Interim Department of Army DCIPS Policy
VOLUME 2007 – Defense Civilian Intelligence Personnel System Occupational Structure
REFERENCES.  See Enclosure 1.
1. AP-V 2007.1.  PURPOSE
a.
Overall Instruction.  Pursuant to Reference (a) and in accordance with the authorities in References (b), (c), (d) and (e), the Secretary of Defense authorizes the Secretary of the Army to implement and comply with DCIPS policies and programs. In accordance with this authority, the Secretary of the Army delegates authorities as set forth in this issuance to Commanders of the Army Commands, the Commanders of the Army Service Component Commands, the Commander/Superintendent of the Direct Reporting Units and the Administrative Assistant to the Secretary of the Army.  For purposes of this delegation, the Principal Officials of the Headquarters, Department of Army (HQDA), their staffs and other elements, including Field Operating Agencies, Staff Support Agencies, and those Direct Reporting Units not covered above (to include the U.S. Army Acquisition Support Center) fall under the purview of the Administrative Assistant to the Secretary of the Army.
b.  This Volume. This issuance establishes Army policies, responsibilities and procedures for the Defense Civilian Intelligence Personnel System (DCIPS) occupational structure and further supplements and must be used in concert with Reference (f) and Army policy guidance on occupational structure.  Additional supplementation is not authorized except where permitted. 
NOTE: Army policy, indicated by the prefix AP, is numbered to align with DoD volume 2007 issued through OSD formal coordination process on February 9, 2009.  All italicized text indicates Army supplementation. 
2. AP-V 2007.2.  APPLICABILITY.  This issuance applies to Army civilian positions, employees or organizations engaged in or in support of an intelligence or intelligence-related mission as described by one of the following methods: 
a. Organizational.  Positions in commands and activities that have a primary intelligence mission.
b. Occupational.  Positions engaged in intelligence and related work (requiring a significant degree of specialized intelligence knowledge, skills, and abilities) in non-intelligence commands and activities.
(1) All positions in IA-0132 or IA-0134 series. 
(2) All positions in  IA-0080 or  IA-0086-series, the duties of which are predominantly (at least 51 percent) intelligence-related. Intelligence-related IA-0080 positions involve the direction, planning, development, implementation, coordination, control, inspection, or conduct of specific programs. These programs are designed primarily to protect information, materiel, operations, and/or facilities from such national security threats as compromise, unauthorized disclosure, or espionage.
(3) All positions in IA-1710, IA-1712 or IA-1702 series, which are located in an organization performing an intelligence mission and which require intelligence-related knowledge, skills, and abilities (KSAs). 
(4) All scientific and technical positions engaged in targeting and/or the engineering, physical, or technical sciences in an intelligence function, which are assigned to an organizational component performing an intelligence mission. These positions are in the professional work category in the IA-0400, IA-0800, IA-1300, or IA-1500 occupational groups. 
c. Discretionary. Position(s) in direct support of intelligence functions located within non-intelligence commands and activities may be covered by DCIPS. 
d. Requests for Coverage.  Functional management officials, in conjunction with the servicing Civilian Human Resources (CHR) Advisor, will determine coverage of DCIPS positions in accordance with the applicability methods outlined in this issuance. Decisions on coverage will not be influenced by the desires of the incumbent.  Requests for additional occupational series or discretionary coverage determinations shall be reviewed by the servicing CHR Advisor through the chain of command and submitted by the Commanders of the Army Commands, the Commanders of the Army Service Component Commands, the Commander/Superintendent of the Direct Reporting Units and the Administrative Assistant to the Secretary of the Army to the Headquarters Department of Army (HQDA) Deputy Chief of Staff (DCS) G-2, Intelligence Personnel Management Office (IPMO),  (DAMI-CP), WASH DC 20310-1001, in coordination with the Under Secretary of Defense for Intelligence (USD(I)). For purposes of this delegation, the Principal Officials of the Headquarters, Department of Army (HQDA), their staffs and other elements, including Field Operating Agencies, Staff Support Agencies, and those Direct Reporting Units not covered above (to include the U.S. Army Acquisition Support Center) fall under the purview of the Administrative Assistant to the Secretary of the Army.
(1) Requests for coverage of additional series shall address the following factors: 
(a) Position requirements for the inclusion of intelligence-related KSAs. 
(b) Historical role and relationship of the occupational series to DoD and/or Army's intelligence mission or organizations, if applicable. 
(c) Command requirements. 
(d) Career development patterns. 
(e) Impact on the overall Army civilian personnel management program or on other existing career programs. 
(f) Impact on local personnel administration (e.g. classification, recruitment, security requirements).
(g) General employee equity.
(2) Commands and subordinate commands can seek approval (through their chain of command) for discretionary coverage. Requests for discretionary coverage should include the following:
(a) List of the position(s) to be covered (pay plan, series, grade, title, UIC, UIC-organization, TDA paragraph and line number. 
(b) Organizational chart showing how the position(s) relates to other positions within the organization.

(c) Specify that these positions are either engaged in intelligence functions or provide direct support to intelligence functions for the majority of the time (i.e., require intelligence or intelligence related KSAs).  
(d) Copy of proposed position description(s).  
(e) Positions must first be excluded from coverage in the Federal Government Labor Relations program and so indicated in the request memo. Bargaining Unit coverage is not allowed, so you must resolve that issue first, if applicable before submitting the request. 

