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1.  PURPOSE.  This reference guide provides basic information about the principles, processes and practices of civilian position classification in Korea.  It is a brief, ready reference to assist Civilian Personnel Advisory Centers (CPACs) in their role as consultants in advising organizations to manage their human resources effectively.

2.  COVERAGE.  This guidance pertains to the classification and management of civilian positions in the General Schedule (GS), Korean National (KN), and Federal Wage System (FWS).

3.  ROLES, RESPONSIBILITIES, AND AUTHORITY.

     a.  Commanders. Commanders are completely responsible for position classification.  They are completely responsible for the management of their activities, and they have the authority to render classification decisions for subordinate positions.  This authority 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.  Commanders may delegate position classification authority to subordinate managers and supervisors or to the servicing Civilian Personnel Operations Center (CPOC).  In Eighth United States Army (Eighth Army), position classification authority is delegated only to commanders or staff principles.  This authority cannot be delegated to the Civilian Personnel Advisory Center (CPAC).

     b.  Managers and Supervisors.  Managers and supervisors have an increasingly important role in the management of human resources.  They assign duties and responsibilities; write position descriptions (PDs); and maintain accurate PDs that show major duties, how work is reviewed, and what knowledge, skills and abilities are needed.  Under Delegation of Position 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.  When necessary, they will need to explain classification decisions to the workforce.  These decisions may come from the United States Office of Personnel Management (USOPM) or Headquarters, Department of the Army (HQDA).  Managers and supervisors with DCA are responsible for classification accuracy.

     c.  The CPACs.  The CPACs provide training and serve as consultants to commanders and managers on all position management and classification issues.  A strong partnership between the CPOC and the CPACs is a critical factor in providing effective and timely advice and other services.

     d.  The CPOC.  Classifiers at the CPOC receive work from the CPAC and operate on fixed schedules and tight timeframes.  In general, CPOC classifiers complete position evaluation and classification or advisories in less than the processing standard of 20 calendar days.  They often work directly with managers and supervisors while keeping the CPAC informed.  CPOCs are responsible for classification accuracy when managers do not have DCA.  When managers have DCA, the CPOC's role is diminished and the greater responsibility and accountability shifts to the manager.

e.  The CPD.  The Civilian Personnel Division (CPD) is the major command for personnel 

policy whose mission includes advising Eighth Army Commanding General/United States Forces, Korea (USFK) Chief of Staff and key staff and commanders on matters related to civilian personnel programs in Korea.  It provides technical assistance, guidance, and staff oversight of the Korea Region CPOC and CPACs. 

For more information on "Who Does What? CPAC or CPOC or CPD?" see Appendix A.

4.  REVIEWING AND DEVELOPING PDs.

     a.  Adequacy of PDs.  A PD is adequate if it states the principal duties and supervisory relationships of a position clearly and definitively.  For classification purposes, PDs must provide information necessary to determine the kind of position (occupational series), level of difficulty and responsibility (grade), and title.  It must provide the necessary information for its proper classification to the appropriate occupational field.  Available and current information on the organization, functions, programs, and procedures concerned need to supplement OPM position classification standards, the USFK Pamphlet 690-500, and the Eighth United States Army (Eighth Army) policies.    

--For U.S. positions:  In general, the overall aspects of the position are the basis for determining the series.  Grade levels, however, are dependent upon specific details contained in the USOPM position classification standards.  The differences between a GS-06 and GS-07 Supply Technician or between a GS-11and GS-12 Physicist are usually not very extensive.  Justifications for differences in classification are usually found in the details of differences in the difficulty and responsibility of the work. 

One way CPACs can make sure that a draft PD is adequate for classification is to make sure it addresses or answers specific items required for a particular format.  For example, the Factor Evaluation System (FES) job grading standards have nine factors, which are important in writing many PDs.  Making sure that a manager has specifically addressed each factor will very likely ensure the job is adequate for classification.

--For KN positions:  In general, the overall aspects of the position are the basis for determining the series.  The USOPM position classification standards are used to determine the pay plan and series of KN positions, but the grade levels for KN positions are dependent on the criteria from the standardized or benchmark PDs contained in the USFK Pamphlet 690-500.  Those positions that are not standardized or benchmark positions are referred to as variant positions.  They cover nonstandard work situations and are described in separate PDs.  The classification of variant positions should still be in direct alignment with the grade structure contained in USFK Pamphlet 690-500.  

     b.  Format of PDs.  An important aspect of any PD is the format used to write it.  

--For U.S. positions:  The applicable classification standard, issued by OPM, determines what format is appropriate for U.S. positions.  Supervisors and managers should write PDs in the format required by the grade-controlling standard.  In most cases, this will be the FES for GS positions, and the Wage Grade (WG) format for WG positions.  Other formats used are the narrative, supervisory GS, and wage supervisor formats.  The ability to search and identify the appropriate classification standard(s) and format is a skill that managers and supervisors must learn through training.

--For KN positions:  All positions occupied by KN employees are described using the narrative format.  

Descriptions and checklists of these formats are found in Appendices B through G.
     c.  Preparation and Content of PDs.  The CPAC is responsible for providing advice to managers and supervisors.  Managers and supervisors prepare PDs for submission to the CPOC.  The CPAC should review draft PDs and make sure managers and supervisors have addressed three basic questions:

-  What work will be done?  Does the U.S. or KN PD describe each duty actually performed and officially assigned?  Is there a percentage of time for each duty?  In some cases, a duty may be composed of only one or two tasks.

-  How will it be done?  The U.S. or KN PD should describe the manner in which each duty is performed, personal contacts involved, processes involved, and the tools and equipment employed.

-  Under what controls?  What are the instruction, direction and guidance customarily received from the supervisor and others?  What policies, regulations and guidelines are used?  Does the supervisor review the work while it is in progress?  Does the supervisor review the work upon completion? Does the supervisor review the work for the overall attainment of goals and program objectives?

