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Civilian Personnel Policy

CLASSIFICATION

I.  PURPOSE:  This SOP describes the methods, processes, responsibilities, and the legal and regulatory requirements for processing classification appeals.  The authority for adjudicating classification appeals within the Department of Defense (DOD) lies with the Defense Civilian Personnel Management Service (DCPMS).  Appeal procedures are covered in DOD Civilian Personnel Manual 1400.25-M, Chapter 511. 

2.  APPLICABILITY:  This SOP applies to all Army activities serviced by a Civilian Personnel Advisory Center (CPAC) and a Civilian Personnel Operations Center (CPOC) within the Department of the Army.  It does not cover Civilian Intelligence Personnel Management System (CIPMS) appeal procedures.  See AR 690-13, Civilian Intelligence Personnel Management System for CIPMS appeal procedures.  Editorial note: Hyperlink AR-690-13 to actual AR in CPOL.
3. PROCESSES AND RESPONSIBILITIES: 

       a.  The employee, supervisor, CPAC, and CPOC staff members share responsibility for submitting an appeal case file on time which is complete and contains sufficient information required by DOD/OPM.  Appeal rights vary depending on the type of position occupied.  Specific appeal procedures are summarized below. 

       b.   NOTE:  An appeal within the Department of Defense in no way restricts the right of an employee to make further appeal to the Office of Personnel Management; however, an employee who appeals first to the Office of Personnel Management may not later appeal to the DOD.  An appeal decision is final and is binding on all administrative, certifying, payroll, disbursing, and accounting officials of the Government.

       c.  Employee:  

(1).  {BPM blocks 1&2}  Discuss classification concerns/dissatisfaction with supervisor to resolve complaint informally, when possible.  

(2).  {BPM block 4} If complaint is not satisfied, consult with supervisor/manager and CPAC on appeal procedures.

        (3).  {BPM block 4} . Submit written appeal through the CPAC to either DOD or OPM.  Federal Wage System (Wage Grade) employees must appeal through the CPAC to DOD before going to OPM. 

NOTE:  An employee preparing an appeal may examine standards and other records pertinent to the case and has the right to request a representative of his/her choice to assist in preparing and presenting an appeal.  An employee is entitled to a reasonable amount of official time to prepare a classification appeal.  The actual amount of time allowed will be determined on the basis of the particular circumstances in each case. 

       d.  Manager:  


(1).  {BPM block 2}  Counsels employees on duty assignments and position description (PD) requirements, attempting to resolve complaint informally.

            (2).  Ensures PDs accurately describe work performed by subordinate employees.  Revises PDs as required.  When PD is not correct, consults with CPAC on options such as changing the PD, moving work, correcting misassignments, etc.


(3).  Advises employees of appeal rights if complaint cannot be resolved informally.

       e.  CPAC:

(1).  {BPM block 4}  Advises employees and managers on appeal procedures.


(2).  {BPM block 5}  Obtains certification of PD accuracy from supervisor and employee and a copy of the employee’s current performance objectives.  Forwards appeal package to CPOC.

        f.  CPOC:


(1).  {BPM block 6}  Reviews appeal package for completeness.  Adds necessary documentation (i.e., organizational charts, evaluation statement, etc.).  Conducts position review if needed.  Takes any corrective actions which may result.

           (2).  Forwards appeal package to DOD/OPM.  At the same time, sends a copy of complete appeal package through the CPAC to the manager and employee.

           (3).  {BPM block 9}  After appeal decisions are issued, responds to DA and/or MACOM requests for information pertaining to consistency issues.

NOTE:  When a General Schedule (GS) employee believes the classification of his/her position is incorrect, he/she may appeal either to DOD or OPM. 

        When a Federal Wage System (FWS) employee believes the classification of his/her position is in error, he/she MUST appeal first to DOD prior to appealing to OPM.  

Both GS and FWS employees should include, at a minimum, the following information in their appeal package:


1.  Appellant’s name, mailing address, office telephone and fax numbers


2.  Exact location of position within the organization (installation name, mailing address, organization, division, branch, section, unit) 


3.  Current and requested position title, pay plan, series, and grade


4.  Reason the employee believes position is in error.  


5.  Name, address, business telephone and fax numbers of employee's representative, if any.

Specific steps for the appeal procedure and sample formats will be provided by the CPAC or may be accessed on the CPMS web site.  Editorial note - hyperlink to CPMS web site in CPOL.

4.  REFERENCES AND RELATED DOCUMENTS:

     a.  Department of Defense (DoD) Civilian Personnel Manual 1400.25-M, Chapter 511 

     b.  AR-690-13, Civilian Intelligence Personnel Management System

     c.  ASA (M&RA) September 22, 1997 Memoranda to OPM and DOD, CPMS Subject: Position Classification Appeals Under Regionalization
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