Note: If discretionary coverage is requested and approved for whole units (e.g., all positions assigned to the G-2, regardless of series), all future positions may also be requested for coverage under DCIPS. If request is limited to select positions in a unit, any future positions will have to be approved on a case-by-case base. 
e. The HQDA DCS, G-2 IPMO may conduct studies to identify additional series that meet the Army and DoD criteria.
f. Exclusions. 
(1) Employees specifically excluded by statute are not covered by DCIPS (Reference (a)).  The Secretary of the Army may further exclude employees who are not covered under reference (a). 
(2) Exclusion from the Federal Labor-Management Relations Program 
(a) Reference (g) specifies that a bargaining unit will not be determined to be appropriate if it includes any employee engaged in intelligence, counterintelligence, investigative, or security work which directly affects national security. 
(b) Reference (h) specifically excludes the U.S. Army Intelligence and Security Command (INSCOM); the U.S. Army Intelligence Agency; Headquarters, Department of the Army (HQDA), Assistant Chief of Staff, G-2 (Intelligence) (G-2); the Intelligence Center and School (ICS); and the Foreign Intelligence Division, Intelligence and Security Directorate, U.S. Army Missile Command. 

(c) National Guard technicians, non-appropriated fund, and local national employees are excluded. 
(3) Positions with unresolved bargaining unit status will not be covered by DCIPS. 

3. AP-V 2007.3.  DEFINITIONS.   See Glossary.
4. AP-V 2007.4.  POLICY. 
a. It is DoD policy that: 
(1) DCIPS positions shall be categorized and classified in accordance with the provisions of Appendixes 1, 2, and 3 in Enclosure 3 of this issuance, and within guidelines on the ratio of pay band 4 and pay band 5 positions (Reference (i)).
(2) Each position and title shall be mapped to a series and title established by the Office of Personnel Management or this issuance. 
(3) Positions shall reflect personnel requirements as determined by the component, work category, work level, occupation, and skill area.
(4) Position structures shall support either rank-in-person or rank-in-position personnel system constructs.
b. It is Army policy that:
(1) Army organizations are responsible for the implementation of and compliance with DNI and DoD occupational structure policies and programs.
(2) All DCIPS positions will be structured to provide a balance among mission needs, economy, efficiency of operations, and effective employee utilization. 
(3) Organization structures will be developed to support DCIPS professional advancement (replaces career ladder positions) and EEO.  
(4) Positions shall reflect personnel requirements as determined by mission category, work category, and work level. 

(5) The cornerstones of the DCIPS occupational structure are as follows: 
(a) Accurate position classification (title, series, and pay band). 
(b) Accurate position descriptions. 
(c) Equal pay band for substantially equal work. 
(d) The participation of functional managers / supervisors in all phases of the DCIPS occupational structure. 
(6) Personnel delegated classification or work assignment authority are entrusted to comply and uphold the aforementioned principles. 
(7) Position structures shall support rank-in-position and not rank-in-person.
5. AP-V 2007.5.  RESPONSIBILITIES.  See Enclosure 2.
6. AP-V 2007.6.  PROCEDURES.   An overview of the DCIPS occupational structure and procedures for implementing it are provided in Enclosure 3.   
7. AP-V 2007.7.  RELEASABILITY.  Unlimited.  This issuance is approved for public release.

8. AP-V 2007.8.  EFFECTIVE DATE.  This issuance is effective immediately.

Enclosures

1. References

2. Responsibilities

3. Overview of the DSCIPS Occupational Structure
Glossary

ENCLOSURE 1
REFERENCES

(a) Sections 1601-1614 of title 10, United States Code
(b) DoD Directive 5124.02, “Under Secretary of Defense for Personnel and Readiness (USD(P&R)),” June 23, 2008
(c) DoD Directive 5143.01, “Under Secretary of Defense for Intelligence (USD(I)),” November 23, 2005
(d) DoD Directive 1400.25, “DoD Civilian Personnel Management System,” November 25, 1996
(e) DoD Directive 1400.35, “Defense Civilian Intelligence Personnel System (DCIPS),” September 24, 2007
(f) DoD Instruction 1400.25, Volume 2007, “Defense Civilian Intelligence Personnel System (DCIPS) Occupational Structure,” July 14, 2008 

(g) Section 7112 of title 5, United States Code
(h) Executive Order 12171, “Exclusions from Federal Labor-Management Relations Program”, November 19, 1979
(i) Memorandum from Mr. Clapper, “Management of, and Conversion to, the Defense Civilian Intelligence Personnel System Pay Band Structure”, April 8, 2008
(j) Intelligence Community Directive Number 652, “Occupational Structure for the Intelligence Community Civilian Workforce,” April 28, 2008
(k) Sections 201-219 of title 29, United States Code
ENCLOSURE 2

RESPONSIBILITIES

1. The Secretary of Army shall: 
a. Implement DCIPS occupational structure within Army; issue supplemental guidance, as appropriate; monitor Army programs for compliance with the provisions of this issuance; and respond to reporting requirements determined by the USD(I).
b. Delegate the authority, as appropriate, to implement this issuance within Army.

