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DEPARTMENT OF ADMINISTRATION ORGANIZATIONAL CIRCULAR NO. 2025-006

To: AN Department! Agency Heads

From: Director of Administration

Subject: Hazardous/Environmental Pay Form and Procedures Update

Buenas yan Hâfa Adai! The Hazardous/Environmental Pay Policy and Procedures were
amended by the Guam Civil Service Commission in March 2000, however, the authority for
implementing uniform differential pay policy now rests with the Department of Administration,
pursuant to 4 Guam Code Annotated, Chapter 6, §6304. As a result, the
Hazardous/Environmental Pay Request Form and the routing procedures have been updated to
include routing procedures pursuant to Public Law 33-195, which allows certain
departments/agencies (namely law enforcement) to submit pay differential requests directly with
the Department of Administration.

In order to assist departments and agencies with their Hazardous/Environmental Pay requests,
the request form was developed using Excel application software and includes memorandum
templates which can be used to facilitate the preparation and transmittal of necessary
documents. The Excel Workbook template is posted as a resource under the DOA-HR website
at https://hr.doa.quam.gov/resources/. Hard copies are attached for your review.

Your immediate attention to this matter is greatly appreciated. Should you have any questions,
please contact the Classification Branch at 475-1131/1201/1265. Dangkolo na
Agradesimiento!

EDWARD M. BIRN

Attachments

edward.birn
Pencil
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POLICY & PROCEDURE

SUBJECT: APPROVED BY EFFECTIVE PAGE
DATE:

PAY REQUESTS
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HAZARDOUS/ENVIRONMENTAL

Personnel Services Administrator

PURPOSE:

To continue with existing policy and procedures for assessing and recommending approval of hazardous
and environmental pay differential requests pursuant to the policy established by the Guam Civil Service
Commission (amended March 1, 2000 copy attached). To update the Pay Request Form (using an Excel
Workbook) and the pay request procedures as presented herein.

POLICY:

The Director of the Department of Administration (DOA) is mandated by 4GCA § 6304 to establish and
implement uniform differential pay policies. In addition, through statute and Executive Order, management
must assure every employee of the government of Guam a safe workplace and healthful working conditions
free from recognized hazards that may cause or are likely to cause death or serious physical harm.

AUTHORITY:

IOGCA, Chapter 87— Occupational Safety and Health Code; Public Law 19-19, § 87125 - Employees Not
Be Compelled to Work in Unsafe Conditions; Executive Order 88-9, dated March 22, 1988 Guam
Occupational Safety and Health Act Policy and Commitment; DOA Personnel Rules and Regulations,
Chapter 9 — Health and Safety, Rule 9.200 - Safety Standards; CSC Hazardous-Environmental Pay Policies
and Procedures; 4GCA, § 6222 Corrections Officers Hazardous Pay; 4GCA, § 6224 Police and Customs
Officers Hazardous Pay; 4GCA, § 6225 - Hazardous Duty Positions Identified; 4GCA § 6225.1 —

Hazardous Pay Differential for Employees of Guam Behavioral Health and Weilness Center;

COVERAGE:

All employees occupying classified or unclassified positions. Note: The procedure outlined below shall
be followed beginning with Step 1 with the exception of departments/agencies identified under Public Law
33-195 who may submit pay differential requests directly with the Department of Administration by
completing Steps 1-3, but skipping Steps 4, 5, and 6 (the GOSH review), and then continuing at Step 7.

PROCEDURE:

Step 1. Immediate Supervisor - IS determines the existence of a temporary and unusual hazardous
working condition. The Immediate Supervisor completes the “Supervisor’s Section” of
the Hazardous/Environmental Pay Request Form - PRF (see link to excel workbook -

hard copies attached) by identi’ing each position and a corresponding category of each
hazard (i.e. Customer Service Representative: a. Mentally Ill, Emotionally Disturbed —

10%; b. Communicable/Infectious Disease - 8°/o; etc.) and attaches any supporting
documents.

Step 2. Immediate Supervisor forwards the completed Pay Request Form to the Department Head
- DH for review.



