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PREFACE

This document provides doctrine for management and administration of United States Army Civilian Human Resources (CHR), and describes how the CHR doctrine fits into the Army’s current operational concept.  It provides a single source of doctrine for staff, leaders, and managers that comprise the community of CHR administrators, as well as leaders of Army civilian employees at all levels.  The doctrinal principles in this manual apply across the operational continuum to all components of the Army's total force, including provision of CHR management (CHRM) support to both military and civilian leaders.  This document does not dictate procedures for particular CHR situations or cases; however, it does provide the doctrinal base for developing specific processes and standard operating procedures to help commanders manage civilian employees in order to fulfill Army missions.  The CHR doctrine is supplemented by applicable implementing regulations, policy memoranda, or other guidelines.

NOTES FOR READERS

The CHR doctrine addresses broad CHRM programs and CHR services and operational support life-cycle functions, those under managerial and administrative authority of Army leaders.  The intent of this document is not to cover in detail civilian employment entitlements that are dictated by law or regulation, such as employee benefits and compensation; however, they may be mentioned in reference to CHR programs and/or services, or for editorial purposes.

The doctrine is not intended to be a comprehensive reference that describes and/or defines all possible conditions that govern CHRM, but rather the intent is to depict general program principles and standardized operational scenarios.  No attempt is made to furnish detailed information about exceptional CHR situations such as unique organizational structures or operations, demonstration projects, or other special authorities.

In this document, the term “leader” is used to identify both military commanders and civilian managers who direct the work of an Army organization.

A glossary of acronyms used in this document is included at Appendix F.

INTRODUCTION

Purpose.  Army doctrine describes the concepts, principles, and responsibilities that underlie conduct of the warfighting mission. This document provides doctrine for CHR managers and administrators and explains the role CHRM plays in helping leaders meet their mission.  Army civilian employees support Soldiers and family members during peacetime, as well as during hostilities, in the preparation of and delivery of combat support and combat service support.  This manual defines structure, objectives and standards for integrating continuous CHR support into peacetime and battlefield operations, and outlines those conditions and missions that are supported by CHR managers and administrators.  

Employment of Civilians in the Army.  Civilians have been an integral and important component of the Army since the Revolutionary War.  Civilians hold a multitude of positions except those that require military incumbents, either by law, or for reasons of security, maintenance of military morale and discipline, combat readiness, or military training.  Army civilians are an essential part of the force utilized to accomplish today’s multiple, complex missions.  Civilians are employed, and in some cases, deployed, in positions that provide combat support and combat service support, allowing Soldiers to concentrate on the war-fighting mission.  Army civilians are employed in over 550 different occupations with the highest concentrations in logistics, research and development, and base operations functions. 

Responsibility for Leading and Managing the Civilian Workforce.  CHRM is a leader’s responsibility.  CHR administrators support and provide the manager with the tools needed to carry out CHR functions, but the core decisions that are required for sound CHRM are made by the commanders, managers, and supervisors who lead the Army.  Supervisors make day-to-day and long-term decisions that shape the workforce.  Those supervisory decisions relate to matters such as classifying jobs, selecting from lists of candidates, identifying and resourcing development opportunities, deploying, and transitioning civilian employees.  CHR administrators support management in making the best possible decisions by providing expert consultation, training, and CHRM infrastructure.  Commanders and managers are responsible for maintaining partnerships with labor organizations; CHR staff members support these partnerships and help to ensure that they remain professional and constructive. 

The Federal Civil Service CHR System and How it Applies to the Army.  Management of the civilian force is accomplished in accordance with a large number of guidelines to include those emanating from Federal statute, Executive Orders (EOs), other government agencies, Office of Personnel Management (OPM), Department of Defense (DoD), and Headquarters, Department of Army (HQDA).  CHRM doctrine is sufficiently comprehensive to guide CHR administrators, yet not so prescriptive that it limits the contributions of civilians or curtails the flexibility of supervisors and managers.  Knowledge of doctrine, combined with a thorough understanding of the Army organization and mission, experience and application of the legal and regulatory guidelines, provides a foundation for superior execution of CHRM functions. 

Providing Quality CHR Service to Varied Operations.  The CHR community’s continuing charge is to routinely provide consistently high-quality support to diverse customers.  Within the Army, CHR is available at all organizational levels with advisors at the HQDA, Major Command (MACOM), and installation (or equivalent) levels.  CHR products are delivered on a geographic basis.  CHR regions provide both operational support, from the Civilian Personnel Operations Centers (CPOCs), as well as direct customer advisory service, from local Civilian Personnel Advisory Centers (CPACs) that also may include Nonappropriated Fund Human Resources Offices (NAF HROs).  The proximity of the CPOC within the region is less important than the ability of that CPOC to interact with its customers electronically and telephonically.  The CPAC, however, is designed to be close to the customer in order to provide on-site advisory and consultative services within its footprint, or area of assigned responsibility.  Customers serviced by both the CPOC and CPACs sometimes include organizations that are not part of the Army architecture, such as other Defense or Federal agencies. 

The CHR operational support functions are performed in accordance with standards established by the Assistant G-1 for Civilian Personnel Policy, or AG-1 (CPP), as reflected in validated Business Process Maps and delineated in Integrated Definition (IDEF) Task Listings (see Appendix A for more information).  At the same time, operational support functions are flexible enough to meet varied customers’ needs. CHR staff in the CPOCs and CPACs are multi-skilled, agile, responsive, and adaptable in order to meet the needs of customers. 

CHR Support to Mission Planning and Leader Support.  CHR organizations at HQDA, MACOMs, CPOCs and CPACs support rapidly changing environments.  CHR staff members add value to the organization through strategic planning, acquisition, development, deployment, sustainment, and transition of the civilian workforce.  CPAC advisors look toward the future, guiding leaders and managers in accordance with emerging mission needs.  CPOC administrators first understand future requirements in order to be prepared to best meet those requirements.  Those who develop CHR policy at HQDA and the MACOMs also look toward the future to determine the best CHRM policies to meet needs of the organization as circumstances change. 

In order to provide services that are of continuing value, and to provide the highest quality operational support, it is essential that the CHR community has a fundamental understanding of the mission of their serviced organizations.  That understanding, combined with a global view of the Army’s mission and basic knowledge of the major systems that “make the Army run,” enables CHR practitioners to support Army leaders in moving the organization toward mission accomplishment.  At all levels, effectiveness can only be reached when CHR professionals not only achieve full participation and partnership with Army leaders, but also are viewed as members of the commander’s organization.  For this to occur, leaders need to include CHR representatives in their planning sessions and staff meetings.

CHR Staff Capabilities.  CHR staff members in all organizations are sufficiently knowledgeable to generate options, make decisions, and react quickly in changing scenarios.  They are flexible and proactive, not reactive. To systemically reach this level of professionalism and personal adaptability, managers of the CHR community are fully committed to providing necessary training and development opportunities to CHR staff.  In addition, CHR professionals are afforded the latest reliable data and technological resources available through the Defense Civilian Personnel Data System (DCPDS) and a wide variety of other automated tools.

It is also essential that CHR staff possess a sound understanding of organizational and mission plans.  CHR staff are aware of significant CHR program issues and monitor status reports to determine trends or problems, enabling them to provide real time advice and guidance that is sensitive to the needs of the organization and the circumstances.  They combine that mission awareness with an understanding of the foundations of CHR that is thorough enough to enable smooth and seamless decision-making under pressure. 

The CHR professional also understands the customer’s vision, anticipates future situations and action requirements, recognizes potential effects on the desired end-state, and recommends or initiates CHR actions to support achieving the vision.  CHR staff accurately predicts the impact that changing situations may have on personnel systems, policies and programs.  And CHR leaders are empowered and prepared to adjust resources to meet unexpected requirements and shortfalls.  Thus, anticipation means maintaining or accumulating the assets necessary to support future changes in the operation.  It also means developing personnel support capabilities that are versatile enough to serve projected operational needs.  

Responsive personnel support enables leaders to meet changing requirements on short notice while precluding serious CHR issues in long-term, complex operations.  Responsiveness is linked to versatility, and it requires tailor-made and adaptable personnel solutions.  


Model for CHR Operational Support Success.  As depicted in Figure v, Operational support success is a result of production honed by expert technical skill and knowledge.  Operational functions are performed against a backdrop of Customer Service, Trust, and Partnerships.   Customer service drives any and all CHR operations.  CHR exists, after all, to provide service to customers.  Partnerships with many others – including CPACs and CPOCs, managers and commanders, and external agencies – are necessary to achieve the goals.  Without trust, partnerships cannot develop.

(1) Production.  Both quality and timeliness support the functions of operational support/production.  CHR operations cannot be successful unless CHR practitioners provide services and products that are of sound quality and meet the customer’s requirements.  CHR also cannot be successful unless quality products are produced in a timely manner.  Neither of these factors can be ignored or emphasized to the detriment of the other; they are maintained in balance.
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(2) Expert Technical Skill and Knowledge.  Production success cannot occur and result in both quality and timely products unless each member of the CHR team possesses and applies expert technical skill and knowledge.   

Figure v.


Model for the Successful CHR Advisor.  The successful CHR advisor capably uses the skills and abilities shown in the model shown at Figure vi.  The five skills of Strategic Planning, Forecasting, Expert Consulting, Partnering and Integration are applied against a backdrop of CHR skills and knowledge about the customer, initiative, skills, and trust.


(1) Strategic Planning.  Each successful CHR professional is a strategic planner.  He/she assesses and clearly articulates the current status of the serviced organization, understands planned changes and anticipates their impact on the civilian workforce, identifies the HR impact of proposed actions, and determines CHR actions required to meet the changed mission.

(2) Forecasting.  This skill is associated with and essential to excellent strategic planning; the CHR professional knows how to use the available CHR tools to obtain and present a picture of the future workforce and its needs and requirements. 

(3) Expert Consulting.  The successful CHR professional is recognized as an expert in CHR, is considered an equal partner and consultant by leadership, and is provided a seat at the table and opportunities to be heard.

(4) Partnering.  The CHR staff member is a full partner in transforming the Army.  He/she demonstrates skill and interest in working as a member of management team of serviced organizations and the CHR community to meet mission requirements.

(5) Integrating.  Much of the work of CHR advisors is to integrate work of all partners in the many processes – to include the CPAC, the CPOC, management, applicants, employees, higher headquarters, and external agencies.

The five advisory functions are synergistic.  Excellent performance of one improves performance of all others; and poor performance of any detracts from performance of all others.  Success cannot be achieved unless the staff member has a full knowledge of the customer, the mission, and requirements; skills to perform all five of the necessary functions, trust from all partners, and initiative to make good things happen.  A CHR staff member is considered a member of the customer’s staff, providing direct advice to Commanders and managers at all levels.

[image: image3.wmf]
Figure vi.

Impact of Army Transformation.  One of the most important efforts facing the Army is Transformation.  Even though the future military force and its systems may be largely undefined, the CHR community is able to recruit and retain a highly qualified and motivated workforce – a workforce that possesses appropriate skills to perform current mission functions and is able to meet new missions needs as they emerge.

Transformation may take many forms, to include fielding new systems requiring new skills of civilian support personnel, as well as making decisions to contract the functions performed by the current civilian workforce or realign forces in support of Base Realignment and Closure (BRAC) actions.  CHR staff at all levels seek to understand transformation and help to determine the shape and look of the civilian force required to maintain readiness.  They provide expert advice and analysis designed to create the most effective organization possible.

Transformation further reinforces that CHR practitioners’ knowledge of emerging and fundamental CHRM practices is essential.  And it makes it all that much more important that CHR staff members are responsive, innovative, flexible and adaptable – so that they can even better serve the organization by being managers of change in support of Army transformation.

CONCLUSION

As the Army adjusts and transforms, CHR missions and organizations ultimately grow, shrink, or otherwise change. The CHR doctrine contained in this document is designed to provide a framework that meets the challenges facing present and future CHR operations.  As the Army transforms, the CHR profession also transforms.  This personnel doctrine guides us to anticipate changes and allow CHR staff to be well-equipped and versatile enough to tailor personnel operations to each unique set of challenges that lies ahead. 

chapter 1 -   CIVILIAN HUMAN RESOURCES MANAGEMENT IN ARMY

1-1.  MISSION.  Civilian employees are integral to the United States Army.  They support all facets of the mission, freeing Soldiers to perform inherently military functions.  Additionally, they possess critical skills and assure continuity of operations for all components.  The mission of the CHRM system and programs in Army is to acquire and sustain a civilian workforce to support all commanders’ missions. 

1-2.  SYSTEM PROPONENCY.  The functional proponent for the CHR program is HQDA, AG-1 (CPP).  Army CHRM doctrine is derived from sources of authority prescribed in the Code of Federal Regulations (CFR); Title 5 United States Code (USC); Title 10, USC; Title 38, USC; OPM publications, periodicals, instructions, and operating manuals; DoD instructions, directives, and regulations; and Army policies, programs, and systems.

1-3.  DOCTRINAL REQUIREMENTS.  Doctrine for CHR provides the foundation to carry out CHR missions in support of the transforming Army.  It prescribes the competency models and program expectations for Army CHR staff, the optimum organizational structure, the varying operational requirements, the systems that support the effort, interrelationships with others, and the evaluation process to ensure that the mission is met.  

1-4.  FOUNDATIONS OF ARMY CIVILIAN HUMAN RESOURCES MANAGEMENT 

a. BASIC CONCEPTS AND DEFINITIONS


(1)  Definition of Civilian Human Resources and Related Concepts.  Human Resources (HR), is used in this document as a global term that encompasses the full-range of life-cycle functions associated with Army civilian and military forces - planning, structuring, acquiring, developing, deploying, sustaining and transitioning.  CHR (civilian human resources) is used in that same global context, but relates exclusively to the civilian workforce.  CHRM (civilian human resources management) refers to managerial functions performed by military and civilian leaders to attract, select, motivate, develop, lead and utilize individual employees or workgroups, in order to accomplish the organization’s missions.  

CHR administrators develop and deliver CHRM programs, systems, processes, and operations, such as merit promotion, classification, performance management, human resource development, records management, and career development.  CHR administration is conducted at varying organizational levels to include policy-making and program development, operational management, and day-to-day operations.  In this document, those who administer CHR programs, services, and operational support are variously referred to as "the CHR community," "CHR staff," "CHR advisors," "CHR professionals," or other terms as appropriate in context.


(2)  Service Philosophy and Practices.  Army CHR provides a wide range of products and services to the Army leadership.  Many products and services formerly performed manually in local Civilian Personnel Offices (CPOs) are efficiently and effectively delivered by centralized CPACs and CPOCs using new technologies.  It is the philosophy of HQDA and the CHR program leadership that technology is leveraged to the maximum extent feasible to: meet recordkeeping requirements; conduct recruitment through the use of automated inventory management and applicant response systems; automate position classification functions; deliver training and broaden the array of available learning methods and activities; monitor suspense dates for actions such as within grade increases; generate requests and notifications of personnel action and move them through processing steps; and generate production and performance data. 


(3)  Business Process Maps (BPMs) and IDEF Task Listings. The business processes used to produce CHRM products and services are constantly monitored to assure that the most efficient methods are applied to personnel operational support functions.  This monitoring results in establishment of BPMs that contain standards of quality and timeliness for each business process and are validated and published by HQDA, AG-1 (CPP), with concurrence from the Civilian Human Resources Agency (CHRA).  Likewise, missions, functional responsibilities, and supporting tasks for CPOCs and CPACs are also closely monitored and documented on task listings that comprise the IDEF charts.  These two sets of documents, the IDEF and BPMs, serve as the official guidance on how CHR resources may be used and what products and services are produced at the operating level.  To maximize performance within constraints of resource allocations and servicing ratios, CPACs and CPOCs should perform only those tasks and produce only those products that are validated and documented in BPMs and IDEF task listings.   Where local missions and/or conditions warrant deviations from established BPMs and the IDEF, leaders request variances from the AG-1 (CPP) through appropriate command channels.


(4)  Standardization of Structure and Business Processes.  Unless a variation to the BPMs and IDEF is approved by AG-1 (CPP), methods of delivering CHR products and services are standardized across the Army.  There are several major reasons to support this level of standardization:  

(a) Equitability.  Standardization ensures fair and equitable treatment of all serviced customers in all locations, and enables CHR practitioners to provide consistent products and levels of customer service throughout the Army CHRM system. 

(b) Efficiency.  Standardization leads to more efficient operations.  Given the level of automation support currently in use and under development, as well as the numbers of personnel actions processed on a daily basis, standardization minimizes process deviations that bog down production.  It also enables the CHR community to achieve economies of scale, that is, to do more with fewer resources. 

(c) Portability.  The Army’s mission requires CHR community members, their customers, and Army leaders to relocate periodically during their careers.  Standardization allows for portability of CHR process knowledge throughout the CHRM system.  This facilitates smooth transitions to new locations and minimizes the impact on customer service as a result of staff movements. 

b. OBJECTIVES OF ARMY CHRM

(1) To attract and retain an Army civilian workforce of high competence and character.

(2) To contribute directly and effectively to the accomplishment of the Army mission and programs.

(3) To foster an attitude of responsive service to the American people in leaders – civilian and military commanders, managers, supervisors – and employees.

(4) To carry out pertinent CHRM public policy and DoD/Army programs in compliance with laws, EOs, regulations, plans or program directives.

(5) To use manpower and other resources wisely and economically.

(6) To partner with unions and their representatives in accordance with Federal policy and to promote constructive relationships beneficial to the collective interests of the employees, the accomplishment of the mission, and the efficiency of the agency.

(7) To provide a work environment that stimulates initiative, imagination, productivity, personal development, continual learning, and cost-consciousness.

(8) To assure that a diverse workforce exists and that employees, individually and in groups, are treated equitably and fairly regardless of factors such as race, color, religion, gender, national origin, marital status, sexual orientation, non-disqualifying physical disability or age. 

(9) To establish and maintain a career system that provides opportunities for advancement through various methods of learning, training, education, development, and utilization.  

(10) To administer and effectively oversee employment benefits programs for the Army’s civilian workforce.

(11) To maintain the reputation of the Army as an employer of choice.

c. THE ROLE OF PUBLIC POLICY IN CHRM

Throughout the Army and the Federal government, mission objectives are accomplished through the efforts of the workforce.  In the Army, we strongly believe that our people are our most important asset.  Leaders are expected to select, motivate, develop, and advance civilian employees in ways that support the total Army mission.   This translates into a strong interest in both public policy and CHR practices within the Federal government.  Our goal is to serve the public interest by ensuring economical use of the taxpayer’s dollar while delivering quality services.  This goal is achieved in part through application of sound principles governing how people are hired, developed, utilized, promoted, and treated.  The foundations for CHRM practices are the public policy expressed in laws, regulations, court decisions, and Presidential directives, as well as the interpretation of precedents, delegation of appropriate authorities, and observance of tradition. The chart in Figure 1‑4c reflects the principal internal and external forces that influence ARMY CHRM programs, providing the framework within which those programs are defined.

