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LESSON 2

CPAC AND CPOC ROLES 

AND RESPONSIBILITIES

OVERVIEW_______________________________________________________ 

Introduction
Under guidance provided by the Department of Defense, the Army has implemented a new and more efficient way of providing civilian personnel services.   Regionalization is the term used to describe the Army’s transition to smaller Civilian Personnel Advisory Centers (CPACs) at local installations and the establishment of regional Civilian Personnel Operations Centers (CPOCs) in locations throughout the United States, Europe, the Pacific and Korea.

_____________________________________________________________________________

Purpose

This lesson describes how the Army’s civilian personnel management program is organized and how it operates in a regionalized environment. 

_____________________________________________________________________________

Objectives

[image: image1.wmf]After completing this lesson you should be able to – 

· Understand why the Army regionalized the Civilian Personnel function 

· Explain the roles and responsibilities of a CPAC 

· Explain the roles and responsibilities of a CPOC

_____________________________________________________________________________

In this Lesson

This lesson contains the following maps:

Map Title
See Page 

Regionalization
      2-2

CPAC roles and responsibilities
2-3/4

CPOC roles and responsibilities
2-4/6

Practical Exercise #2
2-6/7

Regionalization

Introduction 
The implementation of improved business practices within the Department of Defense began in 1989 with an initiative to modernize corporate information management.  Inefficiencies such as spiraling operations and maintenance costs, the inability to share information between services, and outdated hardware and software dictated the need for a major change.

Prior to the end of the Cold War there were more than 366 Civilian Personnel Offices (CPOs) providing the full range of personnel services to more than 875,000 defense employees.  Post Cold War downsizing throughout the Department of Defense, resulted in the closure of numerous defense installations and a reduction of more than 42% in the number of civilian employees working for the Department of Army.  With these reductions, the Army could no longer afford to conduct business as usual.

[image: image2.wmf]









Why Regionalize the Civilian Personnel Function?

· Reduce down from 366 operating Civilian Personnel Offices (CPOs)

· Post Cold War budget cuts

· Manpower reductions of more than 42%

· Installation closures

· Inability to share information between services

· Reorganizations due to BRAC

______________________________________________________________________________

CPAC Roles and Responsibilities  

Introduction
–  
Smaller Civilian Personnel Advisory Centers (CPACs) have been 

established at the installations in place of full-service Civilian Personnel Offices.  The personnel advisors at the CPACs are a part of the management team, and provide general advice and assistance to Commanders, managers, supervisors and employees on all personnel management issues.  Such areas include but are not limited to: Labor-Management Negotiations, disciplinary actions, employee benefits, recruitment strategies, position management and local training.  
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CPAC Responsibilities

· Advise management on the impact of new classification standards

· Review SF52s and PD’s for accuracy and proper documentation 

· Provide advice to management on position management (supervisory ratios and high grades)

· Coordinate SF52’s and PD’s and forward to the CPOC

· Assist in developing mandatory/desired skills lists

· Review classification appeals

· Obtain supervisor and employee accuracy statements

· Provide technical support for wage surveys

· Participate as team members on A76 study teams

· Insure all approvals and authorities are obtained (hiring freezes, EEO, high grade restrictions, etc.) on all recruit actions 

· Make tentative job offers and confirm acceptance

· Coordinate EOD (Entrance on Duty) dates and coordinate with the CPOC

· Advise management on RIF procedures

· Develop RIF ground rules and coordinate with the CPOC and the Union

· Perform early PPP registration 

· Establish return rights folders for employees accepting overseas assignments

· Print SF50’s and provide copies to employees

· Submit requests for Official Personnel Files (OPFs); schedule appointments with employees/management to review OPFs

CPAC Responsibilities  (continued) 

