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I.  INTRODUCTION:  This SOP establishes uniform requirements and procedures for processing formal classification appeals within demonstration projects.  The authority for adjudicating classification appeals within the Department of Defense (DOD) lies with the Defense Civilian Personnel Management Service (DCPMS).  Department of the Army (DA) policy is to resolve employee dissatisfaction with the classification of his/her position in an informal manner when possible.  Dissatisfaction that cannot be informally resolved will be processed promptly in compliance with Office of Personnel Management (OPM), DOD, and DA directives.

II.  RESPONSIBILITIES:  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. Supervisors should encourage early discussion of employee concerns,  and try to resolve complaints when possible.  If complaints can’t be resolved informally, employees shall normally process appeals through their CPAC; however, employees may file to DoD and then to OPM, as explained below.  Individual responsibilities are listed below:


      A.  Employee:  

1. Discuss classification concerns with supervisor and CPAC, as appropriate.

2. Consult with supervisor/manager and CPAC on possible appeal and procedures.

           3.  Demonstration Project employees must appeal through the CPAC to DoD before going to OPM.  

       B.  Manager:  


1.  Counsels employees on duty assignments and position description (PD) requirements.



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.

       C.  CPAC:

1.  Advises employees and managers on appeal procedures.


2.  Obtains certification of PD accuracy from supervisor and employee and a copy of the appellant’s current performance objectives.  


3.  Forwards appeal package to CPOC.

        D. CPOC:


1.  Reviews appeal package for completeness.


2.  Adds necessary documentation (i.e., organizational charts, evaluation statement, etc.).  Conducts position review if needed.  Takes any corrective actions which may result.


3.  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.

               4.  After appeal decisions are issued, responds to DA and/or MACOM requests for information pertaining to consistency issues.

III.   PROCEDURES:  Specific appeal procedures are summarized below:


A.  When a demonstration employee believes the classification of his/her position is incorrect, he/she must appeal  to DoD before OPM.  An employee contemplating an appeal should present his/her case orally to his/her supervisor.  The supervisor will discuss the matter with the employee and explain the basis upon which the title,  series, and band level have been established.  If the employee is not satisfied with the supervisor’s explanation, he/she may file an appeal at any time.  At a minimum, the employee must submit the following items to initiate an appeal:


1.  Appellant’s Name


2.  Exact Organizational Location


3.  Present title, series, and band level


4.  Title, series, and band level desired


5.  Reason the employee feels position is erroneously classified

           B.  Specific steps for the appeal procedure and sample formats will be provided by the CPAC.

IV.   GENERAL APPEAL INFORMATION:  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.  An employee preparing an appeal may seek advice and assistance from his supervisor and/or the CPAC staff and 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.  During the adjudication of a position classification appeal, the DCPMS or OPM will decide whether the position is appropriately classified and could change the classification of the position to the appropriate title, series, and band level where the facts warrant.  This means that an appeal may result in continuation of the position at its current series/band level, evaluation to a higher series/band level, or reduction to a lower series/band level.  An appeal decision is final and is binding on all administrative, certifying, payroll, disbursing, and accounting officials of the Government.

V.  APPENDICES:  None

VI.  CONNECTS TO FOLLOWING BPM:  D-C03 Classification Complaints/Appeals for Demonstration Employees
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