FORCES THAT INFLUENCE CHRM POLICY


Figure 1-4c.

1-5.  THE CONCEPTS OF “MERIT PRINCIPLES” AND “PROHIBITED PERSONNEL PRACTICES”

a. MERIT PRINCIPLES  

The merit principles are the touchstones for the Federal personnel system.  Simply put, merit principles require government officials to make fair and equitable appointment, promotion, pay, performance appraisal and retention decisions on behalf of applicants and employees without regard to “non-merit factors” and with due regard to privacy and Constitutional rights.  Merit Principles were enacted into law over 100 years ago, following the assassination of President Garfield by a disappointed job seeker.  Merit principles were enacted to reform Federal employment from a political patronage or spoils system to a merit-based system in which job applicants are considered solely on the basis of their relative qualifications for vacancies to be filled, without regard to political affiliations or other non-merit factors.  The principles now constitute the philosophical basis for all CHR decisions by managers and the CHR staff. The Army upholds these principles in merit promotion, placement, and all other CHRM programs. CHR staff works in support of merit principles, advising managers and supervisors of their responsibilities; managers and supervisors incorporate the principles in all decisions.  

b. PROHIBITED PERSONNEL PRACTICES

Prohibited personnel practices provide further employee protections and reinforce the merit principles.  They explicitly prohibit officials or those with CHR authority from making arbitrary or discriminatory personnel decisions or advocating such decisions.  Officials who violate merit principles and/or prohibited personnel practices are subject to applicable penalties.  Also, individuals who are appointed, promoted, employed or advanced in violation of these principles are not entitled to the pay or other benefit that resulted from such action.

1-6.  THE CONCEPTS OF DELEGATION OF CHRM AUTHORITY AND RESPONSIBILITIES  

a. DELEGATION OF CHRM AUTHORITY  

The Secretary of Defense, agency head for the Department of Defense, has ultimate responsibility for adherence to and support of HR policy for all of DoD, of which Army is a component.  The Secretary of the Army (SA) operates within the guidelines allowed by statute, EO, OPM rules and DoD policies.  Some laws and EOs delegate certain CHRM authorities directly to agency heads, in some cases subject to review by the OPM.  In other cases, OPM or other central agencies may be given either statutory authority by the Congress or delegated authority by the President to establish standards for, and to regulate and control the means of carrying out, major aspects of CHRM.  In those areas where OPM has been given regulatory authority, it is OPM’s policy to delegate that authority to agency heads, such as the Secretary of Defense.  In turn, as a practical matter, the Secretary of Defense, when feasible or expedient, re-delegates these authorities to the heads of component agencies, such as the SA.  

It is the Army’s policy, when permissible and practicable, to delegate CHRM authorities to MACOMs, the Administrative Assistant to the Secretary of the Army (AASA), and heads of Independent Reporting Activities (IRAs), as illustrated in Figure 1‑6a.  When the Secretary of Army delegates CHR authorities, he/she ensures that those receiving the delegation are adequately prepared to exercise this authority by assuring that they are properly trained, that they have sound guides for the exercise of the delegated authority, and that criteria are in place to evaluate and hold those with the authority accountable.  This leads to the fundamental principle by which Army has operated its CHRM programs: “Given the proper authority, responsibility, knowledge and accountability, military and civilian leaders will do what is right.”  Given evidence of the contrary, or as a result of other organizational or mission imperatives, HQDA may withhold and/or rescind delegated authority, as warranted by circumstances.

It is also the Army’s policy that regulations establishing CHRM policies, programs and procedures are held to the absolute minimum necessary to ensure efficient and effective mission accomplishment consistent with law and other external requirements.  OPM, DoD and other external regulations, issuances, and procedures are supplemented only when necessary to achieve these objectives.  The objective is to provide maximum flexibility to commanders and managers with delegated CHR authority to develop and operate a CHR program consistent with their mission needs and the Army’s CHRM objectives.  It is imperative that CHR advisors and practitioners at all levels understand the fundamentals of sound CHR practices, to include merit principles, prohibited personnel practices, Army and organizational mission requirements, and the environment and issues relating to the serviced civilian workforce.  A full understanding of CHR practices enables CHR staff to advise commanders and/or managers on the exercise of their authorities and CHRM responsibilities.
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Figure 1‑6a

b. LEVELS OF CHRM RESPONSIBILITY  

In the Army, CHRM authorities and responsibilities are delegated and exercised through the chain of command.  The primary responsibility for CHRM rests with commanders/managers and the first line supervisors who are responsible for the successful accomplishment of the organization’s mission through the people they supervise.  At every level in the chain of command, there is a CHR advisor assigned to support commanders, managers, and first-line supervisors.  At HQDA, the AG-1 (CPP) serves as the executive advisor to the SA and the Chief of Staff on the overall development and exercise of the Army’s CHR program.  MACOM commanders and heads of IRAs employ MACOM CHR directors who perform the same types of advisory functions on behalf of that segment of the Army.  At levels below the MACOM, this relationship is provided through the CHRA operational organization that oversees all CPOCs and CPACs.  This organizational alignment and the tiered levels of CHR support assures that Commanders take appropriate measures to ensure line management “ownership” of policies, programs and procedures at all organizational levels.

Throughout the chain of command, each leader serves as an “Appointing Officer” for CHR matters in the organization directed.  A CHR professional has authority, derived from that of the leader, to make appointments to positions in the Army and is also designated as an “Appointing Officer.”  The Director of the servicing regional CPOC operates under a general delegation, derived from the Assistant Secretary of the Army for Manpower and Reserve Affairs, or ASA (M&RA), to serve as Appointing Officer in the administration of overall Army HR programs.  This derived delegation allows the CPOCs to process Notifications of Personnel Action (NPAs) and perform other CHR functions on behalf of the leader, but does not affect the leader’s own authority and responsibility for these actions.  Figure 1‑6a reflects the flow of delegated personnel authority to the lowest level, the roles of the commander/manager and the CHR personnel officer, and the interrelationship of their authorities.

c. THE CHRM ROLE OF ADMINISTRATIVE STAFF 

Regardless of the organizational level, core CHR roles and responsibilities that are mandated by personnel regulations and authorities are normally carried out by specially qualified CHR professionals whose positions are classified in the GS-200, Human Resources occupational family, and/or through chain-of-command delegations to Army leaders.  Commanders, in certain circumstances, may enlist services of administrative personnel to conduct staff work associated with management’s CHRM roles and responsibilities.  Such work is performed by staff assistants or specialists in lieu of managers, often in the context of broader management, program analysis, or administrative specialty work.  Tasks such as drafting position descriptions, seeking consultation on options for handling CHR issues, gathering information about CHR programs and services, monitoring suspense dates for personnel actions, preparing Requests for Personnel Action (RPAs), and orienting new employees are vitally important to management of the organization’s civilian employees.  However, the CHR knowledge required is that of the manager, not of the personnel practitioner.  In fact, the relationship of CHR specialists to such “Administrative POCs” (as they are designated in the IDEF) is akin to the relationship with management, with its attendant advisory and partnership dimensions.  Thus, common past references to these staff members as “shadow personnelists” is a misnomer, because the functions they handle are more accurately associated with management than with specialized roles of the CHR community. 

In the context of the IDEF, it is appropriate and reasonable for management to assign administrative staff to conduct preliminary aspects of work associated with functions in the “manager” column of IDEF task listings.  Staff members may do substantive analyses and make recommendations; however, it is essential to orderly prosecution of CHRM programs that CHR decision-making (to include signatory and appointing authority) remain exclusively in the purview of designated leaders and the officially-recognized CHR community, in accordance with formal delegations of authority and operating agreements. 

1-7.  FEDERAL PERSONNEL SYSTEMS GOVERNING CIVILIAN EMPLOYMENT

a. TITLES 5, 10 AND 38  

The current CHR system for appropriated-fund civilian employees, prescribed in Title 5, USC, was developed in the 1930’s and was last substantially reformed in 1978.  The Civil Service personnel system is a seniority-based system that operated without significant criticism in the years following World War II.  However, in recent decades, the system has continually been under fire.  Despite successive revisions since the 1970’s, critics still charge that the system is still too complex and is unresponsive to needs of employees and managers.  Some who are charged with recruiting and retaining a quality workforce still believe the system is too cumbersome for the Federal government to effectively compete for high quality candidates in today’s dynamic job market.  

In recent years, the Congress and OPM have attempted to bring reform to the system by authorizing establishment of alternative personnel systems that are more flexible and responsive to change, provide improved capabilities for managing workforce quality, and more directly support specific mission needs.   There are numerous alternative personnel system designs, including unique demonstration projects sanctioned by OPM to test specific changes to Title 5.  Congress has also authorized the development of personnel systems applicable to specific categories of employees or specific departments.  These systems allow agencies to propose, develop, test, and evaluate their own special CHR program interventions, thus giving agencies more control in shaping the future of their overall CHRM programs.  Currently, portions of the Army civilian workforce are managed under the following alternative or demonstration-project (DEMO) CHR systems: 

· Aviation Research Development and Engineering Center (DEMO)

· Engineer Research and Development Center (DEMO)

· Medical Research and Materiel Command (DEMO)

· Missile Research, Development and Engineering Center (DEMO)  

· US Army Missile Command (DEMO)

· Army Research Laboratory (DEMO)

· Department of Defense Acquisition Workforce (DEMO)

· Defense Civilian Intelligence Personnel System (DCIPS), a system authorized under Title 10 USC, is an excepted service system created for the Intelligence communities within DoD.  Civilians are employed under the DCIPS in commands having intelligence and security elements.  The Office of the Secretary of Defense (OSD) provides system oversight and direction.

· Title 38, USC, Section 7403(g) that authorizes use of the Secretary of Veterans Affairs authority regarding the appointment of new civil servants into certain civilian health care professional occupations without competition.

b. NONAPPROPRIATED FUND (NAF) SYSTEM  

The Army develops and administers the employment system for those employees hired and paid from locally derived (nonappropriated) funds.  Nonappropriated funding is generated in return for provision of morale, welfare, and recreation services such as golf courses, bowling alleys, and post restaurants, rather than from funds appropriated by Congress.  NAF employees are not Federal employees for the purpose of rules promulgated by OPM (with some exceptions), and thus for many purposes are not part of CHRM programs.  Rather they are civilian employees of the DoD entitled to the same consideration as DoD’s appropriated-fund employees, but under NAF system guidelines.  The NAF system empowers managers to recruit, develop, reward and retain high quality employees at a cost that is competitive with the labor market, without the constraint of excessive regulation or systemic impediments.  As with appropriated-fund employees, Commanders are responsible for NAF CHRM; however, NAF CHR advisory services and operational support functions are provided by special NAF HROs located in designated CPACs. 

c. HOST NATION SYSTEMS 

Most Army civilian employees are stationed in the Continental United States (CONUS); however, civilians are often employed at posts, camps and stations outside the continental United States (OCONUS) based on agreements with foreign countries.  These civilian employees may be either United Sates citizens, employed under the authorities of Titles 5, 10 or 38, or they may be non-US citizens (“local nationals”), hired locally and appointed in the Excepted Service.  

DoD hires local national (LN) employees under authority of the Foreign Service Act of 1980.  The Act requires that a single system for all DoD components and agencies be established in each country with significant numbers of US-employed LNs.  Where more than one component is present, the system is developed jointly under the guidance of the Joint Command with geographical responsibility for the country.  

LN employees may be either directly hired by US forces within the host country or indirectly hired by the host country itself.  Agreements governing LN employment may provide reimbursement to host countries when LNs are hired indirectly.

d. APPOINTMENTS TO POSITIONS IN THE COMPETITIVE AND EXCEPTED SERVICES  

The Federal Civil Service includes all appointive civilian positions in the Executive, Judicial, and Legislative branches of the Federal Government.  The Army is a component of the Department of Defense, an agency of the Executive Branch.  Positions in the Executive Branch are in the Competitive Service unless they are specifically excluded from it by laws or regulations, such as those governing the Excepted Service and the Senior Executive Service (SES).  Uniformed military service is not considered Federal Civil Service.  

(1) Differences Between Competitive and Excepted Services.  For positions in the Competitive Service, laws and regulations mandate use of specific personnel procedures that ensure open competition for appointments and most career opportunities.  Positions in the Excepted Service are not subject to those same staffing requirements.  Depending on the specific statues that designate groups of positions as excepted or the legal authorities that govern excepted appointments, other personnel system features may be different.  For example, Excepted Service positions covered under the DCIPS are excluded from Title 5 provisions for pay and position classification purposes, whereas excepted positions in other systems may be covered.  Other differences vary extensively depending on provisions of any of the numerous excepted authorities.  Similarly, the Competitive Service provides employees with certain appeal rights and job protections in adverse situations such as disciplinary action or reduction-in-force (RIF).  Employees in Excepted Service positions usually are not afforded those same rights.  Provisions in Title 5 that govern benefits such as leave, workers compensation, retirement, health and life insurance generally apply to employees in both competitive and excepted positions.   

(2) How Positions Become Competitive or Excepted.  Excepted positions may be converted to the Competitive Service by specific statute or by revocation of the authority that excepted them.  Some of the groups of positions or whole agencies that are excepted specifically by statute include the Central Intelligence Agency, civilians working in military intelligence, Foreign Service, National Guard Technicians, the Federal Bureau of Investigation, and the National Security Agency.  Positions may also become excepted by EOs or regulations.  Regulations that provide rules for specific kinds of excepted appointments are called “schedules.”  There are currently three schedules used to authorize excepted employment: 

(a) Schedule A is used when it is impracticable to examine (that is, to apply usual competitive requirements) due to the kind of position, such as attorneys and chaplains, or the kind of applicant, such as physically or mentally challenged individuals.

(b) Schedule B is used when it is impracticable to hold an open competitive examination for a position, but it is reasonable to expect candidates to meet competitive standards, such as for student or family member employment.

(c) Schedule C is used when a position has a confidential or policy-determining character.  Political appointees usually fill these jobs.

(3) Competitive Status.  Competitive status is conferred to an employee and not to a position, by virtue of the type of appointing authority under which the individual was hired.  Competitive status affords basic eligibility for assignment (e.g., by transfer, promotion, reassignment, demotion or reinstatement) to another position in the Competitive Service without competition with members of the general public in an open examination.  Technically, an employee does not have competitive status unless he or she completed a probationary period under a career or career-conditional appointment or was appointed in the Competitive Service under an authority that did not require probation.  In practice, an employee gains eligibility for noncompetitive movement, subject to time-in-grade, time-after competitive appointment, and merit promotion requirements, as soon as he or she enters on duty in a career or career-conditional appointment.  The terms “competitive status,” “status,” or “status candidates” are used interchangeably to describe employees and some former employees, depending on their status with regard to probationary periods.   An employee whose appointment does not confer status (because it is excepted, or is designated as “temporary,” “term,” or “indefinite”) does not gain status merely because he or she occupies a position in the Competitive Service.

e. SENIOR EXECUTIVE SERVICE (SES)  

The SES is governed by its own statutory and regulatory provisions.  Through DoD, OPM provides SES quotas that the SA then distributes across the Army.  The Army may only hire to fill within these quota limits. The SA establishes and classifies positions; appoints or approves the appointment of individuals to SES positions; effects placement actions, pay changes, and separations; and effects all other necessary actions concerning staffing of the Army’s SES positions and management of the its SES members.  

1-8.  OATH OF OFFICE AND THE APPOINTMENT AFFIDAVIT  

Becoming an employee of the Federal Government within any of the civilian employment systems brings with it special responsibilities.  Federal employees work for the American people and their government – loyalty to the government is a fundamental requirement of Federal employment.  Federal employees also have an obligation to the public – they are entrusted with work that is financed by taxpayers’ dollars.  Confirmation of that loyalty and acceptance of that public trust is demonstrated by swearing or affirming the Oath of Office:  


Civilian employees and Soldiers take the same Oath of Office.  Accepting the Oath is a serious matter.  It demands that all appointees fully recognize they are undertaking solemn obligations and are pledging utmost loyalty to the United States.  The Oath is legally binding – violations can serve as a basis for criminal prosecution.  All new appointees are required to take the Oath and sign the Standard Form 61, Appointment Affidavit.  

In order to impress the seriousness of the obligation upon each new employee, the Oath of Office should be administered in a dignified setting in full view of the American flag with all participants in a standing position.  The Oath may only be administered by individuals specifically delegated this authority.  They include:  Commanding Officers or their executive officers; heads of activities that are physically located in a different commuting area than the parent activity or in remote locations; the Chief of the local CPAC and the Director of the CPOC; their designated assistants and staff members responsible for processing appointment actions; and the Staff Judge Advocate or any officer commissioned in the Judge Advocate General Corps.

1-9.  CHR AND ARMY VALUES

Department of the Army civilian employees, like their military counterparts, are expected to uphold the highest principles of ethical behavior.  They understand and subscribe to those core values that are the very essence of the Army as an institution, with its long tradition of excellence and integrity.  The Army values are:  loyalty, duty, respect, selfless service, honesty, integrity and personal courage.

chapter 2 -   ARMY ORGANIZATION FOR CIVILIAN HUMAN RESOURCES MANAGEMENT

2-1.  GENERAL PRINCIPLES GOVERNING ORGANIZATIONAL STRUCTURING FOR CHRM

Title 10, USC, provides the structural outline for the Armed Forces of the United States.  Section 3013 identifies the responsibilities and authorities of the SA for all matters relating to Army personnel.  The Secretary leads a workforce that includes active-duty, National Guard, and Army Reserve Soldiers, as well as the civilians employees who support them.

The balance of this chapter incorporates one of the key issues and principles in Army CHR doctrine – the need for partnerships between all organizations involved in delivery of CHR services – from HQDA to the CPOCs, CPACs and leaders.  The goal is to provide seamless, world-class service that can only be delivered if active, robust partnerships exist.  

At the operational level, the DoD directive to regionalize CHR organizations brought an end to the self-contained CPO in Army.  Whereas previously this single office independently provided all its customers with a full range of services and products, the regionalized structure created a partnership requirement.  The CPACs remained geographically in the previous CPO location, but are no longer chartered or resourced to single-handedly fulfill the customers’ needs.  They provide sound consultation and advice in matters such as position management, training, and staffing of vacancies, but they rely on partnerships with the CPOCs for the associated operational support products like classified job descriptions, applicant referral lists, and regional training plans.  The CPOC, on the other hand, is not involved in management-employee relations or labor relations, other than to process resulting personnel actions.  Neither the CPOC nor the CPAC can successfully carry out its mission without the other – and therefore a servicing partnership, both philosophical and practical, is imperative.  