· Set appointments and in-process new employees

· Download files; print computer products; distribute products

· Provide advice and assistance to managers on awards

· Review award nominations for completeness and regulatory compliance

· Forward nomination packages for awards requiring MACOM approval

· Arrange for local approval for incentive awards

· Run DESIRES to identify employees eligible for Length of Service Awards

· Provide advice to managers on Within-Grade-Increase denials

· Advise management on Disciplinary and Adverse Actions

· Prepare reprimand and proposal notices

· Prepare final decision notices

· Prepare and maintain Disciplinary and Adverse Action files

· Counsel and advise employees on grievance procedures

· Review performance appraisals for regulatory compliance

· Task organizations to conduct annual training needs survey

· Consolidate and prioritize training needs 

· Develop draft installation fiscal year Training Plan

· Transmit documentation of completed training (for non-TRAIN users) to the CPOC for entry into the employee’s training history

______________________________________________________________________________

CPOC Roles and Responsibilities  

Introduction
The Civilian Personnel Operations Centers (CPOCs) are responsible for performing personnel functions that do not require face-to-face interaction.  Such products and services include: position classification; rating and ranking applications for employment; preparing referral lists; processing personnel actions; training administration; maintaining the employees Official Personnel Folders (OPFs); and maintaining the automated personnel database system. 

______________________________________________________________________________
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CPOC Roles and Responsibilities

· Identify position descriptions (PD’s) affected by application of new classification standards

· Advise CPACs on the results of the application of new classification standards and any actions required

· Check PD’s for appropriateness of organization and position data

· Conduct position reviews for any classification appeals

· Review proposed position descriptions and supplemental documentation

· Build organizational codes in DCPDS

· Build positions in DCPDS

· Code and process SF52’s

· Authenticate SF50’s

· File copies of personnel actions in OPF

· Coordinate SF50’s to DFAS

· Clear Priority Placement Program (PPP) if applicable

· Requisition PPP resumes

· Determine if PPP registrants meet job qualifications; make job offers; notify CPAC of PPP match

· Issue vacancy announcements 

· Issue referral lists

· Calculate severance pay entitlements for employees impacted by RIF

· Prepare RIF notices

· Flag obligated positions in DCPDS

· Identify personnel affected by Transfer of Function 

· Conduct Reduction-In-Force (RIF’s)

· Receive and process requests for verification of employment and salary

· Adjust Service Computation Dates (SCD’s), Tenure conversion dates and Within-Grade-Increase (WIGI) due dates on return to duty actions as appropriate

· File SF50’s in employee’s OPFs

· Verify new salary on promotion and WIGI actions

· Set up and maintain employee Official Personnel Folders (OPFs)

· Issue user ID’s and passwords for DCPDS

· Formulate software deployment schedules

· Flow personnel data into DCPDS via payroll interface

· Input new performance ratings

· Activate regional training needs survey

· Analyze training needs and develop a regional Training Plan

· Initiate procurement process for regional training courses 

· Document completed training 

· Update automated training records

_____________________________________________________________________________

PRACTICAL EXERCISE #2 – CPAC and CPOC Roles and Responsibilities
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Review the roles and responsibilities listed below and then identify whether the action is a CPAC or a CPOC responsibility by placing an “x” in the appropriate block in column “A” or “B” on the right.

(A) (B)

Roles and Responsibilities
CPAC Responsibility 
CPOC Responsibility 

Code and process SF52’s



Issue vacancy announcements



Participate as team members on A76 study teams



Identify personnel affected by Transfer of Function



Perform early PPP registration



Review performance appraisals for regulatory compliance



Input new performance ratings

                                        

                                                                                     (A)                           (B)                                                                                  

Roles and Responsibilities
CPAC Responsibility
CPOC Responsibility

Identify position descriptions affected by application of a new classification standard



Review classification appeals



Advise management on RIF procedures



Conduct Reduction-In-Force (RIF's)



Develop RIF ground rules



Prepare RIF notices



Establish return rights folders for employees accepting overseas assignments



Flag obligated positions in DCPDS



Requisition PPP resumes



Develop draft installation FY Training Plan



Document completed training



Issue referral lists



Coordinate EOD dates



Verify salary on promotion and WIGI actions



Review award nominations for completeness and regulatory compliance



Prepare reprimand and proposal notices



Provide technical support for wage surveys
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