Other questions the CPAC may consider asking are: Why is the work being done?  Under what physical conditions will the work be done?  What skills, knowledges and abilities are required to do the work?

The primary purpose of this job analysis is to gather sufficient information to determine the basis for establishing positions and to assist supervisors in writing accurate PDs.  Additionally, this analysis will assist in determining qualifications and special placement factors for staffing purposes.  It also facilitates other activities such as reduction-in-force, performance appraisals and organizational studies.

     d.  Major Duties.  For U.S. and KN positions, every PD must identify major duties.  Major duties are groupings of tasks.  A major duty under is any duty that occupies approximately 25% or more of the incumbent's time.  It could also be any duty that is sufficiently different from other major duties to require additional qualifications or extensive training after assignment.  A major duty represents the primary reason for the position's existence.

A major duty under the FWS is any duty that occupies the employee's time on a regular and recurring basis.

     e.  Tips on Reviewing PDs.  When reviewing a PD, the CPAC should ask the following questions:

- Is the PD current, factual and concise?

- Is it specific?  Assists in what?  Participates in what?  Coordinates what?

- Does it use action verbs?

- Does it avoid repetition?

- Does it focus attention on major duties and responsibilities?

- Does it avoid using functional statements, statistics and other superfluous program information?

For additional tips on reviewing PDs, refer to the general checklists in Appendices H through I.
     f.  Changing PDs.  

--Changing U.S. PDs:

Significant changes that warrant revising an existing U.S. PD include an increase or decrease in responsibility, an addition or deletion of major duties, or the degree of supervision received.  

Factors that do not constitute significant changes include the quantity of work produced, the quality of work produced, a temporary change in assignments for training or to meet an emergency situation, work performed in the temporary absence of another, or changes in the organizational name and location.

--Changing KN PDs:

KN positions fall into two categories.  They are either standardized/benchmark positions or variant positions.  

     1.  Standardized/benchmark positions are those positions designed to cover many similar positions throughout an organization, installation, command, or agency.  They are included in the USFK Pamphlet 690-500.  The authority to establish and change job classification of a standardized/benchmark KN position is retained jointly by the United States Pacific Command (USPACOM) Service Component Command, to be exercised through the USPACOM Joint Labor Policy Council in accordance with USFK Pamphlet 690-500.  Changing a standardized or benchmark KN position must be processed through CPD to USPACOM for USPACOM approval.

     2.  Variant positions are KN positions that are not standardized or benchmark positions.  They cover nonstandard work situations and are described in separate PDs.  Managers and/or supervisors may change or reclassify variant positions.  However, any reclassification should still be in direct alignment with the grade structure contained in USFK Pamphlet 690-500.  If management’s reclassification results in an upgrade, the CPOC will review the variant PD to determine if it meets the criteria for an upgrade.  If CPOC determines that it does not meet the criteria for an upgrade, the CPOC will provide an advisory to management explaining why it does not.  With the exception of supervisory and managerial positions, CPD retains the authority to approve/disapprove the upgrade of variant KN positions when management wishes to forego the determination of the CPOC. 

     g.  Fully Automated System for Classification (FASCLASS) and PD Library (PDL).  Encourage managers and supervisors to use FASCLASS and PDL to generate PDs as often as practical.  These systems ease the labor-intensive process of developing and classifying PDs.  The CPAC should advise supervisors and managers to use PDs that reflect the duties of positions being established or developed.  The use of these automation tools does not eliminate the requirement to ensure accuracy of duties and position classification.  Additionally, the CPAC should assist supervisors to determine if selected PDs support sound organizational and position design principles.

The Army's official automated library of current PDs is FASCLASS II.  Currently, each CPOC maintains its own library.  Except for Europe, all libraries are on the CPOCs regional home pages at www.cpol.army.mil.  The Korean Region’s library contains both U.S. and KN PDs.  The PDL is also accessible at this website.  In general, the PDs downloaded from PDL will receive only cursory reviews when submitted to the CPOC as part of a personnel action.  However, the CPOC will question PDs that are obviously inappropriate.  For example, a PD previously written for a position at the MACOM or Sub-MACOM level may be inappropriate for an installation or district level position.

     h.  Organizational Design.  The CPAC should advise supervisors and managers regarding the impact of each proposed position and/or classification on the organizational structure, cost and mission accomplishment.  Some factors to look at include supervisory span of control, high-grade structure, grade creep, functional fragmentation, tall or flat organizations, need for assistant or deputy positions, job enrichment, or job engineering.

Managerial and supervisory positions are those positions in which incumbents direct the work of an organization and are held accountable for the success of specific functions and evaluate the effectiveness, objectives, and resource utilization of their subordinates or organizations.  When filling U.S. and KN supervisory and managerial positions within Eighth Army, the following procedures must be used:  

        1.  All recruit and reclassification actions for supervisory and managerial positions (regardless of grade) will require review and certification by Commanders of Major Subordinate Commands, the Eighth Army Chief of Staff, or commanders of those assigned units reporting directly to the Eighth Army Chief of Staff, as appropriate.  Personnel actions for these positions must contain verification that the approving official has certified that the supervisory duties are in accordance with "the most efficient organization" concept of balance and economy established by their Position Management Officer.

        2.  The Commanding General retains approval authority for the establishment of new supervisory or managerial positions, upgrade of positions to the GS-14 and above grade level (or equivalent), OR, the use of DCA to override a classification advisory issued by the CPOC for a supervisory or managerial position.  