Step 3. Department Head reviews the PRF and if helshe concurs has funds certified
accordingly, and then the Immediate Supervisor proceeds to Step 4 for GOSH review or
directly to Step 7 if request is coming from a Department/Agency exempt from GOSH
review. If the DH does not concur, the pay request ends. (Note: DR must notifi the IS
within ten (10) working days if the request form is denied due to non-concurrence.)

Step 4. Immediate Supervisor transmits the PRF to the Guam Occupational Safety and Health
Administrator, Department of Labor, with a written request ensuring that Parts I, II, and
III of the PRF is completed along with copies of a Position Description Questionnaire
(PDQ) for each position impacted.

Step 5. The GOSH Administrator conducts his or her review and inspection and completes the
appropriate sections of the PRF, makes a determination and provides a recommendation.
The completed PRF is then returned to the requesting Department or Agency.

Step 6. The requesting Department/Agency then forwards the completed PRF and GOSH
recommendation to DOA.

Step 7. DOA Review - the DOA Classification and Pay Branch reviews the PRF and the GOSH
Administrator’s recommendation(s) or the PRF and the recommendation of a
department/agency exempted from going directly to GOSH along with copies of a
Position Description Questionnaire (PDQ) for each position impacted. The assigned
Specialist will complete the PRF — research and document any comments and make the
appropriate recommendation for the Director of Administration’s review and attach any
supporting documents. The completed PRF is then forwarded to the Director of
Administration for final review.

Step 8. Upon approval by the Director of Administration of the duty pay differential, the
CLassification and Pay Branch shall inform DOA, Payroll Division, and transmit a copy
of the completed PRF and any supporting documents.

RESPONSIBILITY:

Management and Supervisors — Focus efforts on eliminating and/or reducing any health and/or safety
hazards to the lowest possible level, and implementing safe working condition policies and procedures. If
employees are required to work under temporary hazardous/environmental conditions, the appropriate pay
differential request shall be made to compensate employees accordingly. Completed and authorized PRF’s
and any supporting documents are forwarded by HR to DOA PayroLl for processing.

Attachments

1. CSC Hazardous-Environmental Pay Policy and Procedures;
2. Hazardous’Environmental Duty Pay Request Form (Excel Workbook — go to

https:/fhr.doa.guam.gov/resourcesl) which includes: a) Pay Request Form Template; Table of
Hazardous1Environmental Duty Categories; and b) Cover Memo Templates to DOL GOSH and
from Department to DOA after GOSH certification; and c) Cover Memo to DOA from Exempt
Department or Agency.

Octobef 2023



November 7, 2024

MEMORANDUM

TO: Director, Department of Labor
Attn: Administrator, Guam Occupational Safety and Health

VIA: Department Head
Department Name

FROM: Title of Supervisor

SUBJECT: Request for Certification of Pay Differential
RE: Temporary Hazardous/Environmental Working Conditions

This is to request your approval to certify that hazardous/environmental working conditions exist as described
in the attached form. Please see information provided to include any additional attachments.

Dept/Division/Unit: —

Location of Hazardous/Environmental_Condition:
Recommended Pay Differential: 0%

Employees impacted. See below or attached list.
Name: — Title:
Name: — Title: —

Name: Title: —

If you have any questions, please call: contact number(s)

NAME OF SUPERVISOR

Attachment



November 7, 2024

MEMORANDUM

TO: Director, Department of Administration

FROM: Department Head
Department Name

SUBJECT: Request for Approval of Pay Differential
RE: Temporary Hazardous/Environmental Working Conditions

This is to request your approval to concur with the Guam Occupational Safety and Health recommendation
that a pay differential is in order for the employees listed and for the hazardous/environmental conditions
described. Please refer to the attached completed Pay Request Form.

Dept/Division/Unit: —

Location of Hazardous/Environmental_Condition:
Recommended Pay Differential: 0%

Employees impacted. See below or attached list.
Name: — Title:
Name: — Title:
Name: Title:

Upon your approval, a copy of the Pay Request Form shall be forwarded to the DOA Payroll Office.
Thank you for your support and assistance.