At other levels – to include the MACOM and Major Subordinate Commands, CHR Regional Directors, CHRA, and HQDA – each member of the CHR organization finds ways to nurture and develop partnerships.  The IDEF task listings and BPMs serve as excellent tools for understanding roles and relationships.  Teaming and partnership conferences and meetings sponsored by CHRA and its Regional Directors, CPACs, CPOCs, MACOMs, and HQDA all contribute to partnerships between CPOCs, CPACs and their customers.  Sharing of different perspectives brought by CONUS/OCONUS, CPAC/CPOC, installation/MACOM, operations/staff, and similar dichotomies strengthens the CHR community and its products that support the Army’s mission.  As an example, the Army CHR Board of Directors (BOD) also positively influences these alliances and, as it continues to evolve, fosters the free exchange of perspectives and ideas necessary to sustain unity throughout the entire CHR community.  Worldwide CHR conferences, the result of cooperative efforts at all levels, enable interactions among key CHR community members and encourage greater common understanding of the CHR mission.  

The intent of CHR structures at all echelons is to provide for continually improving mission-directed services through relationships between CHR elements and Army leaders.  Although the chain of command is important to the commander and the CHR leader, the relationship of absolute full partnership is between the CHR service-provider and the commander receiving the service.  In this relationship, the work of the CHR organization directly affects the way in which the commander carries out the mission, resulting in an ability or inability to hire qualified candidates, pay employees competitively, provide adequate rewards, or make other decisions that sustain the civilian workforce.  The bottom line is that Army and CHR leadership at all levels are committed, in partnership, to the delivery of quality and timely CHR services and products to customers.
2-2.  CHRM MISSIONS AND FUNCTIONS THROUGHOUT THE ARMY CHAIN OF COMMAND

a. DEPARTMENT OF ARMY, ASA (M&RA)   

The ASA (M&RA) has principal responsibility for setting the strategic direction and providing the overall supervision for manpower, personnel, and reserve affairs across all the Army components – Active, Guard, Reserve, CHR and contractors (see the organizational structure at Appendix B).  The CHRM mission and functions of the ASA (M&RA) include:

(1)  Providing advice to the SA on all matters relating to human resources and reserve affairs.  


(2)  Managing policy for the civilian workforce (appropriated-fund, NAF and SES) including civilian accession programs, employment, compensation, benefits, employee development and training, employee and labor relations and awards.


(3)  Administering CHR programs through regional centers, including merit promotion, pay setting, classification, training, and maintenance of official personnel folders.


(4)  Developing policy for civilian employee career management, civilian leader development, and the Army Civilian Training, Education and Development System (ACTEDS), to include its replacement the Civilian Education System (CES).

(5)  Overseeing the current and future personnel readiness and well-being of the Army through the development and integration of human resources policies and programs across all components (Active, Guard, Reserve, civilian and contractor). 

b. DEPARTMENT OF ARMY, DEPUTY CHIEF OF STAFF (DCS), G-1  

Authority for management of CHR operations is delegated from the Secretary of Defense to the SA.  Within the Secretariat, the DCS, G-1 serves as the Army’s exclusive CHR provider.  The mission of the Office of the DCS, G-1 is to direct and provide the full spectrum of military and civilian HR programs, policies, and systems.  The DCS, G-1 shapes and enables the manning and well-being of military forces and civilian employees to enhance the readiness and institutional strength of the Army (see the organizational structure at Appendix B).  


Staff relationships are somewhat different than operating level relationships, but the same partnering imperative is essential at all levels.  Broader responsibility for system design exists at staff levels.  CHR professionals at staff levels partner with commanders and senior staff officials to design system modifications and initiatives that complement and complete the organization’s strategy.  Additionally, HQDA has the ultimate responsibility to lead, model, encourage and support partnerships among all CHR organizations.

The G–1, as responsible official to the ASA (M&RA), provides executive advice and consultation to the ASA (MR&A), in addition to carrying out responsibilities and authorities through the DCS, G–1 on the Army Staff.  Under auspices of the DCS, G-1, the AG‑1 (CPP) is entrusted with the following mission and functions relating to the civilian workforce (see the organizational structure at Appendix B):

(1) Sets long-range strategic direction and policy governing the management and utilization of Army civilian employees and their integration in Army strategic and operational plans.  

(2) Manages and oversees program and policy development to ensure effective management of the Army’s civilian workforce and CHR programs. 

(3) Evaluates and ensures effective administration of CHR programs.

(3) Directs where and how Army CHR functions are executed and determines the number of servicing CHR positions to be allocated based on the size of the serviced population.

(4) Provides planning and direction of the Army-wide CHR mission and functions, as well as the supporting organizational structure of CPACs and CPOCs that deliver CHR services and operational support.

(5) Provides staff policy and program development advice and assistance to all elements of the HQDA.

(6)  Partners with other HQDA directorates to ensure full CHRM program integration in planning and directing missions and functions with shared proponency and/or mutual concerns, such as with G-3 regarding civilian leader development and with G-2 regarding CHRM for intelligence positions.

(7) Serves as the Functional Chief Representative (FCR) for the CHR Career Program (CP-10), and as such directs the career management program for CHR program personnel to include: designing career patterns that are responsive to successful Army mission execution; establishing sequential and progressive career development models; directing studies to identify and quantify knowledge, skills, abilities, and competencies required for specific job categories; determining objectives and standards for development and delivery of CP‑10 training;  and determining requisite career progression requirements and training program goals and objectives.

c. MACOM CHRM ORGANIZATIONS

Partnership imperatives at the MACOM level are comparable to those at the HQDA level.  CHR professionals at staff levels may partner with commanders and senior MACOM staff officials to design system adaptations and initiatives that complement and even complete the organization’s strategy.  Further, MACOM Civilian Personnel Directorates (CPDs) have responsibility for partnering with other staff CHR organizations, as well as those at the operating level, to represent the command’s unique needs and mission exigencies when overall CHRM issues are under consideration.

(1)  Organizational Structure.  No standard structure applies to MACOM CPDs; they vary in size and structure depending on the MACOM mission and requirements.   

(2)  Mission and Functions.  The CPD directs CHR programs within the assigned MACOM’s purview, including all aspects of appropriated-fund and NAF programs.   OCONUS, MACOMs are responsible for LN programs.  A MACOM CPD generally performs the following:

(a) Serves as senior staff advisor to MACOM leadership on the full range of CHR programs.  

(b) Develops MACOM-specific CHR programs (such as for incentive awards and position classification); monitors and evaluates command progress. 

(c) Serves as a key official in the CHR community and the CHRM process, fostering regular and productive networking with CPACs, CPOCs, CHRA and HQDA-level staff; coordinates and lends MACOM perspective to feedback on proposed policy, staffing, organizational, and service-delivery initiatives.

(d) Staffs and forwards to the appropriate higher level authority requests for initiatives such as regulatory waivers, RIF approvals, Voluntary Early Retirement Authority, and Voluntary Separation Incentive Pay. 

(e) Provides staff policy and program development advice and assistance to all elements of the assigned MACOM.

(f) Serves as the MACOM Career Program Manager (CPM) for the CP-10 Career Program, and as such is directs the career management program for all program employees assigned to the MACOM.

(g) Develops the MACOM’s CHRM operational and strategic plans, and assures their interface with the overall strategic plans of the MACOM and HQDA.  Identifies future workforce requirements, projects future capabilities, plans for workforce changes, and coordinates workforce planning with others in the MACOM to meet mission and force development requirements. 

(h) Evaluates the CHR program to assure that it meets MACOM requirements and strategic goals and objectives.

(i) Issues guidance and policies that support leading and managing the MACOM’s civilian workforce.

(j) Develops strategies for reshaping the MACOM’s force, addressing changes in skill requirements, assuring accession and retention of employees, providing for leader development, and conducting succession planning.

(k) Develops and coordinates civilian deployment and other contingency planning. 

(l) OCONUS MACOMs represent the commander in host-nation employee negotiations, develop host-nation employment policies, and implement a full range of employment programs for host-nation employees.

d. CHRA  

The CHRA Director is responsible for the delivery of operating level products and services to Army leaders.  The Director exercises control over all of the Army's eight CONUS and OCONUS CHR regions that are comprised of consolidated CPOC, CPAC, and NAF HRO operations.  CHRA is responsible for operational effectiveness of the CPOCs/CPACs to include establishing and maintaining standards and measurements, assuring total quality management, establishing curricula for employee development, developing and delivering training, and assessing organizational development and workforce utilization.  CHRA provides operational direction and supervision of centralized management functions, to include overall CPOC/CPAC operations, through Regional Directors.  Finally, it serves as the link between the AG-1 (CPP) and the worldwide network of CPOCs and CPACs, assuring that CPOC, CPAC, and NAF HRO operations are performed effectively, efficiently, and in consonance with Army doctrine, policy, strategic vision and goals.

CHRA and its regional offices play essential partnership roles.  They may partner with MACOMs and HQDA to design programs supporting strategic Army goals or the objectives of the serviced organizations.  Additionally, they also lead, model, encourage and support partnerships between operating level CHR organizations.  

(1)  Organizational Structure.  CHRA is configured with a Director’s Office and four functional divisions.  An organization chart is at Appendix C.  

(2)  Mission and Functions.  CHRA ensures operational effectiveness of the CPOCs, CPACs, and NAF HROs, to include establishing and maintaining standards and measurements; improving and ensuring efficiency of operations, identifying needed organizational changes; and managing the utilization, development and training of CPOC and CPAC staffs.  The specific mission and functions of CHRA include:

(a) Ensures full cooperation and coordination of work and operations between and with CPOCs, CPACs, NAF HROs, MACOMs, HQDA-level staff, and customers.

(b) Establishes strategic plans to focus Army CHR support operations on future requirements.

(c) Responds to inquiries and complaints regarding CHR support operations and advisory services.

(d) Resolves servicing issues with other members of the CHRM team.

(e) Establishes operational programs, standard operational requirements, structures, and processes; provides associated guidance and ensures application consistent with AG-1 (CPP) policy and Army goals for standardization.

(f) Develops and implements best business practices and processes.

(g) Evaluates and analyzes operational level CHR activities.

(h) Maintains oversight of production operations; develops performance objectives, standards, requirements, common review and analysis processes; facilitates operational process improvements.

(i) Maintains oversight of CPOC and CPAC workload and cross-leveling or outsourcing workload to meet requirements.

(j) Institutes programs to develop and train CHR staff.

(k) Develops and delivers courses and modules in CHR administration and management; provides systems training for CHR staff, supervisors and managers.

(l) Centrally manages the CHR intern program to include all life-cycle functions until permanent placement.

(m) Directs installation, manages, and maintains automated systems supporting CHR operations.

(n) Supports requests for system changes, and participates in their development, to enhance performance of CHR operations; fields systems changes.

(o) Interfaces with contractors regarding systems support and maintenance contracts.

(p) Administers continuous CHR automation equipment life-cycle replacements.

(q) Manages CHR operational resources (funding, manpower and property).

(r) Interprets existing Army policies and programs and provides advice on non-precedent setting policy or program issues.

(s) Allocates ACTEDS/CES-funded intern workyears to MACOMs and FCRs; monitors workyear execution and redistributes as required.

(t) Administers the Army’s Defense Leadership and Management Program (DLAMP); administers long-term training programs including Senior Service Colleges and other leader development programs; manages the minority college relations program; administers the Competitive Professional Development Program.

(u Oversees and administers the delivery of employee benefits programs.

(v) Develops recommendations to the Army Component Coordinator for supportable requests from CPOCs concerning DoD Priority Placement Program (PPP) actions.

(w) Manages a central RESUMIX cell for processing electronic resumes into the central database and responding to applicant queries. 

e. CPOCS  

Under the overall direction of one of the eight CHR Regional Directors, each of the Army’s CHRM CONUS and OCONUS regions is comprised of one CPOC and a number of CPACs that service the organizations for which that CPOC provides operational support.    

The CPOC provides CHR operational support services to a geographical region that includes many installations and activities.  CPOC partnerships with the CPACs in the region are essential to success of CHR programs and services.  CPOC partnerships with customers may be challenged by geographical dispersion and by the absence of spontaneous relationships that CPACs enjoy by being in close proximity with commanders.  Given these challenges, CPOC staff makes concerted efforts to meet with and learn about the serviced installations.  CPOC staffs cannot be successful if considered outsiders.  Like the CPACs, they also establish partnerships with their customers, but on somewhat different terms.  Army leaders need to know that their servicing CPOC understands the organization’s mission and requirements – and CPOC staffs need that understanding to provide quality support.  The successful CPOC is available, accessible, and visible to its customers in order to communicate freely and foster understanding.  This occurs through site visits, meetings and conferences, as well as regular telephone contacts.

 
(1)  Organizational Structure.  CONUS CPOCs are structured in a standardized configuration.  OCONUS CPOCs, due to the nature of the host-nation relationships and other OCONUS requirements, have varied structures.  The CONUS CPOC organizational structure is a hybrid of functional and customer orientation.  Parts of the organization are set apart based on function, for example Human Resource Development Division (HRDD) and Information Services Division, while others are segmented by customer service assignments, for example the Staffing Services Division and Position Classification Division.  Each of these divisions is staffed with specialists in technical fields.  HRDD, for instance, is staffed with professionals and assistants who specialize in training and development techniques, strategies, and programs.  See Appendix D for the typical organizational structure of CONUS CPOCs.

 
(2)  Mission and Functions.  The CPOC is the regional processing center for CHRM operations in Army.  Each CPOC establishes and executes a program designed to provide timely and accurate personnel services to the region's customers.  CPOCs exercise personnel management authority delegated from serviced commanders to provide a variety of CHR services and advice, to include classification, staffing of Competitive and Excepted Service positions, execution of reductions-in-force, coordination and delivery of region-wide training, maintenance and disposition of civilian employment records, and processing and documentation of all personnel actions.   The Southwest CPOC is vested with exclusive responsibility for administering and delivering the Army’s CHR benefits programs.  All CPOCs are responsible for ensuring legal and regulatory compliance of individual actions, and program integrity.  Specifically, CPOCs:

(a) Interact as full members of the CHR community, to include CPACs, CPOCs, MACOMs, and HQDA-level CHR policy-makers and practitioners.

(b) Serve as authenticating official for all personnel actions within the serviced area. 

(c) Oversee the establishment, operation and maintenance of approved CHRM automated systems and databases. 

(d) Coordinate closely with CPACs on labor relations matters of overall concern to regional operations; coordinate and advise on labor relations aspects of regional initiatives (region-wide plans and procedures) that may require conferring with activity-level counterparts and labor organizations to fulfill bargaining obligations with respect to local policies and procedures. 

(e) Conduct regular and recurring analyses of CPOC operations and production accomplishments and provide periodic feedback to customers and partners. 

(f) Market region-wide programs to managers, employees, and members of the CHR community.

(g) Participate in program planning and evaluation; conduct internal audits of CPOC business processes.

(h) Manage productivity (timeliness and quality of products) through careful monitoring of production indicators, ensuring that actions are within established standards. 

(i) In coordination with CHRA, develop region-wide procedures and guidance.

(j) Develop responses and provide input to CPAC responses for grievances and Congressional inquiries. 

(k) Use automated tools to issue vacancy announcements, evaluate candidates, and make selection referrals.

(l) Process CHR personnel, pay and benefits actions; determine appropriate personnel authorities, nature of action codes, remarks and other key information for input into DCPDS, the database of record; maintain database accuracy.

(m) Conducts and completes payroll and Federal Employees Health Benefits (FEHB) reconciliation processes.

(n) Serve as the serviced commanders' authority on the classification of all appropriated-fund positions; perform the full range of position classification functions, when leaders are not delegated position classification authority, or provide advice and assistance when leaders do have this authority.

(o) Provide technical advisory service to commanders, CPACs and managers relating to complex staffing issues for delegated programs and authorities; ensure actions are compliant with laws and regulations; perform a full range of personnel services related to acquiring employees and making workforce adjustments.

(p) Determine appropriate rates of pay; reconcile discrepancies between the DCPS (Finance) and DCPDS databases; execute corrections as necessary, analyzing errors to identify training needs. 

(q) Manage the regional information infrastructure and provide technical and operational leadership for the region in the deployment, modification and utilization of approved DoD personnel automation systems and general office automation.  

(r) Serve as human resource development advisors to CPACs and customers for a robust regional training program; develop, manage, and deliver regionally based training programs.  

(s) Develop recommendations and provide requests to CHRA concerning DoD PPP actions.

f. CPACS  

CPACs are comprised of multi-functional professional CHR practitioners who provide the commander and managers with CHR advisory services, information, and tools in support of the organization’s mission.  

CPAC partnerships with the CPOC in the region are an absolute requirement.  In terms of customers, the CPAC provides CHR services to commanders and staffs – to the commander in the chain of command, and tenant commanders associated with the serviced installation or activity.  This includes the MACOM commander if the region provides service to a MACOM.  While the typical CPAC works closely with the installation or activity commander (a natural relationship due to the chain of command), he or she also takes necessary steps to form a partnership with other serviced commanders.  The CPAC Director and staff need to know as much about each serviced command as the organization belonging to the chain of command.  A successful CPAC staff is one that managers and supervisors perceive as integral to their organization’s management team.  CPAC staff is the primary catalyst in this relationship, placing themselves strategically in situations to be of assistance to the serviced organization.  They are continually present in the organization, attending meetings, holding office hours, and above all providing sound, strategic and valuable advice and assistance.  

(1)  Organizational Structure.  No standard structure exists for the CPAC organizations.  They are organized in the most effective way possible to meet the needs of serviced customers.  CPAC chiefs report to the senior leader in the organization as the rater and to the CHRA Regional Director as the senior rater.

 
(2)  Mission and Functions.  The CPAC mission is to provide serviced leaders with CHR tools necessary to execute the organization’s mission.  The CPAC staff act as trusted, integral members of the serviced organization, anticipating organizational needs and providing advice and assistance in areas related to the personnel life cycle functions.  This includes advice and program development support in areas such as succession planning, retention strategies, and deployment strategies, organizational design, workforce morale, training and development, conduct and discipline, labor relations, workforce communications, the competitive sourcing process, and the impact of contracting out on the workforce.  The CPAC staff has a clear understanding of roles and responsibilities for the delivery of CHR services, the tools and business processes supporting product and service delivery, and knowledge of the mission and organization of serviced leader(s).  Specifically, the CPAC staff is comprised of multi-functional generalists who:

(a) Interact as full members of the CHR community, to include CPACs, CPOCs, MACOMs, and HQDA-level CHR policy-makers and practitioners.

(b) Serve as an actively participating member of the customers’ staff, assertively seeking opportunities to provide proactive strategic advice and assistance in all phases of CHRM, and assuring that supported civilian workforce issues are integrated into daily operational work and planning for future requirements.

(c) Ensure vertical and horizontal CHR program integration with all partners in the process, to include commanders and managers, the CPOC, MACOMs, IRAs, and other players; ensure that recommended solutions to problems integrate all legal and regulatory requirements, as well as interests and culture of all organizations involved in CHRM.

(d) Serve as principal advisor to and key partner with serviced Army leaders with regard to CHRM management.

(e) Stay abreast of and understand the organizations’ mission, goals, strategic plans and needs.

(f) Analyze and forecast workforce changes and requirements; design programs to preclude or solve problems and increase effectiveness.

