INTRODUCTION

HRM REGIONALIZATION:

Challenge and Opportunity

The Department of the Navy (DON) employs over 215,000 civilians at more than 1300 naval activities throughout the world. Out civilian work force performs universally-recognized basic research, designs and purchases ships, aircraft and submarines, and directly supports the Navy’s deployed forces in such missions as child care, military housing and recreation.  Civilians provide the essential expertise, administrative and technical continuity and quality-of-life program support necessary for DON to meet its military mission.

To recruit, retain, reward and sustain our civilian work force, commanding officers, managers  and supervisors at our installations rely on the advice and support of human resources management (HRM) staffs at local Human Resources Offices (HROs), major commands and DON policy levels.  HRM experts plan and complete transactions as diverse as recruiting graduate engineers, negotiating labor contracts, delivering equal employment opportunity training and installing HRM software.  As leaders and members of the HRM community, we act as partners and advisors to the Department’s managers and command officials, and execute the programs which care for the Navy’s civilian employees.

The HRM-management partnership has worked efficiently and successfully to accomplish downsizing, base closures and a wide range of initiatives and projects to re-engineer and streamline our organizations and operations.  Currently, we are engaged in a large-scale, DOD-wide effort to consolidate many of our local HRM functions into regional service centers, and to redesign our business processes, customer services and HRM support organizations consistent with the regional mode of operations.  We must make the advice, products and services we deliver more consistent, we must assess measure and improve the quality of those products and services, and we must ensure that our expertise supports the changing and emerging missions of our customers.  As part of the regionalization process, we will also fully integrate information technology into our human resources and equal employment opportunity programs and operations.

This handbook outlines our new ways of doing business, and summarizes the HRM service delivery processes that managers and employees will need to know and use in order to meet their HRM responsibilities.  Although the methods we use are changing, the primary objective remains the same -- to attract and retain the best people, to support them in doing their jobs, and to offer advice that reflects the principles and values of efficiency, economy, merit and equal employment opportunity in HRM decisions.

Using this handbook as a guide, we invite our customers -- commanding officers, line managers and employees -- to continue your partnership with us as we streamline and re-engineer the DON HRM function for the 21st century.

BETTY S. WELCH

Deputy Assistant Secretary of the Navy  (Civilian Personnel and Equal Employment Opportunity)
HRM REGIONALIZATION

PLANNING

Background
The Department of the Navy (DON) strategy for regional civilian human resources management (HRM) impacts the entire DON management structure, including major commands, activities, military and civilian managers, employees, and DON HRM service providers.  Regionalization of HRM is a DOD-wide initiative driven by reductions in the DOD workforce and requirements to reduce infrastructure costs.

Program Decision Memorandum (PDM) 61, issued in 1993, directed DoD components to regionalize base level civilian personnel functions to save manpower and resources.  Resource reductions identified in the PDM were programmed into the DON budget for Fiscal Years (FY) 95 through 03.  Savings result from reduced numbers of civilian Human Resources Management (HRM) employees (personnel specialists and technicians) and adoption of technology (automation) resulting in increased productivity and lower costs.  The Comptroller of the Navy estimates total savings  of approximately $148 million through FY 03, and $40 million annually thereafter. 

To achieve these savings, DON must reduce the number of employees providing HRM support by approximately 45 percent, and significantly redesign the methods and processes used to deliver HRM products and services to commands, managers, and employees. 

As part of HRM regionalization, DoD has issued guidelines for organization, operation, and assessment of component regionalization efforts.  The DoD and components are also engaged in an extensive effort to develop and deploy standardized computer hardware and software covering primary HRM processes, including position classification, recruitment, training, and management information.  When fully installed, this  technology will provide electronic connectivity linking managers, Human Resources Offices (HROs), regional service centers, and command staffs at all levels and locations DON-wide.   Information technology software will support process improvements in HRM services to reduce paperwork, make employee and personnel managmement information accessible to users, and directly link managers to electronic HRM processes.

