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SECTION 310  APPLICATION OF NEW STANDARDS

Ref (a) CPI 511-3

1.  Purpose.  To set forth policies and establish procedures and responsibilities for the application of new standards/guides in accordance with reference (a).

2.  Policy.  Office of Personnel Management (OPM) standards and Department of the Navy (DON) guides are applicable immediately upon receipt unless otherwise specified.  Every effort must be made to implement these standards/guides within six months from the date of receipt.

3.  Discussion.  The standards published by OPM serve as the sole basis for classification decisions.  These standards define the various classes of positions in terms of duties, responsibilities and qualification requirements; establish official class titles; and set forth the grades in which the classes have been placed.  DON issues supplemental guidance that is designed to facilitate the interpretation of OPM standards.  Use of these standards and guides is mandatory and, as new standards/guides are issued, they must be implemented/applied immediately to ensure that position/job descriptions are properly classified.

4. Responsibility
    a.  HRSC Code 52 will
        (1) Download new standards from appropriate Web sites and advise HRSC Code 53 and HROs of the new standards via electronic mail;

        (2) Review new standards, identify significant changes, and advise Code 53, the appropriate HROs, and managers/ supervisors (via HROs) of the potential impact the new standard(s) may have upon existing positions;

        (3) Request that Code 20 provide a DCPDS listing of affected PDs;

        (4) Forward the DCPDS listing and cover letter directly to the affected activity and provide the HRO with copy of same;

        (5) Classify PDs of record certified accurate and any new PDs or pen & ink changes submitted;

        (6) Review the returned DCPDS PD listing and drop from database (e.g. PTI 054) vacant, duplicate, abolished, and those positions identified as no longer needed;

        (7) Create a spreadsheet for all PDs evaluated.  The spreadsheet will contain pertinent information about the application of the new standard and the kind of impact it had upon the PDs evaluated;

        (8) Notify commands and HROs of grade changes to encumbered positions prior to effecting the change;

        (9) Effect personnel actions involving changes in title or series;

        (10) Forward grade change classification actions for encumbered positions to the appropriate Code 53 team for action;

        (11) Process new and changed PDs and forward to DAPS for scanning;

        (12) Notify HROs when an activity is late in responding to requested PD accuracy information.  Make two subsequent follow-ups at 45-day intervals to the appropriate activity official and HRO Advisor;

        (13) Annotate DCPDS local DIN with date the new standard was applied and other pertinent information;

    b.  For MTP Activities
        (1) HRSC Code 52 will
            (a) Download new standards from appropriate Web sites and advise HRSC Code 53 and HROs of the new standards via electronic mail;

            (b) If known, advise HRSC Code 53, the appropriate HROs and managers/supervisors (via HROs) of the potential impact the new standard(s) may have upon existing positions;

            (c) Request that Code 20 provide a DCPDS listing of affected PDs;

            (d) Forward the DCPDS listing and sample cover letter to the HRO;

            (e) Forward revised PDs to DAPS for scanning and input local DIN data.

    c.  HROs will
        (1) Notify union(s) that new classification standards have been received and will be applied;

        (2) Review new standards, identify significant changes, and advise the supervisors/managers/unions of potential impact;  

        (3) Instruct supervisors/managers to review PDs for accuracy, apply the new standards, and return their annotated DCPDS listing to the HRO;

        (4) Assist activity managers/supervisors in applying new OPM/DON classification standards in accordance with established time limits;

        (5) Assist activity managers/supervisors in forwarding SF-52s to the HRSC for positions whose title, series, and/or grades change;

        (6) Assist activity managers/supervisors in forwarding copies of reviewed PDs and OF-8s to the HRSC, via the HRO;

        (7) Forward copies of PDs, pen & ink changes, and OF-8s to the HRSC for PD scanning and for DCPDS data coding;

        (8) Monitor activity response to application of new standards and notify the department/activity head when the department has failed to apply the standards within OPM/DON established time limits;

        (9) Ensure that position classification grade level criteria that has not been applied within established time frames is applied to affected positions prior to forwarding a personnel action to the HRSC;

        (10) Maintain completed DCPDS listings.                 
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