2. The Assistant Secretary of the Army for Manpower and Reserve Affairs (ASA (M&RA)) shall:
a. Establish broad policy and objectives for DCIPS within the Army and in coordination with HQDA Office of the Deputy Chief of Staff (DCS), G-2, approve DCIPS policy guidance. 
b. Exercise oversight over DCIPS, including but not limited to serving as the approval authority for program policy and strategic direction; and periodically review and evaluate DCIPS to ensure that implementation goals are accomplished. 
c. Provide program evaluation data and other reports to the Under Secretary of Defense for Intelligence (USD(I)), as required. 
3. The HQDA DCS, G-2 shall establish the classification program’s strategic direction, provide the overall policy framework, and approve policy guidance for administration of DCIPS occupational structure.
4. The HQDA ADCS, G-2 shall:
a. Provide executive advice and consultation to the DCS, G-2 and direct the full spectrum of DCIPS occupational structure programs, policies, and systems through supervision of DCS, G-2, Director, Intelligence Personnel Management Office (IPMO).

b. Ensure the implementation of DCIPS occupational structure and compliance with policy guidance.
c. Monitor, measure and enforce the ratio of pay band 4 and pay band 5 positions (Reference (i)).
d. Serve as the final approval authority in coordination with the HQDA ADCS, G-1 (Civilian Personnel) for requests for classification decisions when a standard position description does not exist.
5. The HQDA ADCS, G-1 (Civilian Personnel (CP)) shall:
a. In coordination with HQDA ADCS, G-2, ensure the implementation and compliance with this issuance.
b. Coordinate with the HQDA ADCS, G-2, who will serve as the final approval authority for requests for classification decisions when a standard position description does not exist.
6. The HQDA DCS, G-2, Director, Intelligence Personnel Management Office (IPMO) shall:
a. Design, develop, implement, administer, and evaluate Army DCIPS policy and programs, as directed by the HQDA DCS, G-2, in coordination with USD(I), HQDA ADCS, G-1, the Civilian Human Resources Agency (CHRA), and other agencies as necessary.
b. Create standardized position descriptions to be used throughout the Army Intelligence Community by the beginning of calendar year (CY) 2010.
c. Analyze DCIPS occupational structure for consistency and, as necessary, initiate consistency reviews and forward any requests for classification decisions to the HQDA ADCS, G-2 for final approval/disapproval. 
d. Provide guidance to Commanders on DCIPS classification appeal decisions which may have an impact on Army positions. 
e. Monitor and ensure compliance with controls on the ratio of pay band 4 and pay band 5 positions as directed by Reference (i).
f. Act on requests requiring HQDA or higher level decision or approval.

7. Army Commanders.
Commanders of the Army Commands, the Commanders of the Army Service Component Commands, the Commander/Superintendent of the Direct Reporting Units and the Administrative Assistant to the Secretary of the Army (for purposes of this delegation, the Principal Officials of the Headquarters, Department of Army (HQDA), their staffs and other elements, including Field Operating Agencies, Staff Support Agencies, and those Direct Reporting Units not covered above (to include the U.S. Army Acquisition Support Center) fall under the purview of the Administrative Assistant to the Secretary of the Army shall:
a. Beginning in calendar year 2010, use the standardized position descriptions created by HQDA DCS, G-2 IPMO for all Army Intelligence personnel job classification.  Submit requests for classification decisions to HQDA DCS, G-2 IPMO when a standard position description does not exist.
b. Manage Command classification programs and establish supplemental classification guidance, where permitted. 
c. Manage the functions and positions within their purview in a manner that optimizes productivity, organizational effectiveness, and cost-efficiency while meeting mission requirements. 
d. Monitor and ensure compliance with controls on the ratio of pay band 4 and pay band 5 positions as directed by Reference (i).

8. Command Civilian Human Resources Directors shall serve as command advisor for all civilian human resources systems and programs and the primary point of contact for the HQDA DCS, G-2 IPMO on DCIPS and recommend changes to DCIPS regulations and standards through command channels.
9. Servicing Civilian Human Resources Organizations shall provide occupational structure guidance to activity commanders, supervisors, and managers. 
ENCLOSURE 3
OVERVIEW OF THE DCIPS OCCUPATIONAL STRUCTURE
1. General Structure