NAME OF DEPARTMENT HEAD

Attachment



November 7, 2024

MEMORANDUM

TO: Director, Department of Administration

FROM: Exempt Department/Agency Head
Exempt Department/Agency Name

SUBJECT: Request for Approval of Pay Differential
RE: Temporary Hazardous/Environmental Working Conditions

This is to request your approval to grant a duty pay differential for the employees listed below and/or in the attached
list. Please refer to the attached completed Hazardous/Environmental Pay Request Form.

Dept/Division/Unit: —

Location of Hazardous/Environmental_Condition:
Recommended Pay Differential: 0% I
Employees impacted. See below or attached list.
Name: — Title:
Name: — Title:
Name: Title:

Upon your approval, a copy of the Pay Request Form shall be forwarded to the DOA Payroll Office. Thank you for
your support and assistance.

NAME OF EXEMPTED DEPT HEAD

Attachment



HAZARDOUSIENVIRONMENTAL PAY REQUEST FORM
(Note: For Exempted Departments/Agencies

- GOSH Recommendation is not required.)
November 7, 2024
PART I - Dept/Division/Unit:
Location of Hazardous/Environmental Condition: —

Purpose of Work Activity (Why the work or iob must be performed?):

Amount of time needed to complete work activity:
Specific Description of Hazardous/Environmental Condition (Why is it considered hazardous?): See Table

F
Actual amount of time exposed to the hazardous condition:
Dates/Period - From: To: 1 ITotal Days
Recommended Pay Differential: 0%
Employees impacted. See below or attached list accompanied by completed Position Description(s) (PDQ).
Name: — Title: —

Name: — Title: —

Name: — Title: —

Could hazardous condition be mitigated? If not, why not?

Accident and injury history involving the prescribed work activity (past 5 years), if any. Previous accidents or injuries that
occurred from exposure to similar conditions in the past. If none, please indicate none.
DATE LOCATION OF INJURY TYPE OF INJURY LOST WORK DAYS CORRECTIVE ACTION TAKEN

Name and Title of Supervisor:

PART II - DEPARTMENT HEAD REVIEW - Date Received: I I0IJ I — I I10 NOT CONCUR:
—

Remarks:

Director’s Signature: Date:

PART III - CERTIFICATION OF FUNDS: Recommended Pay Differential: 0%

fl AVAILABLE NOT AVAILABLE

Certifying Officer’s Signature: Date:
DEPARTMENT OF LABOR, GUAM OCCUPATIONAL SAFETY AND HEALTH REVIEW - Date Received:
Inspection/Investigation Comments:

GOSH Recommendation:

SIGNATURE

CERTIFIED NOT CERTIFIED

GOSH ADMINISTRATORS SIGNATURE Date



Government of Guam
HAZARDOUS1ENVJRONMENTAL PAY POLICY & PROCEDURES

APPENDIX A

TABLE OF HAZARDOUS/ENVIRONMENTAL DUTIES

The following table Shall be used by the department or agency Head when authorizing pay
differemials for employee(s) The allocated percentage shall be calculated by multiplying the
employee’s hourly rate times the number of hour(s) the hazardous/cnvironniental duty was

ed

z;
CA1TGOR OF HAZARDOUSINVIRONMENTAL DUTY - IA1(i1.

Cld Work: Workuigm cold storage or other diniate coatrolial arms where
the anployoc is subjected to tcmperaures at or below freezing (32 degrees
Fafrcuheig) 4’ecrc such exposure is not practically cl,minatd by inectusucat
c(pu$fltI* or prOteetne devices being used

Hot Work; Wodwig m spaces wherein the employee is subjected to Pby,cal JI*rdstd,
tcresincxcessofllOdcgreesFaliratheit 4%

Exposwc to burning gacohncffuel as a resuk of vclnaiiar accidenis.Ismpacts
whuc such exposure is not practically ehmsnated by meetwucal equipma* llazardeu,C.oduhm

lwOtedAve devices licing useil 25/.