These procedures apply to both U.S. and KN positions.  Supervisory and managerial positions in the following categories are exempt from review: firefighters, police and other law enforcement officers, security, childcare, health care, and safety positions.  Additional requests for exemptions can be sent to the Assistant Chief of Staff, Gl, CPD for consideration and submission to HQDA.  Requests for exemptions must provide full justification for each proposed category exemption.

     i.  Questions You Should Ask Regarding The "Reclassification" Of A Job:

--U.S. Positions:

- How has the position changed from what is contained in the current PD?  Get specifics about changed tasks/responsibilities.  This should be documented in the draft PD.

-  Find out if there were any unresolved issues between management and CPOC regarding past classification actions.  What was the basis of the disagreement?  How was it resolved?

-  Has management provided any reclama or rebuttal statements?  If so, are they included with this request?                                                                                                                              

- Are there any standard or model PDs that can be used?  These are "off-the-shelf” PDs used in the interest of saving time, and they also ensure consistency in grading.  Could PDL be used?

- How many classifiers have reviewed this position?  How many times has the position been reviewed in the last year?

- Can the CPOC help with information regarding applicable classification decisions, classification consistency, etc.?

- Does the manager or supervisor have DCA?

- Is the manager aware that, within Eighth Army, the Chief of Staff retains the authority to reclassify supervisory or managerial positions?

--KN Positions:
- If a KN position, is it a standardized or benchmark position?  Is it a variant position?    

- Is the manager aware that DCA cannot be used to override the CPOC’s advisory regarding the reclassification of a KN position?  With the exception of supervisory and managerial positions, the Civilian Personnel Division (CPD) retains the authority to approve/disapprove the upgrade of variant KN positions when management wishes to forego the CPOC’s determination of a reclassification.  The U.S. Pacific Command retains the authority to establish and change job classification of a standardized or benchmark KN position. 

--Bottom Line:

Getting the answers to these basic questions will better prepare you to explain special issues and circumstances to managers and the CPOC when requests for reclassifications are submitted.  Sometimes managers may request inappropriate changes to PDs.  Sometimes they may submit a draft PD that is no more than a verbatim rewrite of an existing PD.  Your expertise and judgment are needed to point these things out to managers well before the action is submitted to the CPOC.  It may be necessary for you to contact your CPOC representative regarding these types of issues.

NOTE:  Appendix J is a tool to assist in identifying information needed when processing changes to PDs.  It is for your convenience and there is no mandatory requirement to prepare and submit it to the CPOC.
5.  PURPOSE OF EVALUATION STATEMENTS
Evaluation statements provide documentation about the classification of a position.  This written record is particularly helpful for position management studies or for use as a reference for classifying similar jobs.  It can also be used for classification appeals and reviews by higher echelons.  Evaluation statements should be prepared when:

- managers exercise their DCA to override a CPOC advisory regarding relevant U.S. positions;  

- there are no grading criteria directly applicable;

- classification findings are controversial or precedent-setting;

- a classification error is being corrected;

- projected duties are being classified;

- the PD requires higher-level review and approval;

- a mixed grade or series position is classified;

or

- the impact of "person on the job" is used.

For additional guidance, a sample format is provided at Appendix K. 
6.  MISASSIGNMENTS
Misassignments affect both U.S. and KN employees.  A misassignment occurs when a subordinate employee is required or permitted by a supervisor to perform a major duty on a regular and recurring basis for a significant period of time (30 days or more), which is not within the scope of the employee's PD.  A major duty is work performed at least 25% of the time.  A misassignment also occurs when a major duty is classifiable to a different pay system, title, series, or grade than that of the PD or when major duties are placed in the official PD which are not actually performed by the individual.

A management's failure to officially detail or temporarily promote employees to duty assignments in excess of 30 days is one reason for misassignments.

Another reason for misassignments is management's failure to request official PD changes prior to assigning new duties on a continuing basis.

Although it is not a requirement, the following reminder at the end of all PDs may minimize/avoid misassignments:

"Assignment to duties other than those above for a period exceeding 30 days constitutes a misassignment and must be corrected immediately by appropriate Operating Office submitting a Request for Personnel Action to either detail, temporarily promote or permanently assign employee to the appropriate job."

7.  PERFORMS OTHER DUTIES AS ASSIGNED
Both supervisors and their subordinates continually pose the question of whether supervisors have the right to assign employees to tasks not included on the PD.

"Performs Other Duties As Assigned" is a statement included on all PDs to make the point that the assignment of duties to the employee is NOT limited to the content of the major duties.  Supervisors have full authority to make duty assignments as they see fit within their operation.  However, all such assignments should be reasonably related to the employee's PD.  Some examples are listed below.  

- It would be reasonable for a supervisor to assign a clerk the duty of delivering copies of letters to other offices in the same building even if the employee's PD does not state, "Delivers copies of letters to other offices."

- On the other hand, it would be unreasonable for the supervisor to direct the clerk to prepare plans for a new communications system.

Of course, in an emergency situation, duties might have to be assigned which might not be reasonably related to an employee’s position.

8.  ENVIRONMENTAL AND HAZARD PAY DIFFERENTIAL

--U.S. Positions:

Environmental Differential Pay (EDP) for Federal Wage System employees and Hazardous Duty Pay (HDP) for white-collar employees is additional pay for exposure to hazards, physical hardships, or working conditions of an unusually severe nature which cannot be eliminated or significantly reduced by preventive measures (e.g., safety equipment, protective clothing, etc.).  Management is responsible for determining whether or not EDP/HDP is warranted.  Neither EDP nor HDP is a substitute for safe practice.  Neither EDP nor HDP is paid for the customary hazards of a trade or craft.  In situations where an employee refuses to apply the safety measures provided by management, EDP/HDP is not authorized. 

Whenever an unsafe or unhealthy working condition is identified, the first course of action must be the attempt to eliminate the problem or condition.  Personnel from Occupational Health, Safety, and Environmental Engineering are available to help eliminate or reduce threats caused by such situations.