(g) Attend and actively participate in customer staff meetings, strategic planning, and other similar sessions.

(h) Proactively provide advice and assistance in preparation and routing of RPAs.

(i) Advise and train managers on a variety of aspects of CHRM; serve as expert and trusted advisor in planning related to all CHRM life-cycle functions and program features; train managers in all life-cycle functions as well as automation tools.

(j) Serve as resource for employees, providing advice and assistance with respect to job opportunities and career management, human resource development, management-employee relations, injury compensation, counseling for registration in the DoD PPP and Reemployment Priority List (RPL), and other CHR issues.

(k) Provide benefits forms to employees and refer them to the Army Benefits Center-Civilian (ABC-C) for benefits action requests and counseling.     

(l) Maintain professional relationships with employee organizations.

(m) Assure the smooth implementation or upgrade of CHR tools.

(n) Provide program information to organizational administrative points of contact.

(o) Register employees into the DoD PPP and automated RPL.

(p) When located overseas, perform additional duties involving relations with host-nation employee organizations and local employment offices.    

g. NAF HUMAN RESOURCES OFFICES  

NAF HROs are integral parts of the CPACs, wherein they are co-located in most cases.  The NAF HRO Chief reports to the CPAC Director.  CPAC Chiefs provide technical direction and automation support to the NAF HRO and staff.  NAF HROs operate like a pre-regionalization CPO and incorporate both CPOC and CPAC-level functions.

 
(1)  Organizational Structure.  There is no standard structure for NAF HROs; these organizations are structured to provide the best support to customers.  NAF HROs are aligned under the CHRA NAF Division for operational, administrative, and technical oversight.  This ensures compliance with Army Regulation 215-3 and policies prescribed by HQDA, NAF Civilian Personnel Policy Office.  The CHRA NAF Division, along with other members of the CHRM executive team and policy-makers, provides policy interpretation, as well as guidance on training, employee development, program evaluation, advisory services, and servicing issues. The NAF Division also establishes programs, standard operational requirements, and structures and processes to ensure consistency of program applications.  In addition, NAF Division also develops and oversees implementation of NAF CHR programs, as well as best business practices and processes, to include position classification, labor relations, and management-employee relations.

(2)  Mission And Functions.  The NAF HRO performs the following mission and functions on behalf of all NAF employees in the serviced area:

(a) Maintains all NAF Official Personnel Folders.

(b) Processes all personnel actions for serviced employees in the automated database.

(c) Performs and oversees all recruitment and placement efforts, including activities performed by managers under delegation of authority.  

(d) Advises managers and commanders on the full range of CHR issues, to include performance evaluation, disciplinary actions, classification appeals, employee rights and benefits, reporting of on the job injuries, and grievances.

(e) Processes business based actions.

(f) Provides training to supervisors in CHR matters.

(g) Serves as primary point of contact for labor relations, in coordination with the servicing legal office (note that this may be provided by appropriated-fund staff).

h. ABC-C  

The ABC-C functions as a division within the Southwest CPOC.  It is comprised of skilled, professional benefits counselors responsible for providing a full range of benefit services to Department of Army civilian employees worldwide.   The ABC-C also provides Thrift Savings Plan (TSP) support to the Army’s Uniformed Service Members. 

(1)  Organizational Structure.  The ABC-C is organized into Branches of servicing professionals. 


(2)  Mission and Functions.  The ABC-C is responsible for administering the FEHB program, the Federal Employees Group Life Insurance program, and the TSP program using a centralized automated system.  The ABC-C also provides Army civilian employees and family members with retirement counseling, annuity estimates, and survivorship benefits counseling.  In addition, the ABC-C provides TSP support to the total Army military force (Guard, Reserve, and Active components), to include counseling on contributions, allocation, and lost earnings claim adjudication. 

 
The ABC-C provides many benefit services 24 hours a day, 7 days a week through the Employee Benefits Information System (EBIS), a web-based Internet application, and the Interactive Voice Response System (IVRS), an automated self-service program accessed from a touch-tone telephone system.   Dedicated and trained counselors are available to assist employees telephonically Monday through Friday, 6:00 a.m. to 6:00 p.m., Central Time. 

2-3.  COMMAND, MANAGEMENT, AND LEADERSHIP/SUPERVISORY RESPONSIBILITIES

a. THE PRESIDENT 

The President of the United States delegates authority to agency heads under EO 9830 to act in CHRM matters in accordance with statute, policies, program requirements, standards and instructions.  

b. THE SECRETARY OF THE ARMY 

The SA delegates personnel management authority to commanders and directors of MACOMs and other Army agencies that report directly to HQDA.  This authority may be further delegated to commanders and directors at lower levels.  Thus, the responsibility for providing day-to-day leadership and management of Army civilians resides primarily at installation and activity levels.  Army doctrine requires that CHRM authority is delegated to the lowest practicable level to the maximum extent possible.  The CHR community provides advice and operational support to the chain of command in exercising this responsibility.  (See Chapter 1 for more detailed information on delegation of CHR authority and responsibility.)

c. LEADERS/SUPERVISORS

Army military and civilian leaders at all levels are responsible for leading and managing civilian employees, and are held accountable for effective utilization of CHR assets.  Leaders own the CHR program and are empowered to make CHRM decisions.  They are expected to plan for and manage the six life-cycle functions of CHRM – structuring, acquiring, developing, deploying, sustaining, and transitioning the civilian force – but are unable to carry out these functions unless they work in close partnership with CPAC and CPOC staff, and other members of the CHR community.  Commanders generally delegate authority for leading and managing employees to subordinate managers and supervisors.  They, too, in turn are responsible for the six life-cycle functions detailed in Chapter 3.  Specifically, in close coordination with CPAC staff, they:

(1) Design effective and economical position structures.

(2) Assign pay plan, title, series, and grade/level to subordinate positions (if so delegated).

(3) Facilitate recruiting for positions by identifying possible recruitment sources and advising employees of opportunities. 

(4) Determine appropriate knowledge, skills, abilities, and competencies required for positions under recruitment.

(5) Select employees for positions without regard to political, religious, or labor organization affiliations, or marital status, race, color, sex, national origin, non-disqualifying physical disability, or age.

(6) Support DoD PPP through proactive efforts to optimize placements and facilitate organizational acclimation.

(7) Evaluate employee performance and keep employees apprised of progress toward performance goals.

(8) Recognize outstanding performance through appropriate monetary and honorary awards.

(9) Counsel employees regarding performance deficiencies, develop performance improvement plans, and initiate action as necessary to motivate changes in performance.

(10) Plan for, approve, resource, and obtain appropriate training and development for employees.

(11) Provide career counseling and mentoring opportunities to employees.

(12) Communicate with labor organizations.

(13) Use CHRM automation tools to obtain information and carry out delegated authorities and responsibilities, in accordance with the IDEF and the timelines in Army BPMs.

(14) Incorporate human capital planning into short-range, long-range, and strategic planning.

(15) Serve as advocate for the civilian workforce and provide for robust internal communication to ensure civilian employees are fully integrated into the Army team.

(16) Take necessary disciplinary or adverse action.

(17) Monitor the flow of RPAs and provide information timely to ensure effective and efficient completion of individual actions.
(18) Work toward establishing and maintaining a positive labor-management relationship with unions representing bargaining unit members.
d. RESPONSIBILITY FOR DISPUTED CHR ACTIONS

In the event of a dispute between leaders and the CHR community on any CHR action (e.g., position classification, individual qualifications), leaders having appointing authority may make decisions with which CHR representatives do not agree.  In such cases, the CHR staff provides a written advisory opinion and the commander is asked to authenticate the applicable personnel action that is contrary to guidance from the CHR staff.  Such decisions are not approached lightly.  Commanders contemplating such action need to check for MACOM-specific guidance, as some MACOMs require that such decisions be elevated to the MACOM level.  

2-4.  FUNCTIONAL CHIEFS (FCs), FCRs, AND CPMs  

Within certain career fields, the Army has established civilian career programs, comprised of occupational series and functional fields grouped together on the basis of population, occupational structure, grade range, and commonality of job and qualification characteristics.  Career programs were established to assign responsibility for ensuring there is an adequate base of qualified and trained professional, technical, and administrative personnel to meet Army's current and future needs.  The system achieves this goal through a hierarchy of Functional Chiefs (FCs), FCRs and CPMs, who provide career program leadership, develop career progression models, oversee recruitment and placement initiatives or programs, and establish career development programs, as fully described in Army Regulation 600-3.

a. FCs AND FCRs

FCs and FCRs provide senior Army leadership for assigned career fields.  FCs serve as principal focal points for their career program; FCRs represent the FCs, performing day-to-day functions of Army-wide career program management.  Together, in coordination with appropriate CHR practitioners, FCs and FCRs:

(1) Forecast skill requirements.

(2) Monitor and promote effective career management within the career program through development of policies and program requirements in coordination with the CHRM community.

(3) Resolve career management programmatic issues, reviewing proposals for changes to the career program.

(4) Monitor progress of career management related Equal Employment Opportunity goals and foster broad-based employee representation; ensure all qualified candidates are equitably considered for promotion to executive level feeder positions.

(5) Project intern requirements and oversee intern programs.

(6) Establish competency and training requirements in ACTEDS/CES plans.

(7) Establish, fund and administer training and development requirements and programs.

(8) Represent career fields in larger DoD and federal forums.

b. CPMs

CPMs and Activity CPMs (ACPMs) at the MACOM level are responsible for career program management functions on behalf of program employees within their respective organizational purviews.

(1)  CPM Responsibilities:

(a) Provide leadership and guidance to ACPMs within their field purview.

(b) Disseminate CHR program, training, and career management information to ACPMs.

(2)  CPM and ACPM Responsibilities:

(a) Formulate, and recommend to the Commander, CHRM goals and priorities for civilians from the perspective of the career program in their purview.

(b) Collaborate with command resource management staff to ensure allocation and provision of sufficient resources to provide training and development necessary to reach career program goals. 

(c) Represent the command to FCs and FCRs on career management and training issues. 

(d) Disseminate training and career management information to, and encourage participation of, careerists. 

(e) Promote establishment and use of rotational or developmental assignments.

(f) Provide policy input and assist on projects initiated by higher levels or FCs. 

(g) Promote Equal Employment Opportunity and Affirmative Action within the career program, establish and monitor diversity goals, and perform needed follow-up to ensure full support of diversity goals. 

(h) Provide advice to the Commander on career management issues.

(i) Assure that careerists and their supervisors throughout their area of responsibility are aware of and understand the ACTEDS/CES plan for their career field. 

(j) Participate in intern program planning and monitor the results. 

(k) Provide career counseling to careerists.

(l) Resolve local career management issues.

2-5.  EMPLOYEE CHRM RESPONSIBILITIES  

Employees have certain responsibilities for their own career management; for maintaining awareness of the status of their own pay, benefits, and/or other CHR entitlements; and for taking initiative to keep informed about CHR programs or systems that are accessible at the individual employee level.

a. CAREER MANAGEMENT AND DEVELOPMENT  

Employees are responsible for taking positive action to manage their careers.  They decide when they are interested in applying for new positions, determine the types of positions in which they are interested, seek out information about opportunities, prepare resumes and associated documentation (if required), submit them in accordance with job announcements and Army requirements, and maintain currency of resumes and availability statements in the automated resume system.  
Employees are also responsible for taking positive action to further their own career development.  They need to stay current with changes in their career field and take the initiative to apply for competitive professional development opportunities.  They seek information about career development opportunities from their supervisor and servicing CPAC advisor.  They are responsible for learning and applying procedures and meeting submission deadlines for career development opportunities and training programs.  They satisfactorily complete approved learning programs and apply new knowledge and skills to their jobs.

b. PAY, BENEFITS, AND ENTITLEMENTS  

Employees are held accountable for failure to bring errors in pay, benefits or entitlements to the attention of the CHR community.  According to finance guidance, if an employee is overpaid through an error, he/she is obligated to make repayment associated with that error, even if it was not the employee’s fault, as long as he/she could have been reasonably expected to have known the error existed.

Employees have responsibility for reviewing accuracy of information they receive and provide for CHR purposes.  It is incumbent on employees to raise questions and seek information relating to issues or circumstances that affect them, to include the nature and implications of actions processed relating to their employment.  

2-6.  OTHER AGENCIES

a. OFFICE OF PERSONNEL MANAGEMENT 

OPM is the principal Executive Branch agency charged with mission to administer Federal laws and EOs dealing with all aspects of CHRM in the Federal sector.  Some laws and EOs place certain CHR program responsibilities directly in the hands of agency heads.  In other cases, OPM retains the authority to establish and/or approve specific program standards and regulate and control the means of carrying out major aspects of agency or departmental personnel management operations.

 
OPM develops proposals for Federal personnel legislation and EOs and develops and publishes specific policies, procedures and regulations implementing Federal personnel laws, rules and EOs.  It also provides testing, evaluation and referral of job applicants to agencies; evaluates agency personnel management systems and programs; provides advice and assistance to agencies in developing effective personnel programs; administers Federal-wide retirement, health and life insurance programs, and; develops and publishes Federal position classification and qualification standards. 

b. DEPARTMENT OF DEFENSE

Within the DoD, the Chief Human Capital Officer for the Department of Defense is the Under Secretary of Defense (Personnel and Readiness).  The Deputy Under Secretary of Defense (Civilian Personnel Policy), or DUSD (CPP), has responsibility for department-wide CHR policy.  In coordination with CHR executives from the military components and defense agencies, the DUSD (CPP) develops plans, policies and programs to manage the DoD civilian workforce, to include NAF and LN employees.  Through the Civilian Personnel Management Service (CPMS), the office of the DUSD (CPP) also provides certain CHR services and programs on a DoD-wide basis such as the DCPDS and classification appeals adjudication.

c. OTHER MILITARY SERVICES

The US Air Force and Navy execute their CHR programs in coordination with the Office of the DUSD (CPP) in much the same way as the Army.  They each deliver CHR services in a regional environment.  Their CHR executives, along with Army’s, work closely with DUSD (CPP) in developing plans, policies and programs to support and manage the civilian workforces in each component, respectively.  In overseas areas, local national programs are carried out jointly.  

d. DEPARTMENT OF STATE

The Department of State, Bureau of Administration, Office of Allowances, develops and coordinates policies, regulations, standards, and procedures to administer the government-wide allowances and benefits program abroad under standardized regulations (Government Civilians, Foreign Areas).  The Office compiles statistics of living costs abroad, quarters allowances, hardship differentials, and danger pay allowances, and computes the established allowances to compensate US Government civilian employees for costs and hardships related to assignments abroad.  The Department of State Standardized Regulations are the overriding regulations for allowances and benefits available to all US Government civilians assigned to foreign areas.  

e. DEPARTMENT OF LABOR  

The United States Department of Labor, Employment Standards Administration adjudicates and administers a number of Federal employee programs in accordance with the Federal Employees Compensation Act (FECA).  The FECA provides workers compensation coverage to Federal and Postal workers around the world for employee-related injuries and occupational diseases.  Benefits include wage replacement, payment for medical care, and where necessary, medical and vocational rehabilitation assistance in returning to work.  Employing agencies are responsible for reimbursing the Division of Federal Employees Compensation for their workers compensation expenses.  The reimbursement occurs once each year through the chargeback process.

f. STATE LABOR OFFICES

State Labor Offices serve as resources for locating candidates, particularly when positions are hard to fill or when many employees are needed quickly.  They process applications for unemployment benefits and interact with the CHR communities on that basis.  Host-nation labor offices overseas exist for much the same purposes and have similar relationships with the CPACs and CPOCs.  In some countries, such as Japan, employment offices also provide support in workforce administration.

2-7.  ARMY CHR BOARD OF DIRECTORS 

The Army directs the CHR program with the assistance of a CHR BOD composed of the AG-1 (CPP), who is the BOD Chair, the Deputy AG-1 (CPP), the Chief of Policy and Program Development, the CHRA Director, and specified MACOM and Direct Reporting Unit CPDs.  The board is intended to bring Army-wide senior leader perspectives to the development of strategies, policies, and support for CHR programs.  The BOD Charter is at Appendix E.

chapter 3 -   CIVILIAN HUMAN RESOURCES MANAGEMENT LIFE-CYCLE FUNCTIONS

The CHR life-cycle functions of Personnel Structure, Acquisition, Development, Deployment, Sustainment, and Transition are described below.

3-1.   PERSONNEL STRUCTURE

a. DEFINITION.  The functions of personnel structure ensure that the Army is organized into the correct types of civilian positions and structures in order to meet its mission.  It includes decisions regarding:  logically combining skills sets, duties, and functions into positions; classifying positions into titles, series, and grades; aligning positions within organizational structures; managing those structures; and considering positions and structures in decision-making related to Army civilian force development, manpower and budget functions.  The primary CHR components of the Personnel Structure life-cycle function are organizational design and position classification.

b. PRODUCTS.   The principal products of personnel structures are position descriptions that effectively communicate the major duties, responsibilities and supervisory relationships of a position.  Properly classified position descriptions are valuable managerial tools in other phases of CHR management and serve as the basis for effective and efficient career and organizational structures. 

c. PRINCIPLES.  The SA has the authority and the responsibility for organizing the Army within pertinent statutes and directives relating to the Army.  The SA delegates authority to structure the Army in a manner that assures assigned missions are legally and properly accomplished.  The structuring process involves the assignment of missions and functions to major organizational elements.  Eventual subdivision of missions and functions into systems, processes and tasks brings the organizational process to the basic unit—the position.  The SA and subordinates with delegated authority have the discretion in the interest of efficiency, to assign, change, or eliminate part or all of the duties and responsibilities that have been grouped together to constitute a position.  Limited budgets and rising personnel costs make it increasingly important that employee positions and work methods be consciously designed to assure that human resources are managed economically.  Principal fundamental requirements of management are to avoid overstaffing and eliminate non-essential activities.  This results in the Most Efficient Organization (MEO). 

At the HQDA level, budget, manpower and force development analysts determine the funding, work years and conceptual organization of major Army activities.  At the organizational level, leaders make determinations regarding the management of positions within the organization toward an efficient, cost effective personnel structure that meets the mission.  When exercising delegated authority to classify positions, leaders make determinations for subordinate positions with regard to pay plan, title, series, and grade.  CHR staff members support leaders by advising and assisting them in these decisions; or when authority is not delegated to leaders, by making position classification determinations on their behalf.

(1) Personnel structures are planned using effective and efficient organizational design concepts.  Organizational design is concerned with the structuring of positions, functions, and organizations in a manner that optimizes productivity, efficiency, and organizational effectiveness to meet mission requirements.  Whether or not they are conscious of it, supervisors make organizational design decisions on a daily basis.  At the very simplest level, organizational design involves the day-to-day assignment of work to employees in the organization.  At the more sophisticated levels, leaders make decisions such as the number of and type of positions required, grouping functions and positions into organizational components, and assigning duties and responsibilities to individual positions.   

