positions shall be assigned the same occupational series and title. Parenthetical 
modifiers may be added where necessary to reflect a major duty or qualifications requirement not 
otherwise evident, following OPM's guidance which for this purpose is extended to all serviced 
positions. 

E3.1.3. Titling of Local National positions is in accordance with the servicing Military 
Department's procedures. Where possible, the equivalent title, occupational series, and grade 
level under the Teaching Position (TP), GS, FWS or related system should be identified on the 
first page of the position description (PD), Optional Form (OF) 8. 

E3.1.4. Positions established under reference (b) are identified as TP positions, regardless of 
whether such positions involve instructional, supervisory, or related professional staff services. 
TP positions are found in unit, elementary, middle, and high schools; and other Department of 
Defense Dependents Schools (DoDDS) activities generally involving direct educational program 
support. All TP positions are assigned to the following pay plan and occupational series: 
TP-1701. Official titles consist of a four-digit numerical designator code, descriptive title, and 
parenthetical modifier authorized for the position. For purposes of entering the pay plan, 
occupational series, and gradellevel of the position on the OF 8, enter TP-1701, followed by the 
appropriate salary schedule code (enclosure E4) as the first field; and zero as the second field of 
the gradellevel. For example, the pay plan, occupational series, and gradellevel for a guidance 
counselor PD would be: TP-1701 -EO. 

E3.1.5. Specializations, subject matters, and occupational fields assigned to the TP pay 
system may change more frequently than it is practical to update this Regulation. Therefore, TP 
positions recognized in DoDEA's "Position Categories and Requirements Listing," also may be 
established as valid designator codes and will be incorporated into subject regulation upon 
reissuance. 
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E3.2. ESTABLISHMENT OF A NEW DESIGNATOR CODE 

E3.2.1. A memorandum will be forwarded to the Human Resources Regional Service Center 
(HRRSC), Classification and Compensation Section, requesting to establish a new designator 
code, and will contain the following information: 

E3.2.1.1. The proposed official title. 

E3.2.1.2. A synopsis of the duties of the position. If the duties of the position require a 
position description other than the use of the standardized position description for a teacher, then 
a draft standardized position description should be included. 

E3.2.1.3. The qualification requirements 

E3.2.1.4. A statement to verify this position should be included in the "Position 
Categories and Requirements Listing." 

E3.2.1.5. The grade levels that a designator code should be established for (i.e., 
elementary, middle, and/or high school). 

E3.2.1.6. A point-of-contact and telephone number for additional information 

E3.2.2. The Classification and Compensation Section will coordinate the establishment of a 
new designator code with the HRRSC Licensure Unit and the Education Directorate. Upon 
approval, the Classification and Compensation Section will assign a numeric designator code. 
The new designator code will be listed in the "Position Categories and Requirement Listing," if 
appropriate, notify appropriate staff of the establishment of the new designator code, and ensure 
that the new designator code is included in the next update of this Regulation. If the designator 
code is not approved, the reason for disapproval of the designator code will be provided in 
writing to the originator of the request. 

E3.3. TP PAY SYSTEM POSITIONS 

E3.3.1. ELEMENTARY TEACHING POSITIONS. The following designator codes, titles, 
and modifiers are authorized for elementary school instructional positions. Teaching positions -. 

involving responsibility for two or more grade levels, subjects, and/or areas of specialization are 
titled as indicated for code 0100. 

Authorized Desimator Code, Title. and Modifier 

0090 
0095 
0096 
0100 
0101 
0102 

Teacher (Pre-kindergarten) 
Teacher (Kindergarten) 
Teacher (Kindergarten, Language Immersion) 
Teacher (Mixed Elementary) 
Teacher (First Grade) 
Teacher (Second Grade) 
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E3.3.2. MIDDLE SCHOOL TEACHER AND INSTRUCTOR POSITIONS. The following 
designator codes. titles. and modifiers are authorized for middle school instructional positions. " 
Teaching positions involving responsibility for two or more subjects andlor areas of 
specialization are titled under code 0200. When more than one is assigned, the codes of actual 
subjects andlor specializations are identified in the remarks section of the OF 8. 

Authorized Desimator Code, Title, and Modifier 

E3.3.3. SECONDARY SCHOOL TEACHER AND INSTRUCTOR POSITIONS. The 
following designator codes, titles, and modifiers are authorized for secondary school - - 
instructional positions. Teaching positions involving responsibility for two or more subjects 
andlor areas of specialization are titled under code 0300. Mixed assignments involving 
instructor-type work in conjunction with teaching andlor work in another area of specialization 
are also titled under code 0300. Mixed assignments among instructor categories are titled under 
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0399. When more than one is assigned, the codes of actual subjects and/or specializations are 
identified in the remarks section of the OF 8. 

Authorized Designator Code, Title, and Modifier 
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E3.3.4. SUBSTITUTES. Regardless of assignment, substitutes for elementary, middle, and 
secondary schools are titled as follows: 

Authorized Designator Code, Title. and Modifier 

1 2000 1 Substitute 

E3.3.5. PUPIL PERSONNEL SERVICES AND EDUCATION SUPPORT POSITIONS. 
Pupil personnel services (PPS) and education support (ES) positions are assigned to the "0400 
series. Mixed PPS and ES assignments covering more than one occupational area are titled 
under the 0400 code. Mixed positions which involve both teaching (0300 codes) and PPSIES 
responsibilities (0400 codes) on a regular and recurring basis are assigned and titled under the 
specific codes having the highest scheduled rate of pay. If the scheduled rates of pay are 
identical, positions will be assigned to the mixed assignment code which reflects the basic 
purpose of the position. Absent these distinctions, positions will be assigned to the mixed code 
which best represents the highest knowledge, skills, and abilities required of the position. Where 
more than one area is assigned, the actual codes for grades, subjects, andlor areas of 
specialization are reflected in the remarks section of the OF 8. 