Hieb Vke Fkctvicsl Fxcrr1’ Working on energized electrical lines rated
at 4,160 volts or mote which arc suspended from utility poles or towers, when 50%
adverse weather conditions such as atcady rain, high binds. lightning, or similar
asvjrcamaagal factors make the work unusually hazardous

Work in Onen Trenches: Work in an open trendi fiye (S) feet dccp or more 25%
until proper shonag has been instalkd

apl.nvcs lncendiuie Working with or in close proximit to any situauon 25%
where cxpkiswcs incendiaries arc being handled

AMEP4PEP ,i MARCH 2000 1



MOraaaisms fLoir, Dcr,or Harsrd) Wonláng with or in close picaunUty
So ro.orpmsms in situations for which the nature of the work does not
icqurr the individual to be in direct coact with primary cantarners or
oga’nsnw pathogenic for man, stick as culture s, askwe test tube,,
hpodamic syTnes, and similar iastnmicnts. aid hiq’asy and autopsy material
and vibercin the use of safety measures have unt practically diminated the
patrauid for personal injury.

APE14DlX A

Goverqw-i of Guam
flAL PAY POLICY & PROCEDURES

Hiub W.rk Wod, tra. or rappd frma any nicturc of at least 30
feet show die base level, groind, *dc floor, rod, dc., under opos ceoditimu, 25%
if die sudwrc is unstable or if scaffdding raids or ether suitable prntedñe
facilriis arc not used, or if pafenned undu adwse condiqacms sudi as
dodiness, hghoiin, steady ram • or high wind wloàly.

4%

£omitwick4afelopiDjçs; Assigned to work with or in close
p.oziuity to miao.orgaáms à* situaums which die nature of work
requires the employee to be in direct contact with cenunuincablc/irrkctious
disews such as tuberculosis. human iminuac deficiency vims, Hepatitis B,
aas1es, nnamps. and ether reportable osuiabkFmfious diseases.

uirirouwd Wodi: Woek underground performed ar the censiniction of
uaids and shafts, and the inspection of such constructions. until 25%

die necessary lining of the draft or (naiad has d--.-”d the hazard

Work]. Unssk Structures: Work withas or inuc4ar4y adjacent to a
heddlig or structure wfuicls has beat severely ai4 by earthquake, fire,
t)11h000, flood, or similar cause when die stmirc has been declared unsafe by 25%
compe’rut tedinical authority aid when such work is considered noiary for
die safety of pcrsoimd or recoay of valuable materials or equipment, and the

Asbestos: Working in an area where airborne ceacaitrauoas of asbestos fibers
may expose die employee to pota*ial ilbess or riqnsy aid protectn’c devices or 1%
safety measures have not practically dinrinatcd the pMriis1 for such personal
ilbicssorinjiuy.

AMENIWD: ( MARCH 2000 2



Government of Guam
HAZARDOUS/ENVIRONMENTAL PAY POLICY & PROCEDVRES

APPENDIX A

::.

Fibrous Class Work: Working with or us close psroximity to fibrous glass
materials which results in exposure on the *iii, eyes ci respiratory syetcm to 6%
irritating fibrous glass pasticks or slivers sihere exposure is not practically
eliminated by the mechamcal equipment on prewnuve devices being used.

Deep Sea Diviap and Daiseeroes Sees: Deep sea diving below twenty (20)
feet requiring die use at scuba (underwater breathUig apparatus) or working in
dangerous water or suiular factors which make tire work unusually hazardous 25%
when such work is considered necessary for thc rescue of human lives or the
recovery of human bodies; to obtam water samples from the sewage treatment
plant cutfalls; and to codduct inspection, research and other activities
underwater.

Law Enforcement: When assigned duiscs that expose the employee to
unusually hazardous factors, the thffcraitbl shall cniy be applicable during 10/.
times ofexposure.