a. The DCIPS occupational structure is consistent with Office of the Director of National Intelligence (ODNI) guidance (Reference (j)).  It aligns with the ODNI mission and work categories to ensure positions are established and maintained with the focus on accomplishing the DoD intelligence mission.    
b. The DCIPS occupational structure provides the foundation for managing the DCIPS pay structure.  It consists of six elements:  mission categories, occupational groups, work categories, work levels, job titles, and competencies.  (See Appendixes 1, 2, 3 and Glossary for definitions.)
c. General Government (GG) position grades shall be grouped in accordance with the work category and work level descriptors in Appendixes 2 and 3.  Army shall review positions to ensure that each DCIPS position is evaluated and validated for appropriate classification in accordance with paragraph 3.a.(2) of Enclosure 2 of Reference (f).
d. Army Commanders shall use the HQDA DCS, G-2 IPMO standardized job descriptions whenever possible to promote equity and ease the administrative burden on supervisors. Standardized job descriptions were created to provide for greater consistency throughout the IC. 
e. When a standard position description does not exist the Army Commander must request a classification decision through their chain of command to the IPMO.  At a minimum, requests for classification decisions will include: 
(1) The proposed job description (certified by the responsible management official). 
(2) An evaluation statement. 
(3) The supervisor's job description. 
(4) Job descriptions of the employees supervised (if applicable). 
(5) Organizational chart. 
(6) Mission and function statements. 
(7) A narrative describing why a standardized job description cannot be used. 
f. Position Management 
(1) Position Management involves the structuring of positions, functions, and organizations in a manner that optimizes productivity, efficiency, and organizational effectiveness.  Managers should structure positions to form an organization that provides for effective and economical mission accomplishments, considering the following position management factors:
(a) Design positions around required skills and mission essential tasks rather than the personal qualifications of an employee. 
(b) Design positions to promote career progression whenever possible, exploring all opportunities to re-engineer jobs downward for entry level and upward mobility purposes to meet affirmative action goals, improve employee morale and provide an economical opportunity to reduce turnover. 
(c) Avoid establishing deputy and assistant positions. If created, such positions will be classified one pay band lower than the supervisor/manager to which they report.
(d) Review organization structures to identify and eliminate positions/organizational elements performing similar functions or duplicate work efforts. Review all vacancies closely for necessity.
(e) Review vacant positions to restructure at the lowest work category and work level compatible with mission accomplishment to make maximum use of financial resources. 
(f) Whenever possible consider establishing part-time employment opportunities for individuals with disabilities. 
(2) Commanders will designate a management official, in writing, who is trained in budget administration and DCIPS occupational structure to serve as the DCIPS Position Management Officer.  The Position Management Officer will resolve difficult position structure, manpower, reorganization, or budget problems. If no Position Management Officer is designated, the commander will serve in this capacity.  A suggested format for this designation is at Appendix 4.
g. Classification Complaint and Appeal Procedures are at Appendix 5.
2. Conversion.  DCIPS positions shall be converted to pay bands as follows.
a. Technician/Administrative Support Positions 
(1) GG-01 through GG-07 shall convert to pay band 1.
(2) GG-08 through GG-10 shall convert to pay band 2.
(3) GG-11 and above shall convert to pay band 3.
(4) Positions at any grade whose primary responsibilities are supervisory shall convert to pay band 3. However, positions that supervise work that is predominantly at the pay band 1 level shall convert to pay band 2.
(5) Positions with limited work leadership responsibilities (i.e., less than full supervisory responsibility for planning a work unit’s functions, assigning and reviewing subordinates’ work, and performing supervisory personnel functions) shall convert to pay bands in accordance with their GG grade as shown in paragraphs a(1) through a.(3) of this section.
b. Professional Positions.  GG-05 through GG-10 shall convert to pay band 2.   
c. Professional and Supervisory/Management Positions

(1) GG-11 through GG-12 shall convert to pay band 3.   
(2) GG-13 through GG-14 shall convert to pay band 4 except as provided in paragraph c.(4) of this section.
(3) GG-15 shall convert to pay band 5.
(4) Positions encumbered by employees paid at the annual rates of GG-13 steps 1 and 2 at the time of conversion shall convert to pay band 3.
(5) Positions encumbered by employees paid at the annual rates of GG-13 step 3 through GG-14 at the time of conversion shall convert to pay band 4.
3. Post-Conversion   

a. The Secretary of the Army may request an exception from the USD(I) to the conversion guidance above for individual positions or groups of positions.  Such requests shall be accompanied by a business case that supports the alternative conversion process, demonstrates how the proposed departure from conversion guidance enhances mission capability, will not result in inequities among DCIPS personnel, and is consistent with merit principles. 
b. Army DCIPS position work level distributions shall align with distributions coordinated with the Heads of the DoD Components and authorized by the USD(I).  Exceptions to the authorized alignment must be supported through workforce analysis and evaluation of Army work against DCIPS classification criteria.
c. Through the end of calendar year (CY) 2009, the Army will continue to classify positions using the existing classification guidance.  DCIPS conversion guidance will then be applied to determine appropriate IA band and work level.  These determinations will be documented on the position description.
Note:  Commands and activities will adhere to the ratio of pay band policy (Reference (i)).
d. By the beginning of CY 2010, all DCIPS positions shall be reclassified to occupational groups and titles using the procedures established in this issuance.  

Appendixes

4. Mission Categories

5. Work Categories

6. Work Levels

7. Sample Format for Designation of Position Management Officer

8. Classification Complaint and Appeal Procedures

9. Sample Format for Classification Appeals

10. Sample Format for Official Response to Classification Appeals

Sample Format for Notice of Decision

APPENDIX 1 TO ENCLOSURE 3

MISSION CATEGORIES

1. GENERAL.  The mission categories in this appendix are derived from those in the National Intelligence Program budget structure.  They shall be used to the extent practical to categorize DCIPS occupations or positions performing similar or related missions or functions.  For the purposes of this issuance, the work performed by civilian employees or required by positions may be classified in a mission category that is different from the funding source of the position.  The occupational groups that map to these mission categories may be further defined by the appropriate functional community.

2. DCIPS MISSION CATAGORIES
a. Collection and Operations.  Occupations or positions whose incumbents engage in the collection and reporting of information obtained from intelligence sources by various means, including human and technical means, as well as occupations whose incumbents engage in intelligence and counterintelligence operations and in technical support of collection and operations.  
b. Processing and Exploitation.  Occupations or positions whose incumbents engage in the conversion of information collected from various intelligence sources into a form that can be analyzed to produce an intelligence product. 
c.  Analysis and Production.  Occupations or positions whose incumbents engage in the preparation of a finished intelligence product from information obtained and processed from one or more intelligence sources in support of customer requirements. 
d.  Research and Technology.  Occupations or positions whose incumbents engage in basic, applied, and advanced scientific and engineering research and development.
e. Enterprise Information Technology.  Occupations or positions whose incumbents support an organization’s information systems.  This category includes telecommunications, network operations, operation and maintenance of common user systems, and computing infrastructure.  Additionally, this category includes occupations or positions whose incumbents engage in assuring the security of DoD or national security systems and information by providing knowledge and technology to suppliers and clients (i.e., those engaged in information assurance).
f. Enterprise Management and Support.  Occupations or positions whose incumbents engage in sustaining activities that support an organization, to include human resources, finance, logistics, security, legal, acquisition, and other program areas.
g.  Mission Management.  Occupations or positions whose incumbents engage in the coordination and integration of IC-wide intelligence requirements, resources, and activities.

