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DELEGATED CLASSFICATION AUTHORITY ROLES & RESPONSIBILITES
    A.  Commanders.   Commanders are completely responsible for position classification and management for their activities and have authority to render classification decisions for subordinate positions.  This encompasses the determination of the pay plan, occupational series, title and grade level.  All decisions must be consistent with applicable laws, classification standards, principles, and practices.

    B.  Managers and Supervisors.   Managers have an important role in the management of human resources.  As a manager, you are responsible for assigning duties and responsibilities, writing job descriptions, maintaining accurate job descriptions which show how work is reviewed, explaining how duties should be carried out, and what knowledge, skills and abilities are needed.

Under Delegation of Classification Authority (DCA), designated managers and supervisors receive written delegated authority to classify subordinate positions. This requires an added responsibility to become knowledgeable of position classification standards; practices and processes sufficient to make informed classification decisions.  If you have delegated classification authority you must be able to explain classification decisions to your workforce and oversight authorities (i.e. HQ DA, OPM) as needed.  If you have been delegated authority to classify jobs, the CPOC will not be held accountable for classification errors including misclassifications, you will be held accountable.  Finally, when new classification standards or guides are issued, the CPOC will request your assistance in assuring duties and responsibilities are updated so that the new standards may be applied. When standards are revised and change format, this may mean actually adding new information such as Factor Evaluation System factor level descriptions.  If you disagree with the CPOC classification application of the new standard, you may over-ride the classification, providing a evaluation rationale based on the  new standard.  

Some DA activities have decided not to delegate classification authority to managers.  When that is the case, the CPOC classifies draft position descriptions for you.  

    C.  CPACs serve as consultants to you on all position management issues and aspects of position classification issues.  CPACs also provide training to supported activities.  Commanders and managers will consult with CPACs to get needed information and advice regarding position classification in accordance with local and MACOM guidance.

    D.  CPOCs are the Centers where the actual classification work is done.  Classifiers at the CPOC receive work from the CPAC and operate on fixed schedules and tight time frames.  Most classification work in the CPOC is completed well under 30 calendar days.  Occasionally, thorny issues will take longer.  Work on a particular job is handled directly with managers; the CPOC keeps the CPAC informed.  CPOCs are responsible for classification accuracy when managers do not have delegated classification authority.  When managers have delegated classification authority, the CPOC does not totally relinquish all responsibility for classification accuracy, however, their role is diminished and the greater responsibility and accountability shifts to the manager.  Under DA policy, CPACs may never classify a job, unless it is under the direct supervision of the CPAC Director delegated classification authority.

CLASSIFICATION APPEALS AND ORAL COMPLAINTS

ROLES AND RESPONSIBILITIES

Managers and employees receive advice form their CPAC representatives regarding classification appeals procedures.  An employee may appeal the classification of their position at any time.  A GS employee may appeal through DOD channels or may decide to go directly to the Office of Personnel Management (OPM).  If they choose to go to OPM first, however, they may not appeal to DOD.  If they choose to go to DOD first, they may, upon receipt of the DOD decision, appeal to OPM.  Wage grade employees must first file with DOD and, upon receipt of the DOD decision, may continue to appeal through OPM.  In either case, the CPAC ensures the appeal package is complete and forwards it to the CPOC.  It is also important for mangers and supervisors understand their role in the appeal and complaint process.

Managers and Supervisors:

- guarantee, protect and publicize the employee’s right to initiate a classification complaint or appeal;


- ensure employees exercise their rights without fear or prejudice;


- explains the basis for the position classification (title, series, grade rationale);


- request assistance from the CPAC when an explanation is not satisfactory to the employee.  If the complaint cannot be resolved informally, the employee may initiate a formal appeal in writing.

CPACs:

- Provide specific regulatory guidance to management and the employee;


- Assist management with preparing accurate job descriptions;


- Obtain statement of duty accuracy signed by supervisor & appellant;


- Consults with the CPOC to gather background information (organization lists, job information) needed to submit to the appellate agency.  CPACs may also need to gather documents from management, e.g., TDAs, mission and function statements


- Review the appeal package and ensure it is sufficient for submission to the CPOC.


- Discuss the appeal decision with the supervisor and employee to explain any action it requires.

CPOC

- Reviews the Appeal Package for completion and adds any advisory materials previously prepared related to the position appealed;

- Ensures a position review is not required;


- Where a position review is required, provides the audit template for the supervisor and employee to complete;


- Conducts a position review where necessary;


- Adds the results to the appeal package;

“WHO DOES WHAT” CPAC OR CPOC

CPAC:

· Works w/management to provide complete information for PERSACTIONs/RPAs and ensures  submissions to the CPOC.