Mentally ill. Ensotionally Disturbed ned Psychotic Substance Abuse
Disorder Patients: When confronting or .king in close proximity to 10%
mentally III or emcaonally disturbed 01 psychotic substance use disorder
patients who arc unpredictably, combative ci volatile.

Gusrdin of Pnsoners A uniformed officer or any employee of the
govenunent i4o performs the duty of guarding prisoners in transit or is
otherwise exposed to a lifc-thrcataiiug coviromunent with respect to
incarceration of prisoners shall be aitkd to hazardous pay for all periods he or
she is on such duty. The differential shaU be apphcabk only during time of
exposure.

Poisom (Toxic Chemicals) - Hith Decree Hasard: Working with or in close
proximity to poisons (toxic chemicals), other titan tear gas or similar irritants,
wtiidi involves potential serious personal rnjwy such as permanent or
temporary, partial or complete lass of faculties andlor loss of life including 8%
exposure of an unusual dcje to toxic chemicals, dust, ci fumes of equal
toxicity generated in work situations by octs required to perform work
assignments wherein protective devices andfcr safety measures have been

AMENDED: Ii MARCH 2000 3



Gveriuneimt of Guam
HAZARDOUSIENVIRONMEJbIFAL PAY POLICY & PROCEDVRES ‘

APPENDIX A

DWPEWfl1AL
CATEGORY OF HAZARDOUS1ENVJRONMENTAL DUTY RATE (%)

dcvdopcd b hew not practically elmianlcd (be potential for such peramnil
—.

Ex.j: Hauling and 5101mg touc chemical agents indudmg monitoring of
areas to .‘I.ec pre.o ci vapor or liquid d.emical agents; examining of
matcsial for sigi ci l-I.e or deteriorated material; deconwninating
CqUipiii5nt and work siles wash lr6rwlg to disposal of deteriorated mataial
(eapenure to c*icjimctiviiis, pawaaty edema, blood infcctor*, ünpairment of
the AUVCCS S)a, pinsdilc

Pois.as liezir - Lew rtree Hazard: Working with cm dose
pnninily to po.iw (anile cbanah other than (car gas or sundar inutaimg
subsiatirs) in stu for which the nature of the wad. does not require the
individual to be in as dirtci contact with, or exposure to, the more toxic agems 4%
as in the casu with dw work described under high hazard for this class of
hazardous aid wbei protective deviccs andior safety measures have
act practically d,än.an1 die A.-.’.-1 for pC4SOêIl itury.

Examples: Harding * ili.g. markawg, labeling, hauling, and storing
loaded containers or toxic r1ii agents al have been monitored.

Diny W.,h; Pafosg wash which subjects the employee to soil of body or
—

1. Beyond lbs au....afty to be expected its performing the duties ci the
cbad

2. where the o-4Ga is adequately alleviated by the medmnical 4%
cqrripmn or protective devices being used, or which are readily
avaibbk, at ws such devices are not feasible for use due to
health considerations (excessive temperature, asthmatic conditions,
de.), or

3. when die use sd equipment, or protective devices, or
protective clothing icsuks its ass unusual degree of discomfort.

AMEND€D m MARO. ZIW 4



Govermnent of Guam
HAZARDOUS/ENVIRONMENTAL PAY POLICY & PROCEDURES

APPENDIX A

IIAURDOUS/ENVIRÔN1IENYAL rnrrv. RAL.

Natnra$ Disnsam; Wodiig in a hazardous ernuonma such as high velocity
wind. brliess and unsafe suiscturc; and cicposing cmployces to hazard diaries 25%
such as evacuaüoo, search and rescue and damage assasmait eftds

Low Lewd Aircraft Oerat,oaL Low-level flights in as aIrciaft OØng at
altitudes of 200 fort and under wtile conducting wildlife surveys and law
enforcement actnriãcs, animal dcpredatiori abawnicar and making agncuhural 100%
applications, and conducting or facibtating search and rcscue opcrations flights
in lieticcçwr5 at low lcds irndving line rnspect ion, maintenance, erection, or
salvage opcraticms.

AM€pED 01 MARCH 2040


