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Subchapter 3: Development of Clasmflcatlon Standards A_

3-3. AGENCY CLASSIFICATION
GUIDES

d. DO’P ‘Guides. The Office of Personnel and

B Tralmng*,, Office of the Secretary, must approve

prior to’ apphcatlon any new or revised Depart-

‘mental position classification guides for posi-
tions in the General Schedule (GS)and Federal .
Wage System (FWS)., Only DOT position.. - .
classification guides may be used in ‘the . =
~ classification of Departmental positions. Posi-
tion classification guides include single agency
guides and other directives used to provide-
. guidance for classifying positions for which Of-- :

- fice of Personnel Management (OPM) standards
are not published or to provide specific instrue-: -
S tlon in the apphcatlon of pubhshed OPM stan :
- (1) Cntem for Revnewi Classlﬁcatxon gmdes :
S ’meetmg the: following: requirements- shall - be:

. reviewed and approved by the Office of Person-

nel and Traxmng, Office of the Secretary, for is--

classxﬁcatlon g'mde; o
(a) Guides must eover occupauons;‘m wh1

‘relate to regulatmg transportatlon o

: provxdmg dn'ect ser\nces to“transporta*l

mformatxon'

jpos&'o

o studies conducted.

. (b) A discussion of the orgamzatlonal struc- o
. ture and functlom affected by the pro- o

i " pact on other sectors of the Department.work
(c) An identifica on’of the problems the !
i . qmrementsbe evaluated Perlodlc ma.mtenancey‘

PRl gmde is demgned to address

of the Secretary Review: The Office of Person- -

tior CIasslﬁcatlon g'mdes and
imentation: shall be submxtted, gy

n of the occupatlon to whxch
‘the- guide: will be applied and the pur-. .
) Athe gmde shall be provided in *
- addition to: any related occupatlonal 15T

. sonnel and Trammg, Office of the Secretary,
shall be informed prior to initiation of an oc-

(d) Acompanson of the g'ulde withthemost -
- nearly applicable Office of Personnel '
Management standards, to ensure that
OPM classification principles and
evaluation criteria- are- properly" '

_ reflected in the gmde

- () A trial application of the gtnde, with
* evaluation statements, against ap- = -
- plicable OPM. and Departmental .
-~ classification appeal decisions. . ..
" (® An indication whether the ‘guide wﬂl e
~ prospectively change 20 or more*
* substantially similar positions from one -+
~'grade- level to another or from one - |
* gystem to another (e.g., Federal Wage S
. System to General Schedule). - o

(3) Office of Personnel and Traini g,, Ofﬁee LT

e ke o R SR e S A R s

nel and Trammg“ Ofﬁce of" the:Secretary w1ll

: (a) Assure that proposed qu es conform i
- with the Secretary’s:-statutory.
" responsibility for position classﬁ&txon“
. and with OPM policy;. ~ .~
" (b) Assure appropriate: coordmatxon thh5
. other Operating: Admlmstratlons, 5
j::._departments -and agencies; and -~
(c) Prowde. Departmental ‘information to
OPM or other a.gencles regarding th
- classification:  basis: for- mgmfican
categones of employees e LT

" to the Ofﬁce of Personnel and Training,
 Office of the Secretary, when the.ap-
" plication of each new.or revised guide is
- completed and the . number of pay =
- _category, - series,  or grade changes

. resulting from application. =
e Occupatlonal Stndles; The Office of Per-f:

cupational study in order that any potential im- -

force or on Office of Personnel Management re-
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reviews or cyclic surveys to update the descrip-
tion of position duties and the classification of
positions which do not address a specific occupa-
tional group do not need to be reported.

f. Annnal Survey. The Office of Personnel
and Training, Office of the Secretary, will an-
nually require Operating Administrations to
identify their plans for initiating or revising
Departmental classification guides for which

" Installment 27 , :
September 6, 1985 S

they are the primary user and for conducting oc-
cupational studies. Operating Administration
responses should provide an estimate of the an-
ticipated scheduling of these actions. Annual
Office of Personnel and Training surveys will be
timed where practical to coincide with the
development of Office of Personnel Manage-

- ment standards development plans.

Depu'tmental Personnel Manual
U.S. Department of Transportation