Authorized Designator Code, Title, and Modifier 

0400 
040 1 
0402 
0403 
0404 
0405 
0410 

(OPEN)* Mixed TeacherISpecialist positions 
Teacher, AVID (Middle) 
Dormitory Counselor 
School Psychologist 
School Social Worker 
Teacher, AVID (Secondary) 
Teacher (Communications Impaired) 
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0392 . . . . . . . - . - Guidance . . Counselor (Secondar!.) 
. 1 0393 Intcrnationcll Hacccllclureate I'rogrclm (:oordinator -. . . . . . . . . . . . . - . 

0494 I International Baccalaureate Program Specialist 
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* Except as stated in subparagraph E3.3.7 below, "OPEN means an appropriate title reflecting the combined 
duties assigned to this position. 

** Incumbency Only -Not to be used for recruitment purposes. 

E3.3.6. SCHOOL MANAGEMENT POSITIONS. Certain teaching positions involve broad 
school program management responsibilities for one or more schools. These school-year 
positions are assigned to the TP pay plan and 1701 occupational series. The following 
designator codes. titles. and modifiers are authorized for use. In the case of mixed assignments, - - 
the code and title appropriate for the assignments to which the highest scheduled rate of pay 
applies are normally used, providing such responsibilities are performed on a regular and - - 

recurring basis. When scheduled rates of pay are the same, assignment is to the code which most 
accurately reflects the basic purpose of the position; or, absent this distinction, to the code which 
best represents the highest knowledge, skills, and abilities of the incumbent in the position. 
There is no "mixed assignment" code or title for positions under this category. 

E3.3.7. The school management category consists of the following: 

E3.3.7.1. School Principal and Assistant Principal Positions: The following designator 
codes, titles, and parenthetical modifiers are authorized for positions involving school-level 
management of DoDDS schools: 

Authorized Designator Code, Title, and Modifier 

E3.3.7.2. Tvpe School: Many DoDDS schools do not fit the standard pattern of 
elementary, middle, or high schools because grade ranges in DoDDS schools may overlap the 
more traditional school grade ranges. For the purpose of determining the appropriate designator 
code, title, and modifier; and therefore salary schedule code in the case of mixed grade-level 
principal or assistant principal positions, the type school will normally be recognized according 
to the following format: 

1021 
1022 
1024 
1025 
1026 
1028 

School Principal (Elementary) 
School Principal (Middle) 
School Principal (High) 
Assistant Principal (Elementary) 
Assistant Principal (Middle) 
Assistant Principal (High) 

Grade Range 

Any school with a grade structure 
terminating in grade 12 
(i.e., K-12,6-12,7-12,9-12) 
Any school with a grade structure 
terminating in grade 8 
(i.e., K-8, 4-8, 5-8, 6-8, 7-8) 
Any school with a grade structure 
terminating in grade 6 or below 
(i.e., K-6, K-5, K-2, 4-5) 

Tvpe School 

High School 

Middle School 

Elementary School 
(includes preschool) 
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E3.3.8. This information will be used to determine the type of school and the specific salary 
schedule from which a principal will be paid. For assistant principals who serve as full deputies 
to school principals, pay is based upon the same school type. In some situations, however, 
particularly mixed school types such as the medium to larger sized elementary and middle 
schools, or middle and high schools, the assistant principal's particular responsibilities must be 
considered before determining the type of school applicable for pay purposes. For example, in a 
combination elementary and middle school, where an assistant principal's responsibilities are 
primarily in the elementary school segment, the assistant principal would be considered an 
elementary school assistant principal. The fact that the assistant principal may periodically act as 
the principal in his or her absence does not change the school type designation for the assistant 
principal. Position management principles are to be taken into account in assigning duties and 
responsibilities. 

E3.3.9. SALARY SCHEDULES. School principals are assigned to Salary Schedule K. 
Assistant principals are assigned to Salary Schedule L. 

E3.3.10. ABOVE SCHOOL LEVEL TEACHING POSITIONS. The following designator 
codes, titles, and modifiers are authorized for above school level positions. When (Open) is 
indicated in the title for above school level positions, insert assigned curriculum area or 
authorized above school level position title. 

Authorized Designator Code, Title, and Modifier 

E3.3.11. SUPERVISORY POSITIONS. "Supervisory" is prefixed to any title which does 
not indicate supervision through another term such as administrator, manager, or principal. Only 
positions delegated authority to effect or recommend substantive personnel management actions 
as outlined in OPM classification guidelines for supervisory positions may be designated 
"supervisory." 

1070 
1071 
1072 
1082 
1083 
1084 
1085 

Instructional Systems Specialist (Open) 
Educational Technologist (Above School Level) 
Reading Recovery Leader (Above School Level) 
Principal in Residence (Open) 
Assistant Principal in Residence (Open) 
Chief of Staff 
Educational Business Manager 
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