If efforts to reduce or eliminate a hazard are not successful, management should request consideration of the situation by submitting a request for approval of EDP or HDP.  Appropriate Safety and Occupational Health personnel can verify that work situations meet the criteria and that preventive measures do not adequately protect the employee’s health and safety.  The commander of the organization warrants that special EDP/HDP compensation is needed prior to the approval of requests.   Once a case is approved, management should still continue their efforts to find ways to reduce and/or eliminate the hazardous condition.

--KN Positions:
There are no written provisions authorizing payment of EDP/HDP to KN positions; however, one additional grade is given to any KN position that performs duties in working conditions that have been identified as unsafe or unhealthy (e.g., a KN Electrician position is graded KWB-6, but a KN Electrician (High Voltage) position is graded KWB-7).

The role of the CPAC is to advise management regarding procedures in authorizing EDP/HDP.  The CPAC should also ensure that the hazardous work is described in the PD.

9.  REQUEST FOR PERSONNEL ACTION (RPA) PROCESSING REQUIREMENTS
The CPOC’s Classification Division is responsible for processing primarily those RPAs required for position establishment or validation.  This serves management by ensuring their employees are placed on adequate PDs for the work performed.  All actions require a RPA to be routed from CPAC to CPOC.  All PDs should be attached to RPAs or transmitted from CPAC to CPOC electronically.  The CPAC ensures that all administrative requirements are completed before forwarding the RPA to the CPOC.

10.  MANAGERS WITH DCA
Managers and supervisors who have DCA are authorized to write and classify PDs.  They certify the accuracy of PDs by authorizing the RPA.  Managers will send the classified PD and evaluation, if any, with the RPA to the CPAC.  Managers will utilize PDL and/or FASCLASS when available to develop PDs.  The CPAC will review the PD for content, format, and overall adequacy for evaluation.  Upon completion of this review, the CPAC will forward the RPA with the supporting documentation or attachments.  Examples of supporting documentation or attachments are listed below:

- Classified PD

- Evaluation

- Background information or other documentation (e.g., Position Management Officer checklist)

The CPOC will review management's classification, assign a position number, and determine appropriate system codes to denote competitive level, position sensitivity, etc.

When the CPOC agrees with management’s classification, the classification specialist will process the RPA.

When the CPOC disagrees with management's classification, the classification specialist will prepare and send a position classification advisory to the originating supervisor through the CPAC.  The advisory explains the basis for the CPOC's determination.  If management agrees, the CPOC will proceed to enter the PD in FASCLASS and process the requested action.

If management disagrees with the advice provided by the CPOC on the classification of a position, the manager and the CPOC will discuss ways to come to agreement.  If an agreement cannot be reached, management will prepare documentation that supports their rationale for classifying the position taking into account the CPOC advice.  The manager will follow the   established procedures for obtaining final approval of the PD.  Procedures will differ based upon whether or not the position is KN, U.S., or managerial/supervisory.  Upon receipt of management's response, the CPOC will then record the PD in FASCLASS and process the requested action.

11.  SENIOR GRADE POSITIONS.   Senior grade positions are those positions that are GS-14 and above or equivalent.  All RPAs involving new senior graded positions go through the CPAC and CPOC for classification review consistency with applicable classification standards.  The complete package will be forwarded to the G1, CPD for final review and recommendation to the Eighth Army Chief of Staff for approval in accordance with Eighth Army policies and procedures.  The activity’s request package must contain the following:  

- A statement providing position title, pay plan, series, grade, type of position, reasons the position became vacant or, if a new position, the date the position was established, position’s impact on mission accomplishment and position management steps taken to ensure position is warranted, and a statement that the PD accurately describes the duties and responsibilities of the position.  

- An explanation that shows what new mission or program changes have occurred that would warrant creating a new senior grade position or upgrading a current position.

In managing Eighth Army senior grades, the Chief of Staff considers the relative importance and cost effectivenes of a job to the Command, and whether or not the job’s classification is supported by the evidence.  The request package must stand on its own merits, or it will be disapproved or returned without action.  

12.  CLASSIFICATION APPEALS AND ORAL COMPLAINTS. 

--U.S. Positions:

 It is the responsibility of the CPAC to advise and assist managers and employees on procedures for classification complaints or appeals.  The classification refers to the title, pay plan, series, and/or grade assigned to the position.  A GS employee may appeal through agency channels or may decide to go directly to OPM.  A WG employee must first file with the agency and upon receipt of a decision, may continue to appeal through OPM.  Government-wide classification policy is set by OPM.  It also develops and issues position classification and job grading standards and decides classification or job grading appeals filed by current Federal employees or their designated representatives.  

a. Employees.  An employee may make an oral classification complaint at any time, but the 

complaint must relate to the official position currently occupied, as shown on the Notification of Personnel Action.  An employee may appeal the classification of their position at any time either informally, by initiating a written request to management for an informal review of the classification of their position, or formally, by initiating a written request for a formal audit by the agency or by OPM.   

What may be appealed: 

An employee may appeal the grade of the position, the occupational series of the position, the title of the position, and the pay system of the position.    

What may not be appealed: 

An employee may not appeal the content or accuracy the official PD, the accuracy of a classificaiton standard, an agency’s proposed classification decision, the classification of ap position to which the employee is not officially assigned, or the classification of a position to which the employee is detailed or temporarily promoted for period of less than two  years.   

What the employee should do before appealing: 

Before filing an appeal, the employee should make sure that his or her PD identifies the major duties assigned and performed.  Because the agency is responsible for assigning duties to the employee’s position and including them in the current PD, and classifying the position accordingly, usually an appeal will not be accepted until the agency has fulfilled this responsibility.  If the PD is significantly inaccurate, the employee should try to resolve the problem by discussing it with the supervisor and perhaps a representative of the CPAC.  If the employee is unable to resolve the problem at this level, the agency’s negotiated or administrative grievance procedure should be used.  If the employee is unable to obtain an accurate PD through the grievance procedure, the appeal may be accepted and the proper classification determined based on the duties assigned by management and performed by the employee.  