To achieve an effectively functioning organization, leaders make decisions about positions, functions, and organizational structures taking into account the following organizational design considerations: 

· Positions are organized so that there is local flow of work processes and an orderly career progression pattern.

· Appropriate entry positions and pathways to higher graded positions are created to fully utilize employees as they gain skills and abilities to assume higher levels of responsibility.

· Work is assigned so that pay is commensurate with the difficulty of work performed (i.e., equal pay for equal work).

· Assignments requiring higher level and scarce skills are concentrated in as few positions as possible.

· A proper ratio is established between support positions and higher-level jobs.

· Jobs at all levels of career ladders are established to achieve economical operations and to provide sources of trained employees for higher-level vacancies (e.g., succession planning).

· The available labor market can produce high quality candidates to fill career ladder jobs.  

Appropriate assignment of duties and responsibilities to positions is fundamental to organizational design.  Leaders’ decisions about the assignment of duties and responsibilities take into account the orderly, efficient and economical accomplishment of work.  This involves striking an optimum balance among a number of competing factors—workload, available resources, technology, local labor market and employee skills and needs.  

Designing effective organizations also involves long-term as well as short-term considerations about utilization of employees.  Employees desire work that is stimulating, challenging, and empowering, as well as monetarily rewarding.  They also need to be provided opportunities to increase their skills in order to advance to higher-level positions.  Failure to provide a reasonable measure of these opportunities can result in a high rate of turnover, increased training costs, and lower efficiency.  Thus, leaders actively seek a proper balance among the needs for economy, productivity, skills utilization, and employee development and motivation.   To that end, they also design organizations to maximize employee efficiency in keeping with the following considerations:  

· Delegation of authority is commensurate with assigned responsibility.

· Supervisory spans of control are reasonable.

· Structures incorporate process flows and chains-of-command that facilitate efficient decision-making processes.

· Management and supervision are appropriately distinguished from production.

· Employees’ skills are effectively utilized.

· Performance expectations can be readily developed and communicated.

· Technological equipment, systems and facilities may be needed to perform the work and may have an impact on how the work is structured. 

· The volume of work is proportionate to manpower allocations.


(2) Personnel structures are designed in accordance with position classification rules, regulations, principles, and policies.  Position classification is the process of determining the proper pay system, pay plan, title, series, and grade/band or level for positions.  Classification also involves making related determinations such as Fair Labor Standards Act and career program categories.  Proper position classification provides a foundation for sound organizational design, and serves as a basis for other CHRM functions.  All position classification functions are expected to be performed to a very high standard of accuracy.  Each individual making classification determinations, whether a leader or a CHR staff member, is specifically delegated this authority in writing after receiving appropriate training. 


(3)  Every position is officially documented in a written position description (PD).  A PD is a statement of the major duties, responsibilities, and supervisory relationships of a position.  It serves as the official source document for making position classification determinations.  Leaders are responsible for preparing PDs, keeping them current and assuring that they accurately describe the duties assigned. 


PDs do not need to be lengthy or extremely detailed.  A good position description succinctly describes the major duties assigned, the nature and extent of responsibility for carrying out those duties and the qualification requirements (skills and abilities required to perform the work of the position).  PDs should be written with a focus on major functions and responsibilities, so that they do not need to be revised whenever there is a minor change in duties. 

The PD provides an official record of a decision by the responsible management official that certain work is to be performed by an employee or group of employees.  To minimize the record-keeping burden, the Army strongly endorses use of standardized PDs for positions performing substantially the same duties.  Copies of the official PD are distributed to employees and first-line supervisors, and are filed in the official personnel folder. 

Position descriptions are valuable management tools.  The information they provide for making position classification determinations is also valuable for conducting other CHRM functions, to include:

· Determining qualification requirements, determining recruitment sources and evaluating qualifications in recruiting, examining, selection and promotion.

· Determining pay levels and authorizing the payment of public funds for salaries.

· Analyzing training needs and developing training agreements.

· Developing career ladders and career development programs.

· Developing performance criteria and evaluating employee performance.

· Developing and studying work processes and organizational structures.

· Detecting duplication of work or overlapping responsibilities.

· Establishing competitive levels for RIF.

· Explaining assignments to employees.

· Identifying emergency-essential employees for deployment purposes.

d. ROLES AND RESPONSIBILITIES
(1) Organizational Design Roles and Responsibilities
(a) HQDA, Office of the AG-1 (CPP) provides guidance on issues of structure based on OPM or other higher headquarters directives, and develops standards for training materials in support of supervisory and CHR staff development.  The Civilian Personnel Evaluation Agency (CPEA) evaluates the effectiveness of the CHR program and compliance with statutory and regulatory requirements in their reviews of Army organizations.

 (b) MACOMs may supplement Army guidance for organizational design, and develop programs to monitor and improve organizational design throughout the command; they participate with commanders in strategic planning deliberations that address personnel structures.

(c)  CHRA and CHR Regional Directors provide guidance to CPOCs and CPACs in their advisory roles on non-precedent setting initiatives.

(d) CPOCs raise problematic situations, which arise on a day-to-day basis during the position classification review process, to the attention of the leader and the CPAC.  The CPOC may participate in organizational design studies of work units to improve organizational efficiency and also to prepare for contracting-out and/or commercial activities studies.

(e) CPACs have the primary role within the CHR community with respect to organizational design.  The CPAC supports leaders at all levels in making organizational design decisions by:  providing guidance on effective structures and the impact of reorganizations on career ladders and position classification; training leaders in evaluating advantages of organizational options; advising on structural alternatives that support the organization’s strategic planning objectives; and analyzing the way the work is organized and recommending improvements.  

(f) Leaders are vested with organizational design decision authority that is carried out at all levels in the organization.  Senior leaders may establish management controls, such as senior grade caps or position management review committees, and they issue guidance to the organization regarding goals and limits.  

(2) Position Classification Roles and Responsibilities
(a) HQDA, Office of the AG-1 (CPP) establishes position management and position classification policies, and prepares and issues position classification guidance to assure consistent application of standards across the Army.  It also:

· Provides guidance with respect to the delegation of and limits on position classification authority.  

· Conducts special studies related to the classification program; conducts on-site reviews to assess classification and grade accuracy.  

· Provides overall program direction, on behalf of the ASA (M&RA), regarding position structures and classification.  

· Develops automated tools supporting management’s organizational design and classification responsibilities.  

· Establishes overall objectives and requirements for development of classification and organizational design training that is provided to the CHR community and Army leaders by CHRA.

(b) MACOMs may supplement Army guidance and design programs to monitor and improve position classification accuracy, and to place management controls on position classification authority within the command.  Overseas MACOMs serve as appellate authority for local national position classification decisions.

(c) CHRA and CHR Regional Directors provide operational guidance to CPOCs and develop and deliver position management and classification training to CHR staff and Army leaders.

(d) CPOCs perform the full range of position classification functions when leaders are not delegated position classification authority, or provide advice and assistance when leaders do have classification authority.  In providing advice and assistance, the CPOC staff reviews leaders’ classification decisions and provides advisory opinions if in disagreement.  


When leaders utilize unmodified, properly classified job descriptions from the Fully Automated System for Classification (FASCLASS), the associated personnel action is processed as “routine” – one that requires only a cursory review to ensure the work situation in the organization matches that in the FASCLASS job description.  CPOC staff treat new positions or modified FASCLASS positions (or FASCLASS positions not found to be properly classified) as “non-routine” and perform a more in-depth review of these actions.  The CPOC staff also makes associated determinations such as those related to career program designators, Fair Labor Standards Act categories, etc.  Additionally, CPOC staff members provide training to leaders in preparation for delegation of classification authority and maintain regional position descriptions in FASCLASS.

(e) CPACs provide advisory services to leaders on program and training requirements for delegation of classification authority.  The staff also assists the CPOC in providing required training to leaders at all levels.  

(f) Leaders who have delegated position classification authority prepare final position descriptions and make primary decisions to include pay plan, title, series, and grade for positions under their direct supervisory control.  Leaders who do not have delegated authority provide final position descriptions and additional information as required for the CPOC; the CPOC in turn finalizes the classification process.

e. TOOLS
(1) Organizational Design Tools
(a) FASCLASS.  The Army developed the web-based FASCLASS system that provides leaders, and CHR staff with information regarding the structure of the organization based on data built into DCPDS.  FASCLASS provides leaders and the CHR staff with organization tables that link to position descriptions within their organizations.  This tool can serve as a valuable source of information not only for the immediate organization but to provide ideas about other structural possibilities across Army.  

(b) Manpower documents.  Leaders and CHR staff use Tables of Distribution and Allowances (TDAs), as well as unofficial manning tables, to gather information about the organization when making organizational design decisions and recommendations.  

(2) Position Classification Tools

(a) OPM Position Classification and Job Grading Standards, as supplemented by additional OPM, DoD, Army, and MACOM guidance, are required for use in classifying positions.  Overseas, host-nation agreements and MACOM guidance are also used.

(b) FASCLASS provides leaders and CHR staff copies of job descriptions within the organization, the region, and the Army.  

(c) Manpower documents.  Leaders and CHR staff may use TDAs, as well as informal manning tables, to gather information about the organization when making position classification decisions, particularly for supervisory and managerial positions.  

3-2.   ACQUISITION

a. DEFINITION.   This function ensures that the Army recruits and hires the right people, in the right positions, at the right time, in order to support the Army’s worldwide mission during peacetime and contingencies.  It includes recruiting, examining, selecting, and placing candidates into vacant positions, as well as conducting reductions-in-force and operating priority placement, outplacement and separation incentives programs.


b.  PRODUCTS.   Acquisition results in recruitment activities that yield a robust applicant pool, highly qualified candidates, and workforce that is well-qualified to carry out the Army’s mission.


c.  PRINCIPLES.  The acquisition of civilian employees to support the worldwide 

military mission is vital to success of the Army and the DoD.  Civilian employees perform management, administrative, and direct support functions, and war-fighting and contingency operations support.  The following key principles apply:


(1) Merit principles are observed in all Army CHR acquisition matters; use of prohibited personnel practices is not tolerated in any circumstance.  


(2) Planning is an essential first step in filling jobs.  Civilian employment planning is integrally linked to the manpower management and CHR program policies in Army Regulation 570-4, available from the US Army Publication Agency’s (USAPA) website.  Chapter 6 of the regulation discusses employment categories (e.g., permanent and temporary) and work schedules (e.g., full-time, part-time, flexible, and intermittent) that are considered in developing hiring plans.  A primary objective of such planning is to execute as closely as possible to program and budget targets, strengthening the linkage of manpower execution to workload and funding.  Decisions on whether to fill manpower requirements are based on the commander’s mission priorities.  In developing hiring plans and staffing strategies, leaders also should apply sound position management practices (e.g., avoid unnecessary layers of supervision, create career paths to enhance upward mobility and provide developmental experience, and balance the mix of supervisors, journeymen and trainees), as detailed in Chapter 3 of this document.


(3) Whenever possible recruitment occurs in advance of actual vacancies.  To the extent that leaders are aware of and can anticipate future vacancies, they should initiate actions for recruitment before the vacancies actually occur.  Advance recruitment reduces the time positions are vacant thus minimizing the impact of employee turnover on mission accomplishment and facilitating execution to budget.


(4) Candidate evaluation is based on sound job analysis.  Job analysis is essential to determine the knowledge, skills, abilities and other factors (KSAOs) – to include competencies – that are used in qualifying and evaluating applicants for job vacancies.   The job analysis process determines the skills required of candidates upon entry in the job, those that cannot be learned during the normal job orientation period, and those desired skills that enable candidates to better perform the job.  Even when candidates are screened by automated programs such as RESUMIX, KSAOs and competencies are ultimately the basis for evaluating job applicants.   


(5) Job announcement and application procedures are simple and readily understandable by both employees and external applicants.  Vacancy announcements should represent the duties of the position in succinct and easily understood terms (i.e., plain English).  The movement to a centralized resume database, and a single Internet web-based portal used to apply for jobs vacancies Army-wide, significantly simplifies the application process.  In most cases, applicants file only one resume, and follow only one set of application procedures, to receive consideration for employment throughout the Army.


(6) A merit promotion plan (MPP) is available in writing to candidates.  The Army, like all Federal agencies, is required to have a merit promotion plan that is available in writing to the workforce so that employees are aware of the rules under which they may receive consideration for promotion.  Each CPOC and/or Army installation develops and implements an MPP that covers topics such as:  areas of consideration for vacancy announcements; instructions for job analysis and candidate evaluation; criteria for identifying best qualified applicants; and so forth.  

 
(7) The best available candidates are referred for consideration.  It is the purpose of merit promotion processes to identify, through a system of open competition, the best qualified available candidates based on their relative ability to perform the duties of the job to be filled.  In the Army’s automated referral system, applicants are required to meet all qualification requirements and possess all necessary skills in order to be referred to the selecting official for consideration.  Applicants who possess all required skills and most of the desired skills are normally referred as the best candidates.  If there is an inadequate pool of candidates with the required skills, the CPOC contacts the selecting official to determine whether the skills requirements should be modified in order to increase the candidate pool.  If the application of required and desired skills does not narrow the field to the top candidates, the CPOC contacts the selecting official to determine whether the skills requirements should be narrowed in order to further refine the skills match search to find the truly best qualified candidates.


(8) In the Army, leaders filling vacant positions have the right to select qualified candidates from any appropriate source, once they have fulfilled requirements of mandatory placement programs (e.g., the DoD PPP and RPL – the primary vehicles for placing employees affected adversely through no fault of their own).  This means that, when it has been determined there are no viable PPP or RPL candidates, leaders can choose to fill a position by reassigning or promoting a current Army employee, transferring an employee from another Federal agency, reinstating an eligible and qualified prior civilian employee, or hiring an individual who was not previously Federally employed.  Within these broad applicant source categories, there are many sub-categories.  Unless the leader initially has a specific source in mind, he/she relies on the expertise of the CHR specialist, and his/her knowledge of the labor market, to decide what recruitment source(s) may yield an optimal pool of best-qualified candidates.  Army Pamphlet 690-40, which is available from the USAPA web-site, provides information on the most commonly used applicant sources.  


(9) Vacancies are filled in a timely manner.  Army leaders understandably want their jobs filled quickly to minimize the impact of employee turnover on workload and mission accomplishment.  As a facet of Army’s annual program evaluation, recruitment timeliness is tracked, measuring fill time from receipt of the RPA in the CHR community to the date the job offer is accepted.  Annual evaluation reports are available in the library found on the Civilian Personnel On-Line (CPOL), Army’s principal CHR Internet home page.

d. ROLES AND RESPONSIBILITIES.


(1) HQDA, Office of the AG-1 (CPP) sets the direction and standards of quality for the Army’s civilian employee acquisition programs through Army doctrine, regulations, and pamphlets; establishes the IDEF and BPMs that delineate program roles and responsibilities and reflect how the Army operates within program principles; provides guidance on precedent-setting issues; develops tools to improve recruitment and placement processes; and establishes objectives and requirements for development of training programs in support of doctrine and new tools.


(2) MACOMs may supplement Army guidance to monitor and improve effective placement of employees throughout their command’s purview.


(3) CHRA and CHR Regional Directors execute CHR doctrine and policies through the operations of CPOCs and CPACs.  They also develop and deliver CP-10 training, based on AG-1 (CPP) requirements, and provide guidance on non-precedent-setting issues to CPOCs and CPACs.


(4) CPOCs perform the core recruitment and placement operational support work as outlined in the IDEF.


(5) CPACs advise leaders in such areas as reshape planning, strategic plan development, and workforce skills analyses; assist employees in such areas as in processing and counseling for those impacted by reduction actions; and perform tasks best accomplished on-site as outlined in the IDEF.


(6) Leaders perform vital roles both in decision-making and in the actual processes as outlined in the IDEF.

e. TOOLS

(1) Delegated Examining Authority (DEA).  Competitive examining is the process used to fill Civil Service positions with candidates applying from outside the Federal workforce.  Under the Civil Service Reform Act of 1978, OPM delegated competitive examining authority to DoD.  DoD, in turn, further delegated DEA, with exceptions such as Administrative Law Judges, to its component activities.

(2) DoD PPP is used to place employees who have been adversely impacted by workforce realignments, base closures, reductions-in-force, transfers-of-function, consolidations, contracting-out actions, certain position classification decisions, rotations from overseas assignments, on-the-job injuries, and certain other actions through no fault of their own.  The DoD Civilian Assistance and Reemployment Program Office (CARE) is responsible for overall management of the program.  Unless identified as exempt, all positions in the Competitive and Excepted Services (including permanent, temporary, part-time, intermittent, and seasonal) at grades GS‑1 through GS‑15 (and equivalent pay bands or levels), all Federal Wage System positions, and all special pay system positions may be used for placement through PPP.  Information on the DoD PPP and additional special placement programs is available on the CARE website, which can be accessed via the CPMS homepage, and in Army Pamphlet 690‑40, available from USAPA.


(3) Merit Promotion Program is comprised of principles and guidelines for the identification, qualification, evaluation, and selection of candidates.  A sound Merit Promotion Program, properly administered and fully supported by management officials and employees at all levels, is essential to the staffing of an effective and highly motivated civilian workforce.  


(4) Single Web-Based Portal For Application Of Job Vacancies.  The Army’s redesigned CPOL website provides three portals that allow access to:  (1) a public documents library site, (2) an internal Army management and employee site, and (3) a redesigned employment page.  The employment site provides information on Army employment with links to the staffing tools, such as the resume builder, and a streamlined search capability for finding vacancy announcements and applying for Army jobs.  


(5) Centralized Resume Database.  The Office of the AG-1 (CPP) consolidated the separate CPOC regional RESUMIX databases into one central Army RESUMIX database.  The centralized RESUMIX system supports the “Staffing Suite” of interactive automated programs comprised of:  

(a) Army Vacancy Announcement Board produces vacancy announcements to be advertised on the CPOL and on OPM’s USAJOBS websites.  Announcements include the self-nomination feature that allows applicants, who have a resume on file in the Army central database, to apply for jobs directly from the announcement.

(b) Army Resume Builder enables applicants to develop and submit their resume to the central RESUMIX database.  When applicants use the Army resume builder, their active resume is on file immediately upon submission.  There is no manual intervention to verify the resume.

(c) Automated Interest and Availability provides electronic-mail notification to applicants who applied for jobs under open-continuous and/or long-term vacancy announcements.  The program notifies applicants of an immediate vacancy and queries the applicant as to their interest and availability for a specific job location.

(d) Automated Referral System generates referral lists from RESUMIX.  The referral list and resumes are sent to the selecting official via electronic mail.   The selecting official makes selection(s) on-line and electronically returns the selection to the CPOC. 

(e) Applicant Notification System Web Enabled Response (ANSWER) system allows applicants to view on-line their resume and the referral status of job vacancies for which they have applied.

(f) Automated Electronic Case File creates electronic records of merit promotion recruitments.  It automatically generates a case file and downloads all required documentation relative to each merit promotion case, such as vacancy announcements, resumes, and job descriptions.