APPENDIX 2 TO ENCLOSURE 3
WORK CATEGORIES
1. GENERAL.  Each DCIPS position shall be assigned to a work category according to the criteria below.  These required work categories describe broad sets of related occupational groups characterized by common types of work within the DCIPS community.  In applying these criteria, the Army shall base decisions on the work category most applicable to the predominant type of work assigned to the position and performed by the incumbent (e.g., primary purpose of the work, required qualifications).
2. DCIPS WORK CATEGORIES
a. Technician/Administrative Support.  Positions with duties and responsibilities that primarily involve support for the operations and functions of a particular type of work or organizational unit.  Such support activities are technical or administrative in nature, and qualifications generally are acquired through practical experience supplemented by on-the-job and/or skills-specific training.  Such work tends to have fewer career progression stages and work levels.  Positions in this category typically are covered by Reference (k), commonly known as the Fair Labor Standards Act.  
b. Professional.  Positions with duties and responsibilities that primarily involve professional or specialized work that requires the interpretation and application of concepts, theories, and judgment.  As a minimum, all groups in this category require either a bachelor’s degree or equivalent experience for entry.  However, some occupations in this category have positive education requirements (i.e., a requirement for a particular type or level of academic degree).  This work category features multiple career progression stages and work levels.
c. Supervision/Management.  Positions with duties and responsibilities that primarily involve planning, directing, and coordinating the operation of units within components; developing and/or executing strategy; formulating and/or implementing policies; overseeing daily operations; and managing material, financial and/or human resources.

APPENDIX 3 TO ENCLOSURE 3
WORK LEVELS
1. GENERAL.  The Army shall use the following work level descriptions to describe and align DCIPS work in each of the work categories established in Appendix 2. Positions at the full performance, senior, or expert work levels may also be defined as supervisors or managers, if appropriate, based on the functional role the positions are designed to fulfill.   Each work level denotes a common level of difficulty, responsibility, and qualification requirements; such as entry, full performance, senior or expert level.
2. DCIPS WORK LEVELS
a. Entry/Developmental.  In both the professional and the technician/administrative support work categories, work at this level includes learning and applying basic procedures and acquiring competencies through training and/or on-the-job experience.  Positions in the technician/ administrative support work category at this level may involve independent performance of duties.  Technician/administrative support positions should be placed in this work level when their primary function is the execution of established office procedures and standard program practices, and when typical career patterns for the occupation do not extend to the complexity, variety, and scope of work level 2. 
b. Full Performance.  Work at this level involves independently performing the full range of non-supervisory duties assigned to the employee.  Employees at this level have successfully completed required entry-level training or developmental activities either within the employing organization or prior to joining the organization.  Employees at this work level have a full understanding of the technical or specialty field, independently handle situations or assignments with minimal day-to-day instruction or supervision, and receive general guidance and direction on new projects or assignments.  Within established priorities and deadlines, full performance employees exercise independent judgment in selecting and applying appropriate work methods, procedures, techniques, and practices in accomplishing their duties and responsibilities.  Actions at this level may have impact beyond the work unit and, as a result, employees at this level typically collaborate internally and externally with their peers.
c. Senior.  Work at this level involves a wide range of complex assignments and non-routine situations that require extensive knowledge and experience in the technical or specialty field.  Receiving broad objectives and guidelines from the supervisor, senior employees independently handle a wide range of complex assignments and non-routine situations and exercise independent judgment to identify and take alternative courses of action.  Following broad objectives and guidelines, employees act independently to establish priorities and deadlines within expectations established by the supervisor and exercise individual judgment to choose alternative guidelines to complete assignments.  Employees may lead and coordinate special projects, teams, tasks, and initiatives and may be required to build and utilize collaborative networks with key contacts within and outside of their immediate organization.  Actions at this level are likely to have an impact beyond the employee’s immediate organization.
d. Expert.  Work at this level involves an extraordinary degree of specialized knowledge or expertise to perform highly complex and ambiguous assignments that normally require integration and synthesis of a number of unrelated disciplines and disparate concepts.  Employees at this level set priorities, goals, and deadlines and make final determinations on how to plan and accomplish their work.  Army relys on employees at this level for the accomplishment of critical mission goals and objectives and, as a result, employees may lead the activities of senior and other expert employees, teams, projects, or task forces.  Employees at this level create formal networks involving coordination among groups across the IC and other external organizations. 

3. APPLYING DCIPS WORK LEVELS TO THE SUPERVISION /MANAGEMENT WORK CATEGORY  
a. Supervision.  Work of this type involves planning, directing, assigning, leading, and monitoring the work of the unit; hiring or selecting employees; and managing and appraising employee and organizational performance.  Supervisors make decisions that impact the resources (people, budget, material) of the work unit, ensure the technical quality and timeliness of the work produced by employees in the unit, and collaborate with supervisors across the organization in unstructured situations.  
b. Management.  Work of this type involves supervision of other subordinate managers and/or supervisors and/or direction of units, functions, or projects that may be staffed by civilian or military personnel.  Managers are responsible for justification, direction, and allocation of resources (people, budget, material) across the organization through one or more levels of supervision, and for setting organizational goals, objectives, and priorities.  They handle highly complex, sensitive, or ambiguous challenges facing the organization(s); interact with, influence, and persuade high-ranking officials within and outside the organization, agency, and other external organizations; and make decisions that have an impact within and outside of the immediate organization and agency.  