What a current Federal employee's appeal choices are:  

Only a current Federal employee may appeal the classification of his or her position, and then the employee may appeal the classification of only his or her current, official position. An appeal cannot be processed, or must be cancelled, after the employee leaves the appealed position. The appeal choices available to an employee depends on whether the employee is a GS or FWS employee. 

If the employee is a current GS employee, he or she may appeal at any time to the agency or directly to OPM but not both at the same time.  Another option available to a GS employee is to appeal to OPM through the agency.  The agency must act on the appeal within 60 calendar days or forward it to OPM for action. If the agency's decision on the appeal is not in the employee’s favor, the appeal is automatically forwarded to OPM.   It is generally recommended for the employee to first seek an appeal decision from the agency.  If the employee appeals to the agency and its decision is unfavorable, the employee can still appeal to OPM.  However, if the employee appeals first to OPM and receives an unfavorable decision, the employee cannot then appeal to the agency. 

If the employee is a current FWS employee, he or she must first appeal to the agency. Then, if the employee is dissatisfied with the agency's decision, the employee may appeal to OPM.  The appeal to OPM must be filed within 15 calendar days of the date the employee receives the agency’s decision. The employee must then tell OPM which specific part of the agency's decision he or she disagrees with and why.  

An employee may not file a classification appeal electronically because the appeal must have an original signature by the employee or his/her designated representative. Additionally, a classification appeal frequently contains supporting documentation such as PDs, organizational charts, and work samples that are not available electronically.

 
An employee may have a representative (designated in writing) help him/her prepare and submit an appeal case, but the representative cannot be someone with management or classification authority over the employee’s position.

If an employee decides to submit a classification appeal to OPM, it should contain the following information in writing: 

- Employee’s name, mailing address, and commercial office telephone number; 

- The present classification of the employee’s position and the requested classification; 

- The name of the department or agency and the office in which the employee works; 

- The city where employed and the installation's mailing address; 

- A copy of the employee’s official PD and either a statement affirming that it is accurate or a detailed explanation of the inaccuracies and an explanation of the efforts made to correct the PD; 

- Any additional information about the position that will aid in understanding it; and 

- Arguments supporting the requested classification by referencing the appropriate classification standards.

Once OPM makes a decision, the employee and the agency will be notified in writing.  The decision will state OPM’s determination of the correct pay system, title, occupational series, or grade of the position, as well as the effective date of any required action.  The employee should be aware that the decision might not necessarily be favorable to him/her (for example, it could result in a lower grade or a change to a series unwanted by the employee). Regardless of OPM’s decision, the employee’s agency still keeps full control over the assignment of duties to a position and who performs those duties.  Any personnel action affecting the employee because of OPM’s classification appeal decision will be taken by the employee’s agency.

Cancellation or Withdrawal of an Appeal

An employee may withdraw his/her appeal at any time before a decision is issued.   An appeal may be cancelled if the employee or his/her designated representative fails to provide requested information or if the employee leaves the position that is being appealed.

Whether it is a GS employee or WG employee, the CPAC is responsible for ensuring the appeal package is complete and that supervisors and managers understand their role.

     b.  Managers and Supervisors.  It is the responsibility of managers and/or supervisors to guarantee, protect and publicize the employee's right to initiate a classification complaint or appeal.  They are to ensure that employees exercise their rights without fear and subsequent prejudice.  The supervisor explains the basis for the classification of the position (title, series and grade).  When an explanation is not satisfactory to the employee, the supervisor should request assistance from the CPAC.  If the complaint cannot be resolved informally, the employee may initiate a formal appeal in writing. 

c. The CPACs.  It is the responsibility of the CPACs to provide specific regulatory guidance 

to management and the employee.  It is also their responsibility to assist management in the preparation of an accurate PD.  In order to gather background information (organization lists, standards) needed for submission to appellate group, CPACs should consult with the CPOC.  CPACs may also need to gather documents from management such as TDAs and mission and function information.  Other responsibilities of the CPAC include reviewing the appeal package, ensuring it is sufficient for submission to CPOC and discussing the appeal decision with the supervisor and employee and explain the action taken.

--KN Positions:

There are no written provisions for KN classification appeals; however, a KN employee can initiate a grievance concerning the classification of his/her position.  As other grievances, a classification grievance must follow the grievance procedures and specific timelines as outlined in USFK Reg 690-1, Chapter 13-5.   A classification grievance must be decided on by CPD.  

     a. Employees.  An employee may present an informal grievance orally or in writing to the immediate supervisor or, if the immediate supervisor is involved, to the next higher level supervisor.  The employee must inform the supervisor that he/she is presenting a grievance.  A formal grievance may be presented when results of an informal grievance are not acceptable to the employee.       

     b.  Managers and Supervisors.  It is the responsibility of managers and/or supervisors to investigate the circumstances surrounding the grievance to obtain material facts and to discuss the grievance with the employee.   

     c. The CPACs.  It is the responsibility of the CPACs to provide guidance to management and the employee.  It is also their responsibility to forward the classification grievance to CPD for a decision.

NOTE: We value your opinion.  Please send comments to councilb@usfk.korea.army.mil
APPENDIX A. "WHO DOES WHAT?" - CPAC OR CPOC OR CPD?
The CPAC:

· Works with management to properly annotate RPA and reviews RPA for completeness and accuracy.

· Reviews RPA data, e.g., BUS codes, AMS code, geographic location codes, PD number, organization information, FLSA, and TDA para/line numbers.  Corrects as needed.

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

· Enters RPA or assists supervisors/managers to enter RPA into Modern DCPDS (until mgmt is trained).

· Assists Managers in developing/revising PDs.