(6) Financial Incentives.   The Army takes advantage of flexible financial incentives that facilitate recruiting and retaining qualified and capable candidates when managers encounter difficulties in staffing certain positions.  Incentives can, and do, provide opportunities to compensate high-caliber applicants and employees.  They entice prospective employees to accept job, and they provide motivation for valued employees to remain with the organization or to accept assignments that maximize their value to the organization.  Appropriately used, incentives contribute measurably to building and sustaining an exceptional workforce.  Current flexibilities and their purposes include:

(a) Recruitment Bonuses entice outside candidates to accept new Government appointments and enable the Federal Government to better compete with more attractive private industry employers.

(b) Relocation Bonuses provide an incentive for current Federal employees to accept positions in a different geographical area.

(c) Retention Allowances motivate current employees to decline outside employment offers and remain within the Federal service.

(d) Superior Qualifications Appointments enhance recruitment of high-caliber outside candidates by enabling new government employees to be paid above the normal minimum rate.

(e) Payment of travel costs for pre-employment interviews and payment of first duty-station moves enable the Federal government to simulate private industry practices.

(f) Student Loan Repayment makes the Federal government a more attractive employer to applicants for positions requiring higher education.

(g) Overseas Allowances provide special compensation for applicants and current Federal employees who accept overseas assignments in support of important national contingencies.  

3-3.   DEVELOPMENT
a. DEFINITION.  This function includes the entire life cycle of developing civilian employees from the time they enter service with the Army until they depart.  It ensures that civilians have the skills to perform the work that is required.  It includes ACTEDS/CES programs, self-development, on-the-job training, government and non-government training, intern programs, leadership development, and all other training and education programs.  

b. PRODUCTS.  The development function produces systems, programs, and learning activities that result in well-developed employees throughout their entire career.

c. PRINCIPLES.  Leaders at all levels are responsible for training and developing employees to increase and improve skills and efficiency.  This includes the responsibility for identifying training and education requirements for subordinates.  Every employee requiring training and meeting selection criteria is to be provided the opportunity to take part in training and development programs, without regard to political preference, race, color, religion, national origin, sex, marital status, age, non-disqualifying physical disability, or other factors unrelated to the need for training.  CHR staff members support the training and development needed to meet requirements by:   advising and assisting leaders in program development and execution; designing, locating, and delivering training; and providing a wide range of learning activities using varied learning methods.

d. ROLES AND RESPONSIBILITES  

(1) HQDA, Office of the AG-1 (CPP) provides Army-wide guidance regarding training and development programs.  Designated civilian career program FCRs design ACTEDS/CES program plans and ensure appropriate training and education experiences are available to meet the technical and functional training requirements for their career fields.  The HQDA G-3 is responsible for leader development policy, training design and delivery.

(2) MACOMs may supplement Army guidance, and design MACOM-specific training and education programs.  MACOM CPMs monitor training and education development for employees in their career programs.

(3) CHRA and CHR Regional Directors provide guidance to CPOCs and CPACs on implementing training and development programs.  CHRA develops and delivers courses in the CHR functional area, based on AG-1 (CPP) requirements, providing training to CHR staff and new supervisors.    

(4) CPOCs assess region-wide needs and design and execute a Regional Training Program responsive to customer requirements.  The program includes on-site and off-site training, government and non-government training, distance learning, and correspondence course opportunities.  Each CPOC Regional Training Program delivers multiple training opportunities to Army installations and activities and thus realizes direct and indirect cost savings that are passed down to serviced organizations. They monitor the evaluation feedback for courses and make adjustments to the regional training program.  Additionally, the CPOC staff provides selected types of training in CHR programs to customers.  

(5) CPACs advise and assist leaders with individual and organizational developmental assessments, make recommendations for training that meets the organization’s strategic planning objectives, and provide administrative assistance for local training.  They also locate and facilitate use of local training resources if the local distributor is the most effective and reasonably priced alternative.  They provide training in CHR issues based on materials developed locally or by HQDA/AG-1 (CPP) or CHRA.  Finally, they work with leaders in organizational assessments that may be focused on problems that can be solved or improved with training.  

(6) Leaders are required to perform an annual assessment of the organizational, occupational and individual needs for training against the backdrop of strategic goals and mission essential task lists.  Individual Development Plans (IDPs) are used to document individual training and education requirements.  From an organizational perspective, these IDPs are consolidated to form the annual activity training plan.  Leaders then resource and manage the plan, and evaluate training to ensure that requirements are met.  

e. TOOLS

(1) CES.  This replacement system for ACTEDS is a comprehensive training and education system to ensure that Army employees are appropriately developed throughout their careers.  Each FCR designs an appropriate CES plan that sets out career paths and competencies for that career program, associated training, and development opportunities.

(2) Employee Training History.  DoD utilizes the DCPDS Employee Training History to record completed training.  Leaders have access to the training history for every employee through Army Regional Tools (ART).  This information assists leaders in making decisions regarding training requests and career development requirements.

3-4.   DEPLOYMENT 

a. DEFINITION.  This function addresses the inclusion of Army civilians in the conduct of military operations.  It includes planning, participation in mobilization exercises, deployment, and redeployment.  

b. PRODUCTS.  Deployment produces fully trained, prepared, and deployable civilian employees.

c. PRINCIPLES.  Deployment is the relocation of forces and materiel to designated military areas of operations.  Along with Soldiers, civilian employees are deployed as needed to support the force in carrying out missions in nearly all areas of operation.  Civilian employees may be assigned to emergency-essential (E-E) or other key positions upon their initial assignment, or at any time thereafter.  Such assignment is normally voluntary, but may be involuntary if necessary in certain circumstances.  Deployable civilians employees are trained and equipped to a level appropriate to the deployment.  

d. ROLES AND RESPONSIBILITES  

(1) HQDA, Office of the G-1, Director of Plans, Resources and Operations provides Army-wide guidance regarding deployment planning, execution and redeployment and is the HQDA proponent that maintains accounting for deployed Army civilian and contractor personnel supporting Army military operations.  

(2) MACOMs may supplement Army guidance, and initiate or encourage actions to facilitate accounting for deployed civilian employees.   MACOMs, with advice and assistance of the CHR community, build individual augmentation requirements for Army civilian positions.  MACOMs may be tasked by HQDA to fill civilian individual augmentation requirements.  They may also deploy CHR staff to forward locations in order to provide advice and assistance to deployed civilian employees and their leaders.

(3) CHRA and CHR Regional Directors provide guidance to CPOCs and CPACs.  The CHR community provides support in establishing and executing procedures for management of the civilian workforce during the phases of deployment; and may be deployed to forward locations to provide CHR advice and assistance to deployed civilian employees and their leaders.

(4) CPOCs work with leaders to document, in the database of record and on position descriptions, decisions that positions and incumbents are key or E-E for deployment purposes.  CPOCs also ensure that employees selected for such positions meet deployment-related qualification and eligibility requirements and restrictions (e.g., restrictions on military recall obligations).

(5) CPACs advise and assist leaders with pre-deployment planning and assist in ensuring that civilian employees meet pre-deployment requirements.  In some regions, CPACs may play significant roles in processing deploying civilian personnel. They also work with re-deploying civilian employees to assist with pay questions and to provide information and support.  

(6) Leaders integrate and document use of the civilian workforce in all types of operation and contingency plans.  They assure that CHR issues are addressed in plans and during execution.  Pre-deployment planning requires leaders to assess the deployment mission and identify civilian positions that are required to deploy with the unit through the development of a Mobilization Table of Distribution and Allowances (MOB TDA), and to annotate position descriptions accordingly.  They also ensure that civilian personnel in pre-designated E-E positions have signed the E-E agreement and that, prior to deployment, they are physically screened, properly equipped, and receive training in topics such as battlefield operations and conditions, use of chemical defense equipment, and use of weapons (if authorized).  As tasked, leaders assign civilians in their organizations to deploy as individual augmentees to meet unforeseen mission needs.  Leaders also ensure that data regarding civilian employee deployment (unclassified missions only) is entered into the Civilian Tracking System (CIVTRACKS) before, during, and upon conclusion of deployment.  Upon redeployment, civilian employees are required to receive a post-deployment physical screening and be appropriately recognized and re-introduced to the non-deployed environment.    

e. TOOLS

CIVTRACKS is a web-based system containing data on Army civilian personnel deployed in support of military operations.  The Army uses the system to account for deployed civilians, that is, to track the numbers and patterns of deploying civilian personnel, and to determine their locations during deployment.  Each employee is responsible for entering data regarding his/her deployment prior to deployment and upon re-deployment.  

3-5.   SUSTAINMENT  

a. DEFINITION.  CHR sustainment involves those programs designed to maintain the well-being of the workforce.  The three components of the sustainment function are management-employee relations, labor-management relations, and performance management.

b. PRODUCTS.  Sustainment results in productive employees who are considered an integral part of the workforce, with positive interfaces between management and employees.

c. PRINCIPLES.  Responsibility for management and sustainment of the workforce rests with leaders, with support from CHR and legal staffs.  Leaders make daily decisions that affect morale and relationships within the organization, as well as with labor organizations.  The CHR staff provides support and expertise in concepts and theories relating to sustainment, and serves as the leader’s interface with labor organizations.  The following key principles apply:       

(1) General.  Leaders have statutory authority to make and carry out a broad range of personnel management decisions, including the prerogative to determine whether to fill a position, promote, discipline, reward, detail or RIF employees.

(2) Management-Employee Relations.  Management-employee relations (MER) entails day-to-day interactions between leaders and employees that help provide a positive work atmosphere leading to optimum productivity and employee satisfaction.  In dealing with MER issues and problems, the following principles apply:

· Disciplinary and adverse actions are used to correct inappropriate or unacceptable behaviors.

· Discipline is generally progressive in nature, depending on the offense and its severity

· Actions taken to address employee performance problems are not viewed as disciplinary.

 
(3) Labor Relations.  Management is responsible for developing and sustaining positive labor-management relations with the exclusive representatives of their organizations.  These relationships focus on supporting and enhancing Army’s national security mission and creating and maintaining a high-performance workplace.  Such relationships are committed to pursuing solutions that promote increased work quality and productivity, customer service, mission accomplishment, efficiency, quality of work life, employee empowerment, organizational performance, and military readiness.  Installation leaders use consensual means of resolving disputes that may arise in labor-management relationships.

As applicable, all levels of management are involved in the labor-relations program and are responsible for meeting their contractual and statutory labor relations obligations.  These obligations relate to, among other things, changes to bargaining-unit members’ conditions of employment, union representation in meetings, and collective bargaining.  Management obligations also include complying with and enforcing the terms of all collective bargaining agreements, and resolving grievances and complaints at the lowest practicable level. 

(4) Performance Management.  Performance management provides for measurement of job accomplishments against performance objectives that are written and communicated to employees at the beginning of each performance rating period and assessed throughout the rating period.  Principles for performance management include:

· Performance objectives and standards are established to provide a linkage between individual, organizational and strategic goals.  

· Employees’ performance is monitored throughout the year.

· Every employee receives a yearly performance appraisal.

· Leaders provide coaching, training, mentoring, and counseling to improve quantity, quality, and/or timeliness of performance.  

· The appraisal process is designed to enhance supervisory-employee communications and day-to-day relationships with overall job performance in mind.

· A system of recognition and awards is used to prepare and sustain a responsive, flexible, and high performance workforce.

d. ROLES AND RESPONSIBILITES  

(1) HQDA, Office of the AG-1 (CPP) provides Army-wide policy and guidance regarding sustainment programs and provides advice on precedent-setting issues; prepares, in coordination with DoD, negotiability appeals and arbitration exceptions/oppositions in support of Department of the Army objectives and affected installations.

(2) MACOMs may supplement Army guidance, and design programs to monitor and improve workforce morale and sustainment programs.  

(3) CHRA and CHR Regional Directors provide guidance to CPOCs and CPACs on non-precedent setting issues.  

(4) CPOCs process personnel actions that result from sustainment activities.  The CPOCs also coordinate region-specific labor-management initiatives with CPACs, review labor-management agreements and/or settlements directly affecting CPOC operations, and perform other specific functions as outlined in the IDEF.

(5) CPACs serve as representatives of management; they advise and assist leaders with individual actions and organizational assessments and make recommendations for actions to improve morale and organizational effectiveness.  CPAC staff serves as the primary CHR point-of-contact with unions.  They provide guidance to leadership regarding local policies and program implementation.  The IDEF provides details on specific tasks.  

(6) Leaders have ultimate responsibility for effective and efficient operation of the organization, and accomplishment of the mission through employee and labor relations, and other workforce-sustainment programs.  They continuously assess the workforce morale and productivity and take action (either individual or broader) to improve matters.  Leaders participate in development and implementation of policies that contribute to negotiation and administration of labor-management agreements.  They communicate management objectives, decisions, and viewpoints to their subordinates, and communicate their subordinates’ views to higher-level management.

e. TOOLS

Army Performance Management System XXI is an automated application that helps management link individual performance to mission objectives.  It provides on-line, paperless tools for: identifying the rating chain; setting and documenting performance objectives and standards; tracking performance contributions; planning for needed training; and documenting performance review and evaluation processes.

3-6.   TRANSITION  

a. DEFINITION.  Transition encompasses changes in career patterns, as well as actions taken to move individuals out of the civilian workforce.  Transition may be the result of an employee action, or may be caused by management decisions affecting the structure of the organization or composition of the workforce.  The components of transition include reassignment, change-to-lower-grade, and transfer-of-function (TOF), as well as retirement, resignation, and termination through RIF.

b. PRODUCTS.  Transition results in well-organized and appropriately structured organizations and workforce. 

c. PRINCIPLES.  Workforce reshaping and downsizing decisions may result in career changes for civilian employees to include retirement, resignation, and actions resulting from RIF and TOF.  Retirement and resignation are voluntary actions, but employee decisions to separate may be made in lieu of certain involuntary actions.  RIFs are carried out in accordance with 5 CFR 351, with a goal of applying processes uniformly and consistently throughout the affected workforce.  RIF actions may result in employees being moved to new and different positions or released from Federal service, with or without severance pay and incentives, in accordance with rights and entitlements afforded to employees by law and/or regulation.

d. ROLES AND RESPONSIBILITES 

(1) HQDA, Office of the AG-1 (CPP) provides Army-wide guidance regarding transition programs.  The staff interprets laws, OPM guidelines, and DoD policies for application to the Army workforce; serves as liaison with the ASA (M&RA), the Chief of Staff of the Army (CSA), public affairs and the Office of Congressional Liaison on major RIF actions; serves as advisor to the SA and the ASA (M&RA) on the impact of projected losses to the total force structure and the civilian workforce readiness posture; develops automated tools in support of RIF activities; and, develops programs, legislative proposals and policies to facilitate transition initiatives.

(2) MACOMs, in conjunction with MACOM Resource Management personnel and HQDA, AG-1 (CPP), closely manage the affected organization’s civilian personnel execution plan and funded work years to assure that RIFs or TOFs coincide with the Planning, Programming, Budgeting, and Execution System requirements and meet HQDA timelines for Congressional notification.     

(3) CHRA and CHR Regional Directors provide guidance to CPOCs and CPACs on non-precedent setting transformation initiatives.  CHRA also develops and delivers standardized RIF training to CPOCs and CPACs.

(4) CPOCs collaborate with the CPAC and the affected organizational leaders to assure that DCPDS data and employee performance appraisal information is current.  CPOCs determine the impact on the civilian workforce by conducting a “mock RIF.”  After consultation with the CPAC and management, the CPOC runs the final RIF, produces RIF/TOF notices, and processes final personnel actions.  The CPOC also processes personnel actions associated with all other transition activities.  Specific tasks are outlined in the IDEF.

(5) CPACs, in preparation for workforce reshaping and restructuring, work closely with leaders in defining desired outcomes and they coordinate with the CPOC for operational support.  The CPAC staff provides advice to senior leadership regarding local policies and program implementation.  CPAC staff members advise and assist leaders with individual actions and organizational assessments associated with commercial activities studies, MEOs, BRAC, and other realignment or reshaping matters.  CPACs also advise employees and inform them about the impact of and employee options associated with transition actions (realignment, TOF, change-to-lower-grade, separation, etc.).  CPAC staffs work closely with local union representatives to assure all aspects of leadership initiatives are fully understood.  Specific tasks are outlined in the IDEF.

(6) Leaders manage the workforce within budget and manpower allocations, and direct transition activities in accordance with mandates imposed through the chain of command by DoD or Congress, such as BRAC or contracting-out reviews.  Within their organizational purview, managers also set goals and objectives to improve workforce efficiency or readiness, establish requirements for reshaping or streamlining the organization, and make other mission-driven managerial decisions that may necessitate reorganizations or other transition activities.  

(7) Employees make decisions regarding whether and when:   to resign or retire; to request full-time training and development opportunities that improve their standing; to apply for jobs; to accept or decline offers to change jobs within the Army; or to transfer to jobs outside of Army.  

e. TOOLS

(1) Automated Reduction-in-Force (AutoRIF) is an automated application that uses data from the DCPDS to facilitate processing RIFs.  AutoRIF enables tracking of employees, actions, placement determinations, and other RIF-related functions. 

(2) Master Employee Record Brief is a feature of the DCPDS database that summarizes employee information relevant to RIF actions.  The information is generally provided to the employee as an opportunity to review database accuracy prior to CPOC processing of a RIF.

(3) OPM Retirement Calculator is used by employees to assist them in making retirement and/or separation decisions.  The Retirement Calculator enables employees to compute an estimate of their retirement annuity, Thrift Savings Plan annuity or pay-out, and Social Security benefits.  It can be accessed via OPM’s Internet home page.

(4) Voluntary Early Out Authority (VERA) is a tool that allows employees to qualify for early voluntary retirement, thus minimizing the number of involuntary employee separations in periods of major down-sizing.

(5) Voluntary Separation Incentive Pay (VSIP) provides DoD employees in downsizing situations an opportunity to receive a voluntary separation payment or buyout up to $25,000.  If management decides to offer VSIP, the payment is made to employees who resign, elect voluntary early retirement, or retire optionally as a result of restructuring or downsizing.  

(6) DoD PPP provides placement alternatives that minimize the adverse impact on employees due to actions such as RIF, TOF, contracting-out, and base-closure.  

(7) ABC-C provides the full range of benefit and entitlement services to include retirement counseling, annuity estimates, and processing of retirement actions.

(8) EBIS provides employees with web-based access to benefits services 24 hours a day, 7 days a week.

(9) IVRS provides employees with automated, self-service benefits information that can be accessed from a touch-tone telephone system 24 hours a day, 7 days a week.

chapter 4 -    INTEGRATING FUNCTIONS

The CHR Life-Cycle Integrating Functions of Strategic Planning, Information Management, Process Management, and Processing Personnel Actions are described in this chapter.