APPENDIX 4 TO ENCLOSURE 3
Sample Format for Designation of Position Management Officer








(Letterhead)












(DATE)

MEMORANDUM FOR Xxxxxxxxxxxxxxxxxxx
SUBJECT: Designation for Position Management Officer
1.  According to Army Interim DCIPS Policy, the (organizational title), (name) is designated to perform, in addition to his (or her) other duties, the functions of DCIPS Position Management Officer for the (command).
2. As DCIPS Position Management Officer, he (or she) will act for the Commander to—

a. Continually survey the position structure trends of the activity and direct appropriate action by line and staff officials when unjustifiable actions and trends are found, either to correct past actions, modify future trends, or both.

b. Commit staff resources for the study and execution of proposed reorganizations.

c. Resolve any differences between line and staff participants in the selection of alternative structures, the adoption of transitional plans to achieve the structure adopted, and an alternate means of acquiring needed budgetary resources.

d. Direct any action required to implement the DA DCIPS position management policy as prescribed in Army Interim DCIPS Policy.
3. Delegation of these functions to the Position Management Officer does not supersede nor affect in any way the exercise of authority by the persons delegated by the Commander to perform such functions as the classification and evaluation of civilian positions and assignment of manpower spaces
(Signature Block)

APPENDIX 5 TO ENCLOSURE 3
Classification Complaint and Appeal Procedures
1. DCIPS employees may appeal the pay plan, series, title, pay band, mission category, and work category and/or work level of their officially assigned position at any time without fear of reprisal or future prejudice.  An employee may file a formal appeal at any time; but should first consider the informal complaint process.  When a classification decision results in reclassification of a position at a lower pay band, the affected employee must be formally notified in writing. This notice must inform the employee that an appeal must be filed within 15 calendar days of the personnel action to preserve entitlement to retroactive benefits. 
2. Employees may not file an informal classification complaint or initiate appeal prodcedures on the following: 
a. Inclusion in or exclusion from DCIPS. 
b. Accuracy of job descriptions. Accuracy will be resolved between the employee and the supervisor. If necessary, the activity commander or Position Management Officer will decide on current and future duties and responsibilities assigned to the position. This decision will be final. 
c. Content of DCIPS or OPM classification standards and guides or wage schedules and rates. 
d. Proposed changes to occupational structure. 
e. Classification of a position based on comparison with other positions rather than with published standards or guides. Servicing CHR advisors, in conjunction with management officials, must ensure that classification decisions for similar, identical, or related positions are consistent with applicable classification guidance or appeal decisions.
f. Classification of a position which has already been the subject of an appeal, unless there has been a change in the governing classification standard, the major duties, or KSAs required by the position. 
3. Employee Representatives.
a. Employees may designate a representative, in writing, to assist in preparing and presenting an informal classification complaint or position classification appeal. The representative cannot be in positions that: 
(1) Would cause a conflict or apparent conflict of interest or position (for example, anyone in the supervisory or managerial chain of command above the position in question, or a member of the CHRA Regional HR Staff). 
(2) Official duties do not allow release because of priority needs of the Government
(3) Release would give rise to unreasonable costs to the Government. 
b. The organization will not initiate security clearance proceedings for clearing a designated representative. If the representative does not have the proper clearance, the employee may take one of the following actions: 
(1) Choose a representative with the proper clearance. 
(2) Forgo representation. 
(3) Allow the case to proceed without the representative being allowed to challenge or otherwise comment on the classified information. 

4. Informal Complaint Process.  An employee may request an informal review at any time to his or her immediate supervisor.  The requested review is limited to the employee's officially assigned position. The informal review can be oral or written; however, issues concerning retroactive pay will not be based on oral complaints.  The supervisor will discuss the matter with the employee and explain the evaluation of the position. The supervisor may request assistance from the Servicing HR Advisor. If the employee is satisfied, no further action need be taken, and the supervisor will memorialize the disposition. If a change in pay plan, title, series, pay band, mission category, work category and/or work level is necessary, notification will be provided, in writing, within 4 pay periods from the date of the decision. The informal complaint process should take no more than 15 calendar days. If the employee is not satisfied, he or she may file a formal appeal within 15 calendar days of the decision on the informal review.
5. Formal Appeal Process.  DCIPS managers and supervisors, in conjunction with the servicing HR advisor, will provide employees with information on these procedures and explain occupational structure decisions. 
a. The employee's appeal must be submitted in writing to the servicing CHR Advisor and contain the following minimum information. A sample format for a classification appeal is at Appendix 6: 
(1) Employee's name. 
(2) Complete organizational designation including installation, branch, and section.
(3) Current position description number and classification (title, series, pay band, mission category, work category and/or work level). 
(4) Job classification requested (title, series, pay band, mission category, work category and/or work level). 
(5) Name of employee's representative, if any. 
(6) Information to support the request. Classified documents will not be attached. 