· Reviews draft PD for format, adequacy and general advisory services, and application of correct standards.  Also reviews for additional requirements e.g., security clearance, driver's license, commercial driver's license, financial disclosure, Lautenberg, drug testing, and key or emergency essential position designation.

· Forwards request for reclassification to the CPOC for processing.

· Explains how positions are classified.

· Notifies CPOC of classification inconsistencies.

· Examines requests for EDP/HPD; Coordinates with 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 MDCPDS; downloads and provides special reports for management.

· Advises management on the procedures involved in applying new classification standards.  

· Provides all necessary support for wage surveys.    

· Advises CPOC of pay rate changes in advance of effective dates.

· 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 PD's; 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 PD's.

· Participates with management on mobilization issues/structure/positions/PD's.

· Provides copies of personnel actions, or other notices, to local Resource Management Offices for their update.

The CPOC:

· Works with management to properly annotate RPA and reviews RPA for completeness and accuracy.

· Conducts final technical review and processes RPAs.

· Finalizes PDs.

· Finalizes "cancel/establish" or "establish" RPAs.

· Reviews and evaluates PDs.

· Under DCA, determines the pay plan, title, series, and grade of the position.  Prepares evaluation statements when necessary.

· When managers have DCA, reviews managers' proposals concerning appropriate pay plan, title, series and grade of the position.  Prepares advisories when necessary.

· 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 MDCPDS.

· Processes requests for supervisory differential; inputs into MDCPDS.

· Inputs/updates MDCPDS.

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

· Provides technical support to the CPD in its performance of wage surveys.

· 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, managers and 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 Position Organization Address.

· Reviews Mobilization TDA's/Establishes or identifies Mobilization PD's.

· Coordinates organizational changes with DFAS and local CSRS.

· Provides advice and guidance in position and organizational design; classifies positions; processes supporting actions.

· Supports Reduction-in-Force (RIF) actions by ensuring accuracy of competitive areas and competitive level codes and definitions, establishment of FWS position ladders,

            reviewing/classifying new positions, processing required actions.

· Ensures recording of official PDs and related information in FASCLASS.

· Conducts monthly audits of realignments and personnel actions.

· Processes realignments.

The CPD:

· Advises Eighth Army Commanding General/United States Forces, Korea Chief of Staff

and key staff and commanders on matters relat4ed to civilian personnel programs in Korea.   

· Provides technical assistance, guidance, and staff oversight of the Korea Region CPOC.  

· Provides technical assistance, guidance, and staff oversight of the CPACs. 

· Serves as co-chair of the labor subcommittee for the SOFA Joint Committee and represents the USFK commander as chairman of the Joint Labor Affairs Committee for the tri-service development and implementation of a uniform personnel system for Korean employees.  

· Plans, organizes, and conducts wage and benefits surveys for Korean employees of USFK.  Develops and coordinates civilian personnel regulation and policies for U.S. and local national employees in Korea. 

APPENDIX B. SUPERVISOR'S CHECKLIST FOR WRITING U.S. PDs 

IN FES FORMAT

1.  Major Duties

Does each major duty describe:

____ the work to be performed?

____ the procedures involved in performing the work?

____ the proportion of time spent on each major duty (each one at least 25% of the time)?

2. “Performs other duties as assigned.”

____ Is this statement at the end of the Major Duties?

____ Is it unnumbered?

3. Are the nine FES Evaluation Factors thoroughly addressed?  

Factor 1. Knowledge Required by the Position.

____ The nature or kind of knowledge and skills needed.

____ How these knowledges and skills are used in doing the work.

Factor 2.  Supervisory Controls.

____ How the work is assigned.

____ The employee’s responsibility for carrying out the work.

____ How the work is reviewed.

Factor 3.  Guidelines.

____ The nature of guidelines used in doing the work.

____ The judgment needed to apply the guidelines or develop new guidelines.

Factor 4.  Complexity.

____ The nature of the assignment.

____ Facts/conditions considered by the employees in identifying what needs to be done.

____ Difficulty and originality involved in performing the work. 

Factor 5.  Scope and Effect

____ Purpose of the work – ultimate goal to be achieved.

____ Impact of the work product or service.

Factor 6.  Personal Contacts.

____ People and conditions under which contacts are made (except supervisor).

Factor 7.  Purpose of Contacts.

____ Reasons for contacts; skill needed to accomplish work through person-to-person activities.  

Factor 8.  Physical Demands.

____The nature, frequency, and intensity of physical activity.

Factor 9.  Work Environment

____ The risks and discomforts imposed by physical surroundings and the safety precautions necessary to avoid accidents or discomfort.

____ Are the factor levels and points assigned identified on the PD?  They should be noted on the same line as the factor rated, close to th right margin.  At the end of the nine factors, ensure that the points are totaled and noted.

____ Do the descriptions of major duties and the evaluation factors compliment each other?  Statements made in the factor descriptions must be supported by major duties.  

4.  Is the following paragraph added to the bottom of the PD?

____ Note:  Assignment to duties other than those above for a period exceeding 30 days constitutes a misassignment and must be corrected immediately by appropriate Operating Office submitting a request for personnel action to detail, permanently assign or temporarily promote employee to the appropriate job.  

APPENDIX C. SUPERVISOR'S CHECKLIST IN WRITING U.S. and KN PDs IN NARRATIVE FORMAT
1.  Supervisory Controls

Does this paragraph include:

How job assignments are made?

What kind of supervision is received while performing the work?

What oral and written guidance is available?

How the work is evaluated?

2.  Major Duties

Does each major duty describe:

The work to be performed?

The procedures involved in performing the work?

The proportion of time spent on each major duty (each one at least 25% of the time)?

3.  Performs Other Duties As Assigned

Is this statement at the end of the Major Duties?

Is it unnumbered?