4-1.  STRATEGIC PLANNING

a. DEFINITION.  This function ensures that CHR programs supporting the Army and its transformation also transform to provide world-class quality support to our future war-fighters.  

b. PRODUCTS.  Strategic planning produces the Army Civilian Human Resources Strategic Plan.

c. PRINCIPLES.  The Army is undergoing sweeping, unprecedented transformation, from major weapons systems and asymmetric battle tactics – to new services promoting the well-being of Army's people – to streamlining and modernizing the way the Army runs.  Change is an inevitable part of the Army culture.   As the Army plans for and implements change to meet current and future missions, CHR incorporates transformation into its strategic planning processes – from research into state-of-the-profession methodology, to program development and process improvements, to reconfigured CHR organizational structures.  Strategic planning principles include:

(1) Leaders have primary responsibility for planning to meet the requirements of Army transformation.  

(2) CHR considerations are an integral part of every strategic plan.  

(3) Incorporating efforts to achieve transformation into CHR strategic planning serves to strengthen the partnerships that CHR professionals (to include personnel managers, supervisors, specialists, assistants, and administrative support staff) have with leaders across Army.  Incorporating transformation into CHR strategic planning also reinforces our commitment to human capital planning.

(4) Planning is needed to meet requirements of The Army Plan (TAP) and the Government Performance and Results Act of 1993. 

d. ROLES AND RESPONSIBILITIES  

(1) HQDA, Office of the AG-1 (CPP) prepares a long range, five-year Army-wide CHR Strategic Plan.  This Tier I of the Strategic Plan establishes CHR corporate priorities for the out-years.  The Plan defines the direction of the CHR community for improving the environment and readiness of the CHR team, and enhancing delivery and results of CHR products and services.  The plan provides the framework for changes in culture, process, and partnership necessary for continued success in the 21st century.  It also provides the foundation for other members of the CHR team to guide planning efforts and achieve synchronization toward the end result.  HQDA also consolidates results of annual evaluations with other data, depicts progress toward corporate goals, and determines whether goals need to be revised.

(2) MACOM and IRA-level strategic planning involves translating the strategic goals and corporate priorities identified by HQDA and MACOM mission-unique priorities into objectives and specific actions needed to accomplish them.  They consolidate those objectives into Tier II Annual Operations Plans.  MACOMs develop and implement annual CHR operational plans that set forth measurable objectives and actions that link to corporate goals.  Components may also task subordinate activities to develop plans that link to their annual operational plans. For example, a MACOM may task a subordinate command to develop a supporting annual operational plan.  MACOMs annually evaluate operational plans against established performance objectives (and provide feedback to HQDA):  to measure progress; to identify areas that may require redistribution of resources; and to develop objectives for the next year. 

 
(3) CHRA and CHR Regional Directors develop and implement annual CHR operational plans for command and regional levels.  These plans translate Army’s strategic goals and corporate priorities into objectives and actions to be carried out at the CHRA and regional levels.  Regional plans incorporate both CPOC and CPAC actions into cohesive, synchronized efforts to achieve the Army’s strategic goals and corporate priorities, as well as the goals and objectives of serviced organizations.  Annually, CHRA, with input from CHR Regional Directors, uses established performance objectives to evaluate operational plans and provide feedback to HQDA, to measure progress of implementation, to identify targets for resource redistribution, and to develop objectives for the succeeding year.

(4) CPOCs participate in developing and implementing annual CHR operational plans for the region, and contribute to annual evaluation efforts. 

(5) CPACs participate in developing and implementing annual CHR operational plans for the region, and in conducting annual evaluation efforts.  CPACs are the link between the operational level customer, the MACOM, and the CHR community with respect to planning.  They are full partners with leaders in identifying the future state of the serviced organization and ways to reach that future state.  In this regard, they not only participate in and heavily drive development of the annual CHR operational plan, but they are also key participants in customers’ planning processes.  Through their knowledge of CHR procedures and processes, personal credibility, and technical competency, CPACs influence planning and anticipate future CHR problems and their solutions.  

(6) Leaders have primary responsibility for planning to meet the requirements of Army Transformation.  CHR is an integral part of nearly every plan and requires that leaders pay particular attention to issues such as requirements for reshaping, contracting of functions, organizational effectiveness, and the impact of such plans on the civilian workforce.  It is essential that leaders include CPACs in their planning processes to ensure that proper consideration is given to CHR issues of all types.  Tier III Individual Performance Plans are created between leaders and employees to define individual responsibility and accountability for achieving actions in annual operational plans.  The annual operational plans can also provide the basis for identifying training and developmental assignments that enable employees to contribute and excel.

e. TOOLS 

(1) Civilian Forecasting System (CIVFORS) supports strategic planning by enabling workforce data mining and analysis to forecast civilian workforce trends, issues, and problems (for example, projecting vacancies and diagnosing turnover problems). 

(2) Workforce Analysis Decision Support System (WASS+) enables simple and complex statistical analyses of historical civilian employment data. 

4-2.  INFORMATION MANAGEMENT (IM)

a. DEFINITION.  Information management involves two components.  First is functional integration – applying state-of-the-art, integrated automation systems and tools to CHR programs.  This type of IM support enhances the ability of the manager, employee, applicant, and CHR practitioner in carrying out the CHR program.  Technical support, to include development of new programs and tools, is the second component of the IM function.  The goal of technical support is to continuously move the CHR community and its serviced managers toward more effective tools and systems.

b. PRODUCTS.   IM produces automation systems, processes, and best practices that maximize the capabilities of human capital, are readily accessible, and easily utilized by all customers (leaders, employees, applicants) and CHR practitioners.

c. PRINCIPLES.  For over 20 years, CHR programs have been supported by an automated database capability for production of documents and maintenance of records.  Beginning in the early 1990’s, DoD recognized the potential of expanding CHRM automation to support, enable and enhance regionalization, and to reduce the number of operating level CHR offices throughout DoD.  Expansion of automation began with electronic mail and development of comparable systems designed to electronically move documents between managers and CHR staff.  Development continued and eventually resulted in fielding of Internet-based systems.  Internet-based systems now support the processes of:  managing and maintaining records; completing and submitting job applications; sharing information with applicants and leaders; developing, transmitting, and processing referral lists and selection decisions; and making decisions regarding election or change of employee benefits.  

(1)  Functional Integration Principles  

(a) Leaders and employees are expected to search for answers and take actions based on information gained from Internet or other electronic sources in addition to using CPAC advisory services. 

(b) Leaders are expected to be proficient in the use of automated tools required to initiate and complete daily personnel activities.

(c) The work that the CHR staff members carry out is accomplished through extensive use of automated tools that are intended to provide efficiencies and reduce the time spent on processing actions, finding and analyzing documents, and conducting research.  

(d) State-of-the-art technology is pursued to the maximum extent possible.  CHR staff members at all levels are available to support leaders with CHR advice and services, mission planning, and evaluation.

(e) Technology and the use of automated tools is expected to be fully integrated into CHR business processes, including new advancements as they become available, so that most applicant and employee business, and most business conducted between managers and the CHR community, can be accomplished through the use of automated tools.

(f) Data accuracy is maintained in accordance with current Department of the Army goals.

(g) Development, provision of access, and operation of any and all automated systems that support CHR are conducted in strict observance of all governing information security and national security guidelines.

(2) Technical Support Principles
(a) The demand for automated tools continually increases.

(b) DoD and/or Army-unique software application enhancements or changes require development of detailed functional descriptions to support programming efforts.  

(c) Development of Army automated IM systems and tools are in compliance with the Clinger-Cohen Act of 1996, which was enacted to address government-wide weaknesses in information technology resourcing.  The law and sound business practices require Federal agencies to have processes and information in place to document investment costs and benefits as compared to alternative solutions when considering any software system investment.  It also forbids use of duplicative databases and/or systems to maintain similar information and perform similar functions and tasks.

(d) All software development is conducted in accordance with the Army’s established Standard Life-Cycle Management Model.

d. ROLES AND RESPONSIBILITIES  


(1) DoD CPMS provides corporate-level leadership in IM for human resources management.  CPMS develops and manages CHR programs and systems for DoD; develops and recommends policy and provides guidance on all aspects of CHRM; and advises all levels of management in DoD regarding CHR IM issues.  CPMS is responsible for enhancing DoD CHR IM by streamlining and consolidating IM functional activities; implementing and managing the corporate database; standardizing personnel applications and systems; and providing user-friendly automated tools.


(2) HQDA, Office of the AG-1 (CPP) staffs generate concept plans and Functional Requirements Documents (FRDs) in accordance with Army Configuration Control Board (CCB) and DoD guidance.  Functional staffs prepare FRDs in conjunction with software developers and in accordance with the approved functional requirements document template.  Technical staffs implement documentation and software changes for headquarters Army-unique CHR applications, and carry out Software Configuration Management procedures for these software changes.  HQDA also programs for and funds life-cycle replacements for appropriated-fund CHR operations.  


(3) MACOMs plan for and fund life-cycle replacement for personal computers at the MACOMs.  They also identify desired automated tools and present them to the Army CCB for consideration.  

(4) CHRA and CHR Regional Directors manage automated systems supporting CHRM throughout the CPOCs, and provide support to CPACs through the CPOC IM staff.  They direct and execute the installation and maintenance of automated systems in the CPOCs, centralized support centers, and the region in accordance with life-cycle replacement plans and upgrade requirements.  CHRA develops and delivers training on new systems and prepares training materials for use throughout CHRA.  They identify desired automated tools and present them for Army CCB consideration.  Both offices develop and support requests for changes in systems to enhance performance, and ensure systems changes are fielded.  

(5) CPOCs manage and direct the full range of IM management for the region’s CHR programs.  They provide training for new systems to CPACs and end customers as needed.  They manage assigned databases and ensure steps are taken to reach and sustain a high level of accuracy.  They identify desired automated tools and make recommendations to the CHR Regional Director and CHRA for Army CCB consideration.  

(6) CPACs train and advise customers in use of automated tools, resources and products.  They also identify desired automated tools and make recommendations to the regional CHR director and CHRA for Army CCB consideration.  

(7) Leaders fully utilize the automated tools that are available.  They are responsible for performing initial research prior to contacting the CPAC for assistance.  

e. TOOLS


(1) Army CCB was established to assure compliance with the Clinger-Cohen Act.  The CCB accepts and evaluates proposals for, and prioritizes systems changes, to include configuration of the various operating systems, DoD and Army unique application software, hardware configuration and location, commercial off-the-shelf and government software, upgrades, cost and associated documentation.  Issues are reviewed in terms of their effects on performance of Army CHR programs and their functionality.  The Chairperson of the Army CCB is the AG-1 (CPP).  Members of the board include HQDA designated staff and representatives from each MACOM.  The CCB is the final authority for proposed program changes and, as appropriate, recommendations to the DoD CPMS.  


(2) Systems problem reports and helpdesk processes.  HQDA represents the Army CHR program on DoD systems and related interface and implementation matters, ensuring Army’s progress and continued automation transformation.  HQDA also establishes the procedures for systems problem reports and functional help desk processes for the CHR community.  


(3) Infrastructure and Technical Requirements Management.  The AG-1 (CPP) has established a central data processing facility and has oversight and maintenance responsibility for the entire infrastructure used for Army-unique applications in the CHR arena.  This infrastructure includes the following:

(a) The Army Central Data Center (ACDC) is located at Rock Island, Illinois.  This facility provides centralized support services for the Army CHR community, supporting all Army-unique applications.

(b) CHRA is located at Aberdeen Proving Ground, Maryland.  Personal computers and the entire infrastructure involved in DCPDS training are managed by CHRA with the assistance of the Assistant Project Manager for Regionalization under the Program Executive Office for Enterprise Information Systems (PEO-EIS).  

(c) The AG-1 (CPP) offices are located at the Pentagon and the Hoffman Complex in Alexandria, Virginia.  All PCs and hardware platforms supporting the AG-1 (CPP) are managed by the Program Support Division with assistance of the Assistant Project Manager for Regionalization under the PEO-EIS.  


(4) Configuration Management (CM).  The purpose of CM is to delineate the policies, organizational responsibilities, processes, procedures, and methods necessary to ensure the configuration identification, control, status accounting, and audit of all baseline hardware and software elements.  CHRA initiates CM activities by establishing computer hardware, software, and telecommunication baselines for all CPOCs and CPACs.

(5) Continuity of Operations Plans (COOPs) are required to ensure ongoing support to CHR programs as normal operations shift to emergency scenarios.  COOPs cover various aspects of the infrastructure belonging to the Office of the AG-1 (CPP), to include ACDC, CPOCs and CHRA.  

(6) Functional Tools.  Both DoD and Army have developed numerous automated tools that support CHRM programs.  These tools are described within each applicable functional discussion.

4.3.  PROCESS MANAGEMENT.  

This integrating function includes the interrelated components of customer service and production management.

a. DEFINITION.  Process management establishes standard operating procedures for CHR functions, providing detailed descriptions of the common CHR business processes.

b. PRODUCTS.  Process management results in establishment of the IDEF and BPMs that enhance the delivery of consistently high-quality CHR services and products through standardization.

c. PRINCIPLES.  BPMs are established to depict the total life-cycle of CHR activities.  They delineate processing steps, establish average processing times for CHR activities, and set processing goals that provide standards-of-service expectations for leaders and others outside the CHR community who have CHRM responsibilities.  The processes and timelines included in the BPMs are subject to change in response to exigencies of CHR programs and corresponding changes in the IDEF.  They may also be subject to variations due to provisions in negotiated labor agreements or local laws.

(1) Customer Service.  Customer service is at the core of every CHR activity – it defines the CHR community’s reasons for existence.  It is vital that CHR staff are diligent, not only in anticipating and meeting customers’ needs, but also in exceeding them.  CHR customer service requirements are based on Gallup Organization studies that identified four hierarchical levels of customer expectations – accuracy, availability, partnership and advice.  These four levels clearly and succinctly describe the extent of customer service that CHR practitioners are expected to provide their customers. 

At the lowest level of expectation, customers deserve and expect accuracy – CHR provides quality products and work processes are handled correctly.  The next level is availability – CHR organizations and staff are accessible and available when customers need support, and products and services are delivered timely.  These two levels, even when executed perfectly, do not result in customer satisfaction; they only prevent dissatisfaction.  It is only at the more advanced levels – partnership and advice – that customer satisfaction is attained.  At the partnership level, customers expect the CHR community to understand them, their missions, and their unique needs – CHR operates as part of the customer’s team.  At the highest level, advice, customers completely trust CHR staff members and CHR has earned a place at the customer’s table – customers seek CHR counsel and guidance, knowing they can rely on it completely. 

The two lowest expectation levels are generally attained by assuring proper staffing levels, appropriate staff training, and efficient processes and procedures.  The third and fourth levels, however, are only reached when the CHR community actively seeks to understand its commitment to customer service as a core value and embraces the roles it plays in achieving all expected levels of customer service.

(2) Production Management.  Production management is an integral part of customer service.  The delivery of quality and timely CHR services and products in a regionalized environment requires the use of production management techniques, procedures and tools.  CHR Regional Directors and CPOCs are responsible for monitoring and reporting production status and accomplishment.  While continuing analysis is required, it is just as important to understand that production management is not the end in and of itself, but rather a means to attaining the end goal of excellent customer service.  

d. ROLES AND RESPONSIBILITES  

(1) HQDA, Office of the AG-1 (CPP) establishes Army-wide expected levels of customer service, provides guidance on production management, and monitors progress toward established goals.

(2) MACOMs provide feedback regarding customer service expectations.

(3) CHRA, with input from CHR Regional Directors, establish customer service and production management goals and objectives, and monitor progress toward realization of objectives.

(4) CPOCs ensure that products and services meet both customer service and production management goals and expectations.  CPOC staffs apply the principles of production management on a daily basis to control the volume of production-oriented work.  CPOC management understands and uses production reports and tools to check status of individual actions, discern production trends, and monitor activity patterns.  

(5) CPACs advise and assist management as appropriate.  

(6) Leaders provide feedback that is essential to determining whether customer service efforts at the operational level meet expectations.  

e. TOOLS

(1) ART provides CHR staff and leaders with data regarding processing of individual actions and groups of RPAs.  This includes separate applications for employee data, in-box statistics, RPA tracking, Gatekeeper, help desk, NPA tracking, organization structure, and administrative/enter Gatekeeper. 

(2) Civilian Productivity System (CIVPRO) is used to monitor production management from a macro level – it provides qualitative data and statistics such as average days to classify or fill positions, numbers and kinds of actions completed, anomalies in data quality, and the like.  CHR leaders typically use CIVPRO to assess timeliness and production volume.

4-4.  PROCESSING ACTIONS 

The Army uses DCPDS, the current DoD-mandated standard personnel automated system that processes and maintains records of CHR activity.  Army designed and implemented associated mandatory systems such as ART and Gatekeeper Checklists.

a. DEFINITION.  Action processing is an interactive automated means of creating, editing, approving, coordinating, processing, and tracking personnel actions.

b. PRODUCTS.  Action processing results in a standardized, integrated process for supervisors, managers, personnelists, manpower, and payroll to manage personnel actions electronically, coordinate with appropriate officials, and provide reports.

c. PRINCIPLES.  All personnel actions meet regulatory requirements and conform with the task assignments and process flow established in the IDEF and BPMs.  They also comply with Merit Systems Principles and are not the result of Prohibited Personnel Practices.

d. ROLES AND RESPONSIBILITES  

(1) HQDA, Office of the AG-1 (CPP) establishes Army-wide guidance regarding broad processing expectations and provides detailed instructions on processing issues or problems.

(2) MACOMs have no role in processing personnel actions.

(3) CHRA and CHR Regional Directors establish expectations and objectives, and monitor CHR issues and concerns.

(4) CPOCs process RPAs after determining that the initiator has provided sufficient information.  If the information provided is not sufficient, the CPOC contacts management to acquire additional information, or in rare cases, may return the RPA to management if the additional information is not provided timely.  The CPOC completes all required processing, and ensures accuracy of the action and the database of record for all employees.  The CPOC:

· processes RPAs and routes them within the timelines established in BPMs;

· administers NPAs that result from entering personnel actions in the DCPDS;

· ensures that the database is properly updated and authenticates the personnel action, attesting to its accuracy, and legal and regulatory sufficiency; and 

· prints NPAs and files them in the Official Personnel Folder (OPF) maintained in the CPOC.

(5) CPACs may advise on and assist in establishing or modifying action routing within serviced organizations and provides assistance and guidance in advance to ensure appropriate completion of the action.  The CPAC does not handle individual RPAs or advise on individual cases once they are submitted to the CPOC.

(6) Leaders seek early guidance from the CPAC in anticipation of individual actions.  They initiate electronic RPAs in DCPDS, use CHR management tools in ART to attach a Gatekeeper checklist that provides additional information regarding the action, obtain management and resource management approval in accordance with internal guidance, and provide additional information as requested by the CPOC.  Leaders submit RPAs within the timelines provided in BPMs; they also print and provide copies of all NPAs to affected employees.

e. TOOLS

(1) ART provides CHR staff and leaders with data regarding processing of individual and groups of RPAs.  This includes separate applications for employee data, in-box statistics, RPA tracking, Gatekeeper, help desk, NPA tracking, organization structure, and administrative/enter Gatekeeper.   