The servicing CHR Advisor will add the following information to the employee’s appeal.  When the employee's organization belongs to a different command than the servicing CHR Advisor, the authority is vested in the chain of command existing in the employee's organization.  The employee or the employee’s representative will be given the opportunity to review the material and may add further comments or information. Two copies of the completed case file will be forwarded by the servicing CHR Advisor to the appropriate Commanders of the Army Commands, the Commanders of the Army Service Component Commands, the Commander/Superintendent of the Direct Reporting Units and the Administrative Assistant to the Secretary of the Army.  For purposes of this delegation, the Principal Officials of the Headquarters, Department of Army (HQDA), their staffs and other elements, including Field Operating Agencies, Staff Support Agencies, and those Direct Reporting Units not covered above (to include the U.S. Army Acquisition Support Center) fall under the purview of the Administrative Assistant to the Secretary of the Army for decision. 
(7) A copy of the current official job description and a copy of the supervisor's job description (military or civilian), unless those documents are classified. If classified, the servicing CHR Advisor will add a statement to that effect and give the location where the position description may be reviewed and the clearance level required todo so. 
(8) A statement, signed by both the employee and supervisor, certifying that the position description completely and accurately describes the position's major duties, responsibilities, and the knowledge, skills and abilities (KSAs). If the employee and supervisor are unable to agree to the position's major duties, responsibilities, and the knowledge, skills and abilities (KSAs), the supervisor will make the final determination as to the accuracy of the position description. 
(9) A brief evaluation statement containing the rationale for the classification decision. 
(10) Information on the mission and structure of the organization, including an organizational chart detailing the title, series, pay band, mission category, work category and/or work level, and position number of all positions in the unit, including military positions. 
(11) The position descriptions and any available evaluation statements of subordinate positions (civilian or military), if the employee's position is supervisory. 
(12) A copy of the current performance plans for the position under appeal. 
b. Commanders of the Army Commands, the Commanders of the Army Service Component Commands, the Commander/Superintendent of the Direct Reporting Units and the Administrative Assistant to the Secretary of the Army constitute the first DCIPS appellate authority (for purposes of this delegation, the Principal Officials of the Headquarters, Department of Army (HQDA), their staffs and other elements, including Field Operating Agencies, Staff Support Agencies, and those Direct Reporting Units not covered above (to include the U.S. Army Acquisition Support Center) fall under the purview of the Administrative Assistant to the Secretary of the Army) except for those positions at the command headquarters, in which case the HQDA ADCS, G-2 is the first and final appellate authority for such positions. Commanders will ensure that decisions are coordinated with both the CPM or ACPM and the Command Civilian Human Resources Directors.   Appeal decisions will normally be made within 30 calendar days of receipt.  If a decision cannot be made within that period, the employee will be notified in writing of the expected date of decision and the reasons for the delay.  If the appeal is later forwarded to the HQDA, ADCS, G-2 for decision, an additional 30 calendar days begins upon receipt at that office.  Similarly, the HQDA, ADCS, G-2 will inform the employee when a decision is delayed and of the reasons for the delay.   The sample format for responding to a classification appeal is at Appendix 7.  
(1) The Commander will notify the employee of the decision in writing. A sample format at Appendix 8.  The notice will contain an analysis of the major duties, responsibilities, and qualification requirements of the position as they relate to the applicable classification criteria. The notice will also advise that in order to continue the appeal, the employee or his or her representative must submit a reconsideration request in writing. This request must be received by the ACOMs, ASCCs, DRUs (to include the U.S. Military Academy) and the Principal Officials of the HQDA, their staffs and other elements, FOAs, Staff Support Agencies and those DRUs headed by other than a Commander (to include the U.S. Army Acquisition Support Center) which rendered the initial decision within 15 calendar days of the date of the original decision memorandum. The reconsideration request must contain specific reasons why the employee disagrees with the original decision. 
(2) Upon receipt of a reconsideration request, the commander will forward two copies of the request, case file and decision memorandum to the HQDA DCS, G-2 IPMO, HQDA (DAMI-CP), WASH, DC 20310-1001. 
(3) The HQDA ADCS, G-2 (or designee) is the final appeal authority for DA DCIPS employees. 
c. Copies of all formal appeal decisions will be sent to the HQDA DCS, G-2 IPMO. 
d. Effective dates. 
(1) The effective date of any action required by a classification appeal decision will not be earlier than the date of decision. However, it will not be later than the beginning of the fourth pay period after the decision. 
(2)  If a corrective action that is based on a decision that reverses, in whole or in part, a downgrading or other classification action that resulted in reduced compensation, and the classification decision was filed in a timely manner, the effective date of the corrective action will be retroactive to the effective date of the action that is the subject of the classification appeal. 
e. Cancelling an appeal. 
(1) A position classification appeal will be canceled upon written request by the employee or in the event an employee leaves a position which is under appeal.
(2) If an employee does not furnish information within the time stated by the requesting authority, the appeal may be canceled. As an alternative, the appellate authority may decide the case based on available information.  When an appeal is canceled, both the activity where the case originated and the employee will be notified. 
f. Reopening an appeal. 
(1) The appellate level that first decided a classification appeal may independently decide to reopen the appeal. An appeal may also be reopened by the HQDA ADCS, G-2.  
(2) No classification appeal may be reopened after being canceled due to the appellant's failure to submit requested information within the time allowed.  An exception to this rule is made when the employee can show that circumstances beyond his or her control prevented timely submission of the information. No classification appeal may be reopened after the decision has been made, unless the employee presents new and material evidence. Any such request must include the employee's certification that he or she became aware of the new evidence no earlier than 10 calendar days prior to submission of the request. 
(3) An employee may submit a special request to reopen an appeal directly to the IPMO, if he or she charges either improper action by the appellate authority, or that the appeal decision contradicts previous decisions made by echelons above the appellate authority. 