4.  Is the following paragraph added at the bottom of the PD?

NOTE:
  Assignment to duties other than those described above for a period exceeding 30 days constitutes a misassignment and must be corrected immediately by the appropriate Operating Office by submitting a Request for Personnel Action to detail, temporarily promote or permanently assign the employee to the appropriate job.

APPENDIX D.  WAGE GRADE U.S. PD FORMAT
PDs for non-supervisory wage grade positions must conform to the format and content of the Job Grading Standards issued by OPM.  

This format is as follows:

MAJOR DUTIES:  A description of major duties should reflect the nature and extent of each type of work performed.  Duties of a different grade or skill level should be described in separate major-duty paragraphs that reflect the percentage of time spent on each major duty.

"Performs other duties as assigned." This statement is always an unnumbered paragraph at the end of the major duties.

SKILLS AND KNOWLEDGES: A description of the skills and knowledges required to perform the duties of the job.  Particular attention should be given to jobs involving a variety of requirements significant for recruitment purposes, e.g., licenses to operate a motor vehicle, forklift, crane, etc.

RESPONSIBILITY: A description of the scope and complexity of the work assigned; the frequency and difficulty of judgments and decisions; the nature of personal supervision received; and the nature of regulations, standard operating procedures, and technical guides.

PHYSICAL EFFORT: A description of the nature, degree, frequency, and duration of physical exertion required to perform the work.

WORKING CONDITIONS: A description of the hazards, physical hardships, and working conditions to which the incumbent is exposed; the frequency and duration of such exposure; the adequacy of protective clothing and safety devices; and the possible effects on employees.

Add the following paragraph at the bottom of the PD:

“NOTE:  Assignment to duties other than those described above for a period exceeding 30 days constitutes a misassignment and must be corrected immediately by the appropriate Operating Office by submitting a Request for Personnel Action to detail, temporarily promote or permanently assign the employee to the appropriate job.”

APPENDIX E.  WAGE GRADE KN PD FORMAT
PDs for non-supervisory wage grade KN positions must conform to the format and content of the USFK Pamphlet 690-500.  

This format is as follows:

SUPERVISORY CONTROLS:  This paragraph includes how job assignments are made, what kind of supervision is received while performing the work, what oral and written guidance is available, and how the work is evaluated.
MAJOR DUTIES:  A description of major duties should reflect the nature and extent of each type of work performed.  Duties of a different grade or skill level should be described in separate major-duty paragraphs that reflect the percentage of time spent on each major duty.

"Performs other duties as assigned." This statement is always an unnumbered paragraph at the end of the major duties.

WORKING CONDITIONS: A description of the hazards, physical hardships, and working conditions to which the incumbent is exposed; the frequency and duration of such exposure; the adequacy of protective clothing and safety devices; and the possible effects on employees.

Add the following paragraph at the bottom of the PD:

“NOTE:  Assignment to duties other than those described above for a period exceeding 30 days constitutes a misassignment and must be corrected immediately by the appropriate Operating Office by submitting a Request for Personnel Action to detail, temporarily promote or permanently assign the employee to the appropriate job.”

APPENDIX F. CHECKLIST FOR WRITING U.S. PDs USING THE 

GENERAL SCHEDULE SUPERVISORY GUIDE  
1.  Major Duties
Does each major duty describe:

____ The work to be performed?

____ The procedures/processes involved in performing the work?

____ The proportion of time spent on each major duty (each one at least 25% of the time)?

2. Performs other duties as assigned

____ Is this statement at the end of the Major Duties?

____ Is it unnumbered?

3. Are the six GSSG  evaluation factors thoroughly addressed?

Factor 1.  Program Scope and Effect

____ The program (or program segment) directed.

____ The work directed, the products produced, or the services delivered.

____ The impact of the work, products and/or programs described under scope; on the mission            

         and programs of the customer, the activity, other activities in or out of government, other 

         agencies, the general public and others.

Factor 2.  Organizational Setting

____ Identify the supervisory position in relation to higher level of management.

____ Identify any unusual situations where direction and performance appraisal may be received 

         from different individuals.

____ Describe how the work is assigned and performance is evaluated.

Factor 3. Supervisory and Managerial Authority Exercised.  

____ Describe delegated supervisory and managerial authorities exercised on a recurring basis.

____ Address such issues as how supervisory work planning, assigning, scheduling, coordinating 

         and reviewing is done.

____ Address how discharging assigned personnel management responsibilities; and/or 

         exercising managerial authority is accomplished.

Factor 4. Personal.Contacts

This is a two- part factor, which addresses: Nature and Purpose of Contacts

____ Factor 4A - Nature of Contacts identifies the contacts and describes the nature and settings 

         of recurring contacts associated with the supervisory work.

____ Factor 4B - Purpose of Contacts describes the essential purpose of contacts, consistent with 

         contacts described in Factor 4A.  Includes advisory, representational and commitment 

         making responsibilities related to supervision and management.

Factor 5.  Difficulty of Typical Work Directed

____ This factor measures the complexity and difficulty of the basic work (non-supervisory and 

          mission) most typical in the organization supervised where the supervisor has technical or 

          oversight responsibility.

____ Identify the highest level of basic work (non-supervisory and mission oriented) within the 

         unit supervised, which represents at least 25% or more of the workload of the organization.

____ In identifying the 25% or more workload, care should be taken to consider more than the 

         number of positions.  Also look at duty hours, staffing studies, manpower documents or 

         other indicator of workload quantity/performance.  Include the workload of General 

         Schedule, Federal Wage System, assigned military, contractors, volunteers, trainee

         employees, etc.

Factor 6. Conditions

____ Describe conditions under which supervisory duties, authorities and responsibilities are accomplished (e.g., type of work supervised, subordinate supervisors, subdivisions within the unit supervised, physical dispersion, shift operations, changing technologies, special hazard and safety conditions, etc.

