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1.  Reference letter, Department of the Army, Office of the Assistant Secretary, Manpower and Reserve Affairs, dated 17 Nov 97, subject: Delegation of Position Classification Authority.

2.  Background.  Referenced letter transmitted the Army policy for delegating civilian position classification authority to managers and supervisors Army-wide.  A copy of the letter and link to the policy can be found at http://cpol.army.mil/library/class/del_cl_auth.html.  
3.  Definitions.


a. Classification Standards.  A classification standard is a description of an occupation, or job family, and serves to distinguish one class or type of position from other types of positions. The Office of Personnel Management (OPM) prepares and publishes standards for the purpose of classifying positions (http://www.opm.gov/fedclass/).

b. COREDOC.  COREDOC is an automated classification tool designed for managers and HR specialists.  The application combines several position related processes into an integrated single (core) document.   COREDOC enables users to create, modify, and update position descriptions, KSAs, training plans, and performance plans quickly, easily, and with maximum efficiency.

c. Delegation of Classification Authority (DCA).  Authority which has been given to management officials at the director/deputy director level or above who have received the required training to determine and certify the title, pay plan, series, and grade of civilian positions in accordance with controlling position classification standards, regulations, and statutory requirements.  

d. FASCLASS.  Fully Automated System for Classification (FASCLASS) is a paperless record keeping system.   The application automates position descriptions (PDs), provides a searchable automated Master File of PDs, maintains automated records of competitive levels and competitive area logs, an archive function, ability to search Army wide, a multiple sort feature, and an advance search feature.


e. PD Library.  Position Description (PD) Library is a dynamic tool which has been developed in order to save you time and effort in writing new or revised PDs.  

f. Position Classification.  The job classification system is established under Title 5, United States Code (USC), based on two fundamental principles:  (1) There should be "equal pay for substantially equal work;" and (2) Variations in pay should be in proportion to substantial differences in the difficulty, responsibility, and qualifications required. 

g. Position Management.   Position management involves the design and control of an organizations position structure to blend the skills and assignments of employees with the goal of successfully carrying out the organization’s mission or program.   It is a balancing of economy and efficiency within an organization.  Position management is inherently the responsibility of managers and supervisors to achieve a proper balance of values among the following management consideration: 
· Number/type of positions;

· total cost of service;
· maximum use of scarce or costly manpower skills;

· maximum attraction, retention, and motivation of competent personnel;

· provision for maximum development opportunities;

· effective use of work processes, equipment, and techniques; and

· clear delineation of duties and responsibilities.

In practice, position management in the Federal classification system allows supervisors and/or managers considerable freedom and flexibility when establishing an organizational structure.


h. Position Management Officer.  The function of the Position Management Officer generally involves reviewing position classification actions in terms of appropriateness and affordability and/or alternatives to implementation.  Position Management Officers function best when delegated the authority to review requests for evidence of sound position management and are empowered to approve/disapprove requests as appropriate.  Only the most controversial or complex cases need to be referred to the commander for resolution.
4.  Policy.  Supervisors and managers play major roles in the management and classification of subordinate positions and are responsible for assuring a sound position structure that is not only efficient but also cost conscious.  Managers must carefully consider the needs of the organization, the alignment of grades with other similar positions, and the primary requirement to ensure equal pay for equal work before making any classification decisions.  The commander (or equivalent) is ultimately responsible for the integrity of the activity position management/ classification program. This policy is notice that each commander (or equivalent) will serve as the position management officer for his/her activity with authority to make decisions on position management and classification issues.  This authority may be further delegated through official notification outlining the responsibilities in writing to the deputy commander/chief of staff (or equivalent).  

a. Position Management.  Management must design organizations that use the lowest grades feasible to accomplish the mission; provide for career progression when possible; eliminate excessive layers of supervision; and avoid the assignment of employees to position descriptions that do not match the work assigned and performed.  The need to achieve an economical and effective position structure is critical to the proper and responsible use of financial and personnel resources.  Good position management is defined as a carefully designed position structure, which blends the skills and assignments of employees with the goal of successfully carrying out the organization’s mission or program.  Sound position management constitutes an effective and efficient operation, ensuring fair compensation for all, enabling the installation to manage labor costs which, in turn, reduces the adverse impact on the workforce of budget and manpower reductions imposed by higher authorities.  Also, position management must reflect a logical balance between employees needed to carry out major functions and those needed to provide adequate support, between professional employees and technicians, between fully trained employees and trainees, and between supervisors and subordinates.  The CPAC provides advice and guidance for position management.