Appendix 6

Sample Format for Classification Appeals








(Letterhead)












(DATE)

MEMORANDUM THRU  THE COMMANDER OF INSTALLATION OR ACTIVITY WHERE EMPLOYEE IS EMPLOYED

SUBJECT: Position Classification Appeal – (employee’s name)
1.  Reference is made to Army Interim DCIPS Policy

2. I hereby appeal the classification of the position to which I am now officially assigned.  The following information is furnished as required by reference.

a. Complete organizational location including installation, branch, section:

b. Current job number and classification:

c. Job classification requested:

d. Name, address, and title of employee’s representative, if any:

e. Reason supporting this request:

(Date received in CPAC)




(Typed name and signature of employee)

(Name and title of CPAC official)



(Date received  -- ACPM)

(Date received by ACOM, ASCC, or DRU)


(Name and title – ACPM)

Notes: 
This format is to be used by an employee submitting a classification appeal through DCIPS review channels.  The employee may add attachments as desired.
Appendix 7

Sample Format for Official Response to Classification Appeals







(Letterhead)












(DATE)

MEMORANDUM FOR COMMANDER OF INSTALLATION OR ACTIVITY WHERE EMPLOYEE IS EMPLOYED

SUBJECT: Position Classification Appeal – (employee’s name, current job title, pay plan, series, pay band, and job number )
1.  The following pertains to the classification appeal cited above:

a. (Organizational location and activity)

b. (Date classification appeal filed)

c. (Date appeal received by appellate level)

d. (Classification requested by employee)

2. The appeal has been reviewed under the provisions of Army Interim DCIPS Policy.  The decision of (this headquarters or the G2) is that the position is properly evaluated as:

(title, pay plan, series and pay band)
(Add appropriate remarks relating to standards used in arriving at the evaluation determination or other background information of interest to the employee or local command.)

3. (Give administrative instructions: for example, cite the rule governing the effective date for implementing the appeal decision, or, if this appeal is denied, whether there is a time limit on filing a further appeal to preserve rights to retroactivity.)

4. Request that the enclosed letter of decision be promptly delivered to (employee) and (if appeal has been denied that the employee be advised of any further appeal rights).  A copy of the decision will be attached to the master file copy of the job description at the servicing installation.

FOR THE COMMANDER:

(Appellate authority)



(Signature block)

Encl

Letter of decision to employee

CF:

IPMO

Servicing CPAC
Appendix 8

Sample Format for Notice of Decision







(Letterhead)












(DATE)

MEMORANDUM THRU (Commander of installation or activity where employee is employed)

FOR (Employee, Job location address)

SUBJECT: Position Classification Appeal

1. Your position classification appeal has been reviewed under the provisions of Army Interim DCIPS Policy.  Your position found to be properly evaluated as:

(title, pay plan, series and pay band)
2. (Present evaluation rationale which supports the classification decision.  If the ACOM, ASCC, or DRU or G2 decision is agreement with the installation’s evaluation statement, it may be certified as the command or HQ rationale.)

3. Based on the discussion above, this headquarters (upholds or denies) your appeal.  Your servicing civilian personnel office will advise you of (the action’s effective date) (your further appeal rights).

FOR THE COMMANDER:







(Signature Block)




GLOSSARY
DEFINITIONS
The following definitions apply only to this issuance and serve as the basic occupational structure taxonomy for Defense Intelligence Component civilian employees and DCIPS positions.  
DCIPS Elements.  The elements that comprise the DCIPS occupational structure, as follows.  Elements are listed in the order most useful for understanding each and its relationship to the others, beginning with the broadest designation of mission categories and moving downward through occupational groups, work categories and levels, job titles, and competencies that encompass individual positions.  

Mission Categories.  Broad classifications of work that reflect the various DoD Intelligence Component missions and functions and that align to designated budget categories for both the National Intelligence Program and the Military Intelligence Program.

Occupational Groups.  One or more functionally related occupations, specialties, families, or classes of positions that share distinct, common technical qualifications, competency requirements, career paths, and progression patterns.  

Work Categories.  Broad sets of related occupational groups that are characterized by common types of work; i.e., technician/administrative support; professional; and supervision/management.   

Work Levels.  General descriptions that define work in terms of increasing complexity, span of authority and/or responsibility, level of supervision (received or exercised), scope and impact of decisions, and work relationships associated with a particular work category.
Job Titles.  The labels applied by the Defense Intelligence Components to systematically defined sets of work activities that identify specialized tasks and competencies needed to perform a specific job.
Competencies.  The measurable or observable knowledge, skills, abilities, behaviors, and other characteristics needed to perform a type of work or function.

Defense Intelligence Components.  All DoD organizations that perform national 
intelligence, defense intelligence, and intelligence-related functions including the Defense Intelligence Agency, the National Geospatial-Intelligence Agency, the National Reconnaissance Office, the National Security Agency/Central Security Service, and the intelligence elements of the Active and Reserve Components of the Military Departments.

DoD Intelligence Mission.  Those activities that fall within the responsibility of the USD(I) as defined in US Code, Title 5, Chapter 23.
Pay Band.  A single rate range within the DCIPS compensation structure that establishes the range of pay for a work category, occupational group, and work level.
Rank-in-position.  Personnel management construct in which the organization's position structure establishes workforce requirements at both the occupational and work levels and provides the basis for establishing the title and pay band level of an employee assigned to a position in the organization.

Ratio of Pay Band.   The allocation of positions to pay bands 4 and 5 will be limited to not more than fifty-five percent of authorized GG/GS strength, with not more than fifteen percent of positions allocated to Pay Band 5.  

�  The U.S. Army Intelligence Agency, now part of INSCOM, and HQDA Assistant Chief of Staff, G-2, now HQDA Deputy Chief of Staff (DCS), G-2, remain as the references to the original exclusions listed in the Executive Order 12171.
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