(2) CIVPRO is used to monitor production management from a macro level – it provides qualitative data and statistics such as average days to classify or fill positions, numbers and kinds of actions completed, anomalies in data quality, and the like.  CHR leaders typically use CIVPRO to assess timeliness and volume of production.

APPENDIX A - integrated definition, explanatory information

STATUS OF THE IDEF

The IDEF Version 1.1, available on the CPOL website, is the culmination of several years’ continuing efforts to delineate, clarify, and articulate Army CHR business processes.  

Version 1.1 is a reformatted and finalized update of the preceding IDEF draft that was posted on the CPOL.  That draft was the result of a May 2002 “Civilian Personnel Roles and Responsibilities Workshop.”  During the workshop, participants from Army MACOMs, Field Operating Agencies, CPACs, CPOCS, and headquarters staff collaborated in revalidating previous IDEF task listings.  The Office of the Assistant G-1 (Civilian Personnel Policy), in coordination with the Civilian Human Resources Agency (CHRA), subsequently edited the draft, resulting in the current Version 1.1.  

IDEF CONTENTS

The IDEF is comprised of a series of worksheets that depict major life-cycle functions of Army CHR operations.  Each worksheet represents a significant functional segment of CHR operational work, listing the tasks and major processing steps (or sub-tasks) of each of those functions, and assigning responsibility for each of the tasks/sub-tasks to specified components of the CHR community at varying organizational levels. 

Each IDEF worksheet includes a heading that identifies the applicable CHR functional segment, with columns labeled:  “Task #, Task, Task Owners (Manager, Employee, Administrative POC, CPAC, CPOC, MACOM, CHRA, DA, ABC-C, and Other Task Owner), and Comment.”   Individual tasks are listed on the left side of the page.  Major tasks appear in blue text and are identified with a whole number preceded by an alphabetic character.   Sub-tasks appear in black text and are given a sequentially-numbered suffix. The column for the appropriate task owner is marked with an “x,” except under “Other Task Owner,” where the identity of the owner is spelled out.  Comments appear on the right side of the line, where applicable.  Within each of the functional segments, tasks are listed in alphabetical order by the task name.  Sub-tasks are generally listed in process-flow order.

USE OF THE IDEF

Effective 1 October 2003, assignment of CHR operational tasks and business processes is required to be in accordance with the IDEF Version 1.1, with the exception of Local National functions.  The Local National IDEF task listings were not included in Version 1.1, but are being issued in a subsequent version.

The IDEF task listings articulate and document business processes.  They assign roles and responsibilities to various echelons of CHR throughout the Army and incorporate governing delegations of authority, Memoranda of Understanding, and other regulations and guidelines.  

The publication of Version 1.1 conveys HQDA approval and authorization of the processes described in the IDEF, and serves several essential purposes:

· Tasks listed in the IDEF provide a foundation for development and/or revision of corresponding Business Process Maps and Standard Operating Procedures.  

· The IDEF also serves as a basis for establishing CHR operational practices, and provides a foundation for training on civilian personnel operational functions.  It also provides a base-line for streamlining civilian personnel processes, making improvements in service-delivery, and conducting functional or work-flow analyses associated with development or revision of CHR automation tools.

· Customers and personnelists use the IDEF to learn about CHR services and processes, and to understand the roles not only of various CHR service-providers, but also of managers and employees, in carrying out CHR functions.  Customers can also learn about steps for initiating personnel actions and other requests and the sequence of events associated with CHR processes.  In some cases, the IDEF provides time-frames and service expectations for CHR functions.

· For installation and MACOM commanders and managers, the IDEF provides a guide for making CHR operational work assignments.

· The IDEF is used by the Civilian Personnel Evaluation Agency to assess appropriateness and effectiveness of personnel office operations.  

The IDEF is intended to be a living document, given the dynamic and varied environments in which Army CHR operations take place, enabling rapid responses to changes in legislation and policy, organizational structures and relationships, and mission exigencies.  Frequent subsequent revisions are anticipated and variations in standardized task assignments will undoubtedly be necessary. 

Requests for IDEF exceptions, variations, and/or changes are required to be made through appropriate command and/or management channels, routed through CHRA for concurrence, and staffed and approved by the Assistant G-1 (Civilian Personnel Policy).

APPENDIX B - ORGANIZATIONAL STRUCTURE - ASSISTANT SECRETARY OF THE ARMY (MANPOWER AND RESERVE AFFAIRS)


ORGANIZATIONAL STRUCTURE – DEPUTY CHIEF OF STAFF FOR PERSONNEL


ORGANIZATIONAL STRUCTURE, OFFICE OF THE ASSISTANT G-1 FOR CIVILIAN PERSONNEL POLICY


APPENDIX C - ORGANIZATIONAL STRUCTURE, CIVILIAN HUMAN RESOURCES AGENCY


Note:  All CPACs are under operational control of garrison/other appropriate commander.

APPENDIX D - ORGANIZATIONAL STRUCTURE, CONUS CPOC


APPENDIX E - BOD CHARTER

Charter for

Civilian Human Resources Board of Directors
1. Name of Charter Group:  Civilian Human Resources (CHR) Board of Directors (BOD)


2. Date Established:  May 2001

3.  Charter Update:  June 2003


4.  Mission and Purpose:  The Civilian Human Resources Board of Directors is chartered to:  1) bring Army-wide perspectives to the development of strategies, systems, polices, and programs to support the effective and efficient management of Army’s civilian work force; and, 2) provide input on Headquarters, Department of the Army priorities from the represented organizational perspective.  The Board will advise the Assistant G-1 for Civilian Personnel Policy in the development of corporate Army responses to special initiatives.  The Board will work collegially to:


a. Oversee and advise on the development of doctrine and plans for Army’s Civilian Human Resources Management roles and responsibilities in support of Army Commanders, Soldiers and other customers;


b. Develop reengineering requirements and strategies for delivery of quality civilian personnel products and services;


c. Commission the analysis of trend data and data from survey tools to focus on program improvements and redirection; and


d. Conduct or direct special studies or analyses in order to provide input to the development of Army and/or Department of Defense CHR policy and program development.

5.  Membership and Roles:  
a. The Assistant G-1 for Civilian Personnel Policy (CPP) will chair the  board meetings.  In his/her absence, an acting chair may be appointed from the CHR BOD membership.  With input from board members, the Asst G-1 (CPP) will make all final board decisions.  

b. Membership includes the CHR principal (or designated representative) from the following:

· U.S. Army Europe
· U.S. Army Forces Command
· U.S. Army Materiel Command

· U.S. Army Training and Doctrine Command

· Eighth US Army

· U.S. Army Corps of Engineers

· U.S. Army Medical Command

· US Army Pacific Command

· Military Traffic Management Command

· U.S. Army Military District of Washington

· U.S. Army Intelligence and Security Command

· Installation Management Agency

· Civilian Personnel Management, AG1 (CPP)

· Civilian Human Resources Agency

· Human Resource Management Directorate, Office of the Administrative Assistant to the Secretary of the Army

· Policy and Program Development Division, AG1 (CPP)

· Independent Reporting Activity (IRA) Representative (serving a one-year term on behalf of all Army IRAs)

· Executive Secretary/CHRM Proponent

6.  Meetings:  Meetings will be held quarterly.  Representation by at least nine members will constitute a quorum.


7.  Signature of CHR BOD Members:

· Assistant G-1 for Civilian Personnel Policy, Chair

________________________________________________________

· US Army Europe

      _______________________________________________________

· U.S. Army Forces Command

________________________________________________________

· US Army Materiel Command

________________________________________________________

· U.S. Army Training and Doctrine Command 


________________________________________________________

· Eighth U.S. Army


________________________________________________________

· U.S. Army Corps of Engineers


________________________________________________________

· U.S. Army Medical Command

     ________________________________________________________

· US Army Pacific Command


 _______________________________________________________

· Military Traffic Management Command

     ________________________________________________________

· U. S. Army Military District of Washington


________________________________________________________


· U.S. Army Intelligence and Security Command

________________________________________________________


· Installation Management Agency     


________________________________________________________ 

· Civilian Personnel Management, AG1, (CPP)

________________________________________________________

· Civilian Human Resources Agency

________________________________________________________

· Human Resource Management Directorate, Office of the Administrative Assistant to the Secretary of the Army


________________________________________________________

· Policy and Program Development Division, AG1 (CPP) 

________________________________________________________

· Independent Reporting Activity (IRA) Representative, Civilian Personnel Director, United States Military Academy, West Point 


________________________________________________________


· Executive Secretary/CHRM Proponent

________________________________________________________

APPENDIX F - glossARY OF ACRONYMS 

	ACRONYM
	MEANING (names of information management systems/tools are colored)

	AASA
	Administrative Assistant to the Secretary of the Army

	ABC-C
	Army Benefits Center-Civilian

	ACDC
	Army Central Data Center

	ACPM
	Activity Career Program Manager

	ACTEDS
	Army Civilian Training, Education and Development System

	AG-1 (CPP)
	Assistant G-1 (Civilian Personnel Policy)

	ANSWER
	Applicant Notification System Web Enabled Response

	ART
	Army Regional Tools

	ASA (M&RA)
	Assistant Secretary of the Army (Manpower and Reserve Affairs)

	AutoRIF
	Automated RIF 

	BOD
	Board of Directors [relates to CP-10]

	BPM
	Business Process Map

	BRAC
	Base Realignment and Closure

	CARE
	Civilian Assistance and Reemployment Program [relates to DoD]

	CCB
	Configuration Control Board [relates to information management systems]

	CES
	Civilian Education System

	CFR
	Code of Federal Regulations

	CHR
	Civilian Human Resources

	CHRA
	Civilian Human Resources Agency

	CHRM
	Civilian Human Resources Management

	CIVFORS
	Civilian Forecasting System

	CIVPRO
	Civilian Productivity System

	CIVTRACKS
	Civilian Tracking System [relates to deployment]

	CM
	Configuration Management [relates to information management systems]

	CONUS
	Continental United States

	COOP
	Continuity of Operations Plan

	CP-10
	Career Program #10 [CHR career program identifier]

	CPAC
	Civilian Personnel Advisory Center

	CPD
	Civilian Personnel Directorate [or “Director” – relates to a MACOM]

	CPEA
	Civilian Personnel Evaluation Agency

	CPM
	Career Program Manager

	CPMS
	Civilian Personnel Management Service [relates to DoD]

	CPO
	Civilian Personnel Offices [outmoded terminology, see CPAC]

	CPOC
	Civilian Personnel Operations Center

	CPOL
	Civilian Personnel On-Line


	ACRONYM
	MEANING (names of information management systems/tools are colored)

	CSA
	Chief of Staff of the Army

	DCIPS
	Defense Civilian Intelligence Personnel System

	DCPDS
	Defense Civilian Personnel Data System

	DCS, G-1
	Deputy Chief of Staff, G-1

	DEA
	Delegated Examining Authority

	DEMO
	Demonstration Project

	DLAMP
	Defense Leadership and Management Program

	DoD
	Department of Defense

	DUSD (CPP)
	Deputy Under Secretary of Defense (Civilian Personnel Policy)

	EBIS
	Employee Benefits Information System

	E-E
	Emergency-Essential

	EEOC
	Equal Employment Opportunity Commission

	EO
	Executive Order

	FASCLASS
	Fully Automated System for Classification

	FC
	Functional Chief [relates to a career program]

	FCR
	Functional Chief Representative [relates to a career program]

	FECA
	Federal Employees Compensation Act

	FEHB
	Federal Employees Health Benefits

	FLRA
	Federal Labor Relations Authority

	FRD
	Functional Requirements Document [relates to information management systems]

	GS
	General Schedule

	HQDA
	Headquarters, Department of the Army

	HR
	Human Resources

	HRDD
	Human Resource Development Division [relates to a CPOC]

	IDEF
	Integrated Definition [relates to roles and responsibilities]

	IDP
	Individual Development Plan

	IM
	Information Management

	IRA
	Independent Reporting Agency

	ISD
	Information Services Division [relates to a CPOC]

	IVRS
	Interactive Voice Response System

	KSAO
	Knowledge, Skills, Abilities, and Other 

	LN
	Local National

	MACOM
	Major Command

	MEO
	Most Efficient Organization

	MER
	Management-Employee Relations

	MOB TDA
	Mobilization Table of Distribution and Allowances

	NAF
	Nonappropriated Fund

	NAF HRO
	Nonappropriated Fund Human Resources Office

	NPA
	Notification of Personnel Action

	OCONUS
	Outside the Continental United States


	ACRONYM
	MEANING (names of information management systems/tools are shaded)

	OMB
	Office of Management and Budget

	OPF
	Official Personnel Folder

	OPM
	Office of Personnel Management

	OSD
	Office of the Secretary of Defense

	PD
	Position Description

	PEO-EIS
	Program Executive Office for Enterprise Information Systems

	POC
	Point of Contact

	PPP
	Priority Placement Program

	RESUMIX
	An automated system for building, submitting, gathering, and retrieving resumes [RESUMIX is a product name, not an acronym per se]

	RIF
	Reduction-in-Force

	RPA
	Request for Personnel Action

	RPL
	Reemployment Priority List

	SA
	Secretary of the Army

	SCM
	Software Configuration Management

	SecDef
	Secretary of Defense

	SES
	Senior Executive Service

	TAP
	The Army Plan [relates to strategic planning]

	TDA
	Table of Distribution and Allowances

	TOF
	Transfer-of-Function

	TSP
	Thrift Savings Plan

	US
	United States

	USAJOBS
	OPM’s centralized employment information Internet website [USAJOBS is a product name, not an acronym per se]

	USAPA
	US Army Publication Agency

	USC
	United States Code

	VERA
	Voluntary Early Out Authority

	VSIP
	Voluntary Separation Incentive Pay

	WASS+
	Workforce Analysis Decision Support System
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PROHIBITED PERSONNEL PRACTICES


 5 USC, Section 2302(b)





(b) Any employee who has authority to take, direct others to take, recommend, or approve any personnel action, shall not, with respect to such authority –


(1)  discrimination for or against any employee or applicant for employment…on the basis of race, color, religion, sex, or national origin…age…sex…handicapping condition…marital status or political affiliation…;


(2) solicit or consider any recommendation or statement, oral or written, with respect to any individual who requests or is under consideration for any personnel action unless such recommendation or statement is based on the personal knowledge or records of the person furnishing it and consists of…an evaluation of the work performance, ability, aptitude, or general qualifications…an evaluation of the character, loyalty, or suitability…;


(3) coerce the political activity or any person (including the providing of any political contribution or service) or take any action against any employee or applicant for employment as a reprisal for the refusal of any person to engage in such political activity; 


(4) deceive or willingly obstruct any person with respect to such person’s right to compete for employment;


(5) influence any person to withdraw from competition for any position for the purpose of improving or injuring the prospects of any other person for employment;


(6) grant any preference or advantage not authorized by law, rule, or regulation to any employee or applicant for employment (including defining the scope or manner of competition or the requirements for any position) for the purposes of improving or injuring the prospects of any particular person for employment;


(7) appoint, employ, promote, advance, or advocate for appointment, employment, promotion, or advancement, in or to a civilian position any individual who is a relative…of such employee if such position is in the agency in which such employee is serving as a public official…or over which such employee exercises jurisdiction or control as such an official;


(8) take or fail to take, or threaten to take or fail to take, a personnel action with respect to any employee or applicant for employment because of…any disclosure of information by an employee or applicant which the employee or applicant reasonably believes evidences…a violation of any law, rule or regulation, or…a gross mismanagement, a gross waste of funds, an abuse of authority, or a substantial and specific danger to public health or safety, if such disclosure is not specifically prohibited by law and…not specifically required by Executive Order to be kept secret in the interest of national defense or the conduct of foreign affairs; or any disclosure to the  Special Counsel, or to the Inspector General of an agency [of the same violations];


(9) take or fail to take, or threaten to take or fail to take, and personnel action against any employee or applicant for employment because of…the exercise of any appeal, complaint, or grievance right granted by any law, rule or regulation…testifying for or otherwise lawfully assisting any individual in the exercise of any [such] right…cooperating with or disclosing information to the Inspector General of an agency; or the Special Counsel…refusing to obey an order that would require the individual to violate a law;


(10) discriminate for or against any employee or applicant for employment on the basis of conduct which does not adversely affect the performance of the employee or applicant or the performance of others; except that nothing in this paragraph shall prohibit an agency from taking into account in determining suitability or fitness any conviction of the employee or applicant for any crime…;


(11) …knowingly take, recommend, or approve any personnel action if taking of such action would violate a veterans’ preference requirement; or…knowingly fail to take, recommend, or approve any personnel action if the failure to take such action would violate a veterans’ preference requirement; or


(12) take or fail to take any other personnel action if the taking of or failure to take such action violates any law, rule, or regulation implementing, or directly concerning, the merit system principles….











Strategic 





Forecasting





Consulting





Expert 





Integration





INITIATIVE





MERIT PRINCIPLES


5 USC, Section 2301 (b) 


 


Recruitment should be from qualified individuals from appropriate sources in an endeavor to achieve a workforce from all segments of society, and selection and advancement should be determined solely on the basis of relative ability, knowledge, and skills, after fair and open competition which assures that all receive equal opportunity.


All employees and applicants for employment should receive fair and equitable treatment in all aspects of personnel management without regard to political affiliation, race, color, religion, national origin, sex, marital status, age, or handicapping condition, and with proper regard for their privacy and constitutional rights.


Equal pay should be provided for work of equal value, with appropriate consideration of both national and local rates paid by employers in the private sector, and appropriate incentives and recognition should be provided for excellence in performance.


All employees should maintain high standards of integrity, conduct, and concern for the public interest.


The Federal workforce should be used efficiently and effectively.


Employees should be retained on the basis of the adequacy of their performance, inadequate performance should be corrected, and employees should be separated who cannot or will not improve their performance to meet required standards.  


Employees should be provided effective education and training in cases in which such education and training would result in better organizational and individual performance.


Employees should be – (A) protected against arbitrary action, personal favoritism, or coercion for partisan political purposes, and (B) prohibited from using their official authority or influence for the purpose of interfering with or affecting the result of an election or a nomination for election.


Employees should be protected against reprisal for the lawful disclosure of information which the employees reasonably believe evidences – (A) a violation of any law, rule, or regulation, or (B) mismanagement, a gross waste of funds, an abuse of authority, or a substantial and specific danger to public health or safety.








T





S





U





R





T





S





L





L





I





K





S





CUSTOMER KNOWLEDGE





The Successful CHR Advisor





� EMBED Word.Picture.8  ���





I will support and defend the Constitution of the United States against all enemies, foreign and domestic; that I will bear true faith and allegiance to the same; that I take this obligation freely, without any mental reservation or purpose of evasion; and that I will well and faithfully discharge the duties of the office on which I am about to enter. So help me God.
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Model for CHR Operational Support Success
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