b. Position Classification.  Position classification applies to the duties and responsibilities of a position, not the person assigned to the position.  Managers and supervisors must evaluate the work assigned and related requirements to do the work without regard to sex, race, color, age, religion, or national origin.  Those commanders/directors and deputy commanders/deputy directors who have received the required training and have been given DCA are held accountable to properly classify positions in accordance with OPM published classification standards.  As such, they are expected to execute position classification authority responsibly and within the intent of the law, regulation or executive order.  (Delegated Classification Authority training can be received through the Office of Personnel Management (OPM) or DA.  On‑site training is periodically provided at Fort Lee.)  Managers and supervisors should strive for 100 percent accuracy.  When a review by higher authority reveals serious deficiencies in position classification (i.e., classification accuracy rate falls below 90 percent or more than 10 percent of employees are misassigned), corrective measures will be taken which may include all or any part of the authority being withdrawn.  The CPOC provides advice and guidance for position classification.

c. Human resource advisors will ensure the commander (or equivalent) is aware of trends and special circumstances associated with classification decisions by subordinate supervisors, particularly those cases which may (1) be precedent setting in nature, (2) result in inconsistent grading when compared to substantially identical positions in the activity, (3) disrupt sound alignment of grades, or (4) be inconsistent with sound organization position management principles.

4.  Procedures.  The following will be used when classifying/reclassifying positions:  


a. Supervisors:  Contact the Civilian Personnel Advisory Center (CPAC) prior to generating any action to ensure compliance with sound position management objectives and principles.  Once guidance has been received, prepare a complete and adequate description of duties of the position.  Utilize modernization tools such as PD Library, COREDOC, and FASCLASS to assist in the classification process.  Supervisors should evaluate the duties and responsibilities in accordance with OPM established/published position classification standards, pertinent OPM and Department of Defense (DOD)/DA appeal decisions, as well as other headquarters regulations, policy guidance, and statutory requirements; prepare an evaluation statement outlining rationale for assignment of pay plan, title, series and grade.  The CPOC is available for technical assistance if needed.  Upon completion of the classification process, submit the proposed position description to the manager with DCA for approval.  Once approved, submit a Request for Personnel Action in accordance with the RPA Direct policy.  

b. Managers with DCA: A necessary and important fiscal responsibility is the delegation of authority to approve the contents of a position description, to ensure the work is carried out, and to make a final determination of the appropriate pay level. As a supervisor or manager assigning the work to a job or as a classifier determining the job's grade level, you are making a decision to pay individuals for their work. When exercising either authority or both, you are fiscally responsible and accountable. Therefore, you must exercise your respective authority carefully, ensuring compliance with established law and published classification standards.  Manager with DCA must evaluate the duties and responsibilities in accordance with sound position management principles and OPM established/ published position classification standards, pertinent OPM and DOD/DA appeal decisions, as well as other headquarters regulations, policy guidance and statutory requirements; prepare an evaluation statement outlining rationale for assignment of pay plan, title, series and grade; and contact the SC CPOC as required when guidance and assistance is needed on interpretation and application of classification standards and related directives. 

c. Civilian Personnel Advisory Center:  Discuss proposed action to ensure compliance with sound position management objectives and principles which are designed to form an organizational structure with the proper balance of skills and levels to effectively and economically accomplish the mission.  If position management concerns are an issue, develop and present recommendations to management for consideration and/or resolution.  Provide advice and guidance to commanders, managers, and supervisors regarding general procedures and requirements of the classification process such as position description format, standards of adequacy, locating guidance on the website, types of classification standards, utilization of software available, and other modernization tools related to classification.  Assists the organization with creating the RPA and Gatekeeper Checklist after ensuring sound position management principles are in order and the position description has been classified by the DCA. 


d. Civilian Personnel Operations Center:  Exercise delegated authority to conduct position inquiries and conduct technical review of personnel action for classification concurrence/nonconcurrence.  Upon concurrence of management’s classification evaluation, process the RPA accordingly.  Upon nonconcurrence of the classification evaluation, a classification advisory is prepared and forwarded through CPAC channels to management. 


e. Position Management Officer:  


(1)  TRADOC Activities:  If the DCA nonconcurs with the CPAC position management recommendation or the CPOC classification advisory, the position description, management’s evaluation statement, and CPAC recommendation and/or CPOC advisory are submitted through the organization’s position management officer to the Commanding General, CASCOM, for final decision.  


(2)  Non -TRADOC Activities:  If the DCA nonconcurs with the CPAC position management recommendation or the CPOC classification advisory, the position description, management’s evaluation statement, and CPAC recommendation and/or CPOC advisory are submitted through the organization’s position management officer to the activity commander (or equivalent) for final decision.  If DCA has not been delegated, the action will be submitted to the headquarters level where the authority is held.
5.  This policy supersedes Policy #14-01, dated 22 March 2003.  Proponent for this policy is the Civilian Personnel Advisory Center, (804) 765-4588.
FOR THE COMMANDER:



WALTER F. DANE



Director, Civilian Personnel
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