· Reviews SF-52 for Security Clearance, Key/EE, Financial Disclosure and Drug Testing Requirements.

· Coordinates, w/management, the documentation required for use of non-competitive procedures/requirements.

· Assists Managers in developing/revising PD.

· Reviews draft PD for format, adequacy and other aspects in accordance with local and MACOM guidelines.

· Reviews “cancel/establish” or “establish” SF-52s considering supervisory/non-supervisory ratios, organizational alignment and potential misassignment.

· Forwards request for reclassification to the CPOC for evaluation and follow on personnel action, when the CPOC holds the classification authority for the position under review.

· Explains how positions are classified.

· Notifies CPOC of classification inconsistencies.

· Assists CPOC with Delegated Classification Authority (DCA) training for managers; coordinates the preparation of memos delegating classification authority.

· Examines requests for Environmental Differential Pay (EDP)/Hazard Pay Differential (HPD); coordinates w/management and the local safety/occupational health office/labor partner to conduct required safety review of work situations; provides continuing oversight of the program.

· Advises management on the requirements for approving supervisory differential.

· Queries DCPDS; downloads and provides special DESIRES & Regional Application reports for management.

· Advises on the procedures involved regarding application/issuance of new classification standards.

· Depending on local Commander policy, conducts wage surveys and provides all necessary support, if identified as the lead-installation/agency.  

· Advises CPOC of pay rate changes in advance of effective dates. Ensures managers and employees are informed of any changes in their pay tables or locality rates.

· Provides management advice and assistance in resolving classification complaints.

· Assists managers in resolving classification issues; forwards appeals to the CPOC for processing.

· Provides general classification assistance, advice and information to managers and employees on the following subjects to include, but not limited to: establishing lines of progression, and bridge, deputy and mixed positions, distributing grade-controlling work; drafting or revising PDs; and examining Position Structure Efficiency.

· Coordinates established/projected classification policies and procedures with local commander/serviced organizations; provides comments to the CPOC for their consideration.

· Answers questions from managers and employees regarding the position review process.

· Maintains an awareness of serviced organizations’ structure & existing PDs.

· Participates w/management on mobilization issues/structure/positions/PDs.

· Provides copies of SF-50s, or other notices, to local DRMs for their update.

· On a day by day basis, trains managers and other personnel on automated tools of classification such as COREDOC and PD Library. 

· Conducts formal Position Management Studies, and provides management with substantive recommendations on position structuring.

· Participates as a member on A-76 study teams to provide position management and organizational design support.

“WHO DOES WHAT” CPAC OR CPOC  (CONT)

CPOC:

· Under DCA, conducts final technical review of the classification.

· For activities without DCA, the classifies draft PDs.

· Validates and processes non-competitive promotion requests.

· Finalizes PDs and processes action in PERSACTION.

· Finalizes “cancel/establish” or “establish” SF-52s.

· Conducts reclassification of position:

· *When managers do not have delegated classification authority: determines the pay plan, title, series, and grade of the position.

· *When Managers have delegated classification authority: reviews Managers’ proposals concerning appropriate pay plan, title, series and grade of the position.

· Evaluates positions, prepares evaluation statements.

· Conducts Classification Consistency Reviews.

· Prepares instructional materials for use by the CPAC.  Assists CPACs with training for Managers.

· Processes requests for EDP/HDP, inputs into DCPDS.

· Validates and processes requests for supervisory differential, inputs into DCPDS.

· Monitors approved supervisory differentials within the Region; adjusts/terminates accordingly.

· Inputs/updates DCPDS.

· Assists DA with draft and new standards application.  

· Applies new classification standards to existing positions, assesses grade impact, and briefs management on the same.

· Serves as a reference in assisting the CPAC staff resolve classification complaints.

· Reviews appeal package/supporting documentation to see if a change in classification (pay plan, title, series, grade) is warranted, provides classification advisory opinion, forwards appeal package to DOD or OPM, as required, and notifies management and implements appeal decision.

· Provides substantive/technical advice, assistance and information to the CPAC, manages ad employees on all classification subjects.

· Develops, implements and oversees the establishment and subsequent review of classification policies and procedures, notifies CPACs of the same (distributes updated materials).

· Conducts position review, either telephonically or on-site.

· Maintains official Organizational and PD files (automated) and TABLE 30/POAs.

· Writes PDs in support of the A76 process.

· Assists managers with the review of MOBTDAs/Establishes or identifies Mobilization PDs.

· Coordinates organizational changes with DFAS and local CSRs. 
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