4.  Is the following paragraph added to the bottom of the PD?

“NOTE:  Assignment to duties other than those above for a period exceeding 30 days constitutes a misassignment and must be corrected immediately by appropriate Operating Office submitting a Request for Personnel Action to detail, permanently assign, or temporarily promote the employee to the appropriate job.

APPENDIX G. CHECKLIST FOR WRITING PDs FOR U.S. 

FEDERAL WAGE GRADE SUPERVISORS
PDs for supervisory wage grade positions must follow the format and content of the Job Grading Standard For Federal Wage System Supervisors issued by OPM.  This format is as follows:

SUPERVISORY CONTROLS:  Describes how work is assigned, kind of supervision received, judgment required, etc.

MAJOR DUTIES:  This is an introductory paragraph which identifies the organization supervised, summarizes the work, and identifies the occupation and grade level that best reflects the nature of the overall work operations.

1.  Factor I.  Nature of Supervisory Responsibility - Four situations defined covering work planning, work direction and administration.

2.  Factor II.  Level of Work Supervised - Identifies level and complexity of work supervised.  This factor determines highest grade of non-supervisory work technically supervised.

3.  Factor III.  Scope of Work Operations Supervised - This factor identifies the scope of work operations supervised, e.g., variety of jobs supervised, organizational authority, physical dispersion and work coordination.

PERFORMS OTHER DUTIES AS ASSIGNED:  This is an unnumbered statement at the end of every PD.

Add the following paragraph at the bottom of the PD.

NOTE:   Assignment to duties other than those described above for a period exceeding 30 days constitutes a misassignment and must be corrected immediately by the appropriate Operating Office by submitting a Request for Personnel Action to detail, temporarily promote or permanently assign the employee to the appropriate job.

APPENDIX H.  GENERAL CHECKLIST FOR U.S. PDs

1.  CPAC Personnelists may use this checklist as a reference:

a. ____ If management exercises its DCA, was the correct standard or guide used to classify   

             the position?

     b. ____ Is the PD in the correct format? (i.e., Narrative, FES, Wage Grade, DCIPS)

        (1) If FES, are the major duties plus the nine factors described?

        (2) If Wage Grade, are the major supervisory controls plus major duties described?

        (3) If narrative, are the supervisory controls plus major duties described?

        (4) If GSSG, are the major duties plus the six factors described?

        (5) If DCIPS, are factors A - E described?

     c. ____ At the end of each major duty, are the percentages of time spent performing the  

                  duties identified and do they total 100 percent?

     d. ____ Does the phrase "Performs Other Duties As Assigned" appear at the end of the major 

                  duty section?

     e. ____ Does the RPA correspond with the proposed title, series, and grade of the draft PD?

f. ____ If the draft PD is a non-competitive promotion due to accretion of duties, has   

             management considered the factors the CPOC will use to determine if the action is an     

             accretion of duties?

     g. ____ Can the PD be produced using PD Library?  If so, has management submitted 

                  documentation identifying the PD Library number?

     h. ____ Are all supporting documents attached with the draft PD (e.g., Organizational chart,  

                  Position Review Worksheet, etc.)?

APPENDIX I.  GENERAL CHECKLIST FOR KN PDs

1.  CPAC Personnelists may use this checklist as a reference:

a. ____ If management exercises its DCA, was the correct standard or guide used to classify   

             the position?  Note that management cannot use DCA to override a CPOC advisory in  

             order to upgrade a KN position.

     b. ____ Is the PD in the narrative format? 

     c. ____ Are the major supervisory controls plus major duties described?

     d. ____ At the end of each major duty, are the percentages of time spent performing the  

                  duties identified and do they total 100 percent?

     e. ____ Does the phrase "Performs Other Duties As Assigned" appear at the end of the major 

                  duty section?

     f. ____ Does the RPA correspond with the proposed title, series, and 

                  grade of the PD?

g. ____ If the draft PD is a non-competitive promotion due to accretion of duties, has   

             management considered the factors the CPOC will use to determine if the action is an     

             accretion of duties?

     h. ____ Are all supporting documents attached with the draft PD (e.g., Organizational chart,  

                  Position Review Worksheet, etc.)?

APPENDIX J. POSITION REVIEW WORKSHEET

1.  Is this position review the result of organizational or technological changes?  If so, briefly explain the changes and attach a copy of the agency letter, memorandum, directive, or order authorizing the changes.  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  Have any other positions been impacted by the items identified above? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.  How long has the incumbent been assigned to current position?  _______________________

4.  If the request is due to a change in work assignment or job responsibilities, please list

changes.  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.  If the request is for an upgrade to position, please list the additional higher-level duties and responsibilities that would require the higher grade.  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.  If the request for position review is to update/maintain currency of the PD, with no significant changes to the major duties and responsibilities, please furnish a copy of the old PD along with the new PD.

PERSON TO CONTACT FOR FURTHER INFORMATION:

_________________________________________   ___________________________________

(Name/Title/Organization)                                          (Phone)

APPENDIX K.  EVALUATION STATEMENT FORMAT
Evaluation Statement

1.  Position Number: XXXXX

2.  References: List all references used to determine the series and grade of the position.

3.  Title and Series Determination: Narratively describe which references were used and how they were applied to determine the appropriate title and series for the position.

4.  Grade Determination: Describe which classification standard was applied to determine the grade of the position.  When applying a standard in the FES format, explain how the duties exceed the next lower level, how they failed to meet the next higher level, and how they meet the level designated for the position.  When applying a standard written in narrative format use subparagraphs to describe Nature of Assignment and Level of Responsibility.  Note: This level of detail is required for positions, which may be appealed for controversial actions; not all evaluations will require this level of detail.

5.  Final Classification: Final determination of the appropriate Title, Pay Plan, Series, and Grade of the Position.

Signature:

Date:

DRAFT  2
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