DON Regionalization Framework
Within DON, the Assistant Secretary of the Navy (Manpower and Reserve Affairs) (ASN(M&RA)) assigned lead responsibility for HRM regionalization to the Deputy Assistant Secretary of the Navy (Civilian Personnel and Equal Employment Opportunity) (DASN(CP/EEO)).  The framework for regionalization in DON   includes the following elements:

The DON regional centers, designated as Human Resources Service Centers (HRSCs), will provide services to all DON activities within their assigned geographic zones.  There will be eight centers DON-wide, with six in CONUS and one each in Europe and the Pacific;

The DON HRM policy functions have been relocated to the office of the DASN(CP/EEO).  A new organization, the Human Resources Operations Center (HROC), reporting to the DASN(CP/EEO), has been established to oversee and operate the HRSCs.  Concurrently, the DON Office of Civilian Personnel Management has been disestablished; and

Operating HRM programs and workload will be transferred to regional centers during the period FY 96-99, as HRSCs become operational.  A number of functions currently performed in local HROs will be realigned to HRSCs consistent with DoD guidance and DON-specific plans.  The HROs will, however, remain responsible for direct customer support and management of local HRM programs and services.   

HRSC Locations and Start-up Schedule
Geographic coverage of DON HRSC regions worldwide is shown on the map in Appendix A.  HRSC Europe became operational in January 1995; HRSC Pacific in October, 1996; and HRSCs East and Northwest in September-October 1997.  Remaining DON HRSCs are scheduled for start-up during FY 98.  To lead planning and implementation, HRSC Directors have been designated for all HRSCs.

Transition to Regional Operations
The transition process for relocation of  HRM services from HROs to HRSCs includes extensive coordination among activities, HROs, and HRSC staffs in planning revised operating methods and procedures to be used in maintaining continuity of service to customers. 

The DON has completed a process model for regionalizing HRM programs.  The model identifies specific responsibilities of HROs, HRSCs and managers for over two hundred HRM services and products required by managers, employees, and commands.  The model provides for transfer from the HRO to the HRSC of approximately two-thirds of the HRM work now performed by the HRO, and serves as a blueprint for consistent delivery of services by HROs and HRSCs DON-wide.  

Prior to start-up of each HRSC, HRSC and HRO staffs form implementation teams to complete detailed analyses of work flow, develop operating procedures, and specify plans for addressing activity-unique requirements.  Pre-start-up actions also include consultation with local labor organizations representing civilian employees so that collective bargaining obligations are satisfied prior to commencement of HRSC operations.  Status briefings are provided to Human Resources Directors and staffs, and to key command and activity managers, as the implementation process is carried out.  

Workload transfer dates are scheduled for activities serviced by each HRO in the HRSC region, with sequential transfers ensuring that the transition process occurs with limited disruption of support to managers, employees, and activity HRM processes.  Although not problem-free, the sequence of stand-up planning provides “lessons learned” so that follow-on HRSCs can benefit from the experience of earlier efforts. 

KEY PLAYERS IN HRM

                  

REGIONALIZATION

Whether you are a manager seeking to train a new employee, a commanding officer with recruitment issues, or an employee with questions about your benefits, HRM regionalization will produce changes in how you obtain the services you require.  Roles and responsibilities of your local HRO, the HRSC which supports you, and the activity and command you work for, will undergo changes during and after regionalization.   Understanding the part played by the HRO and the HRSC respectively will assist you in getting HRM work done.  The summary below outlines the roles of various principals in the regionalization effort.

Activity  Level
* Commanding Officers and Line Managers
Authority to hire, retain, pay, reward, discipline, and separate civilian employees is delegated from the Secretary of the Navy to heads of naval activities and organizations.  Under regionalized operations, activity commanders and managers retain these authorities without change.  

* HROs
The HRO serves as the  advisor and consultant to commands, activities, and managers for human resources actions, including both equal employment opportunity (EEO)  and personnel management transactions.  Its primary role under regionalization is to provide advisory services -- that is, to counsel managers and employees on recruitment, position classification, EEO, performance appraisal, labor relations and other HRM programs and to provide quality control review of actions to be submitted to HRSCs so that those actions can be processed in a timely manner.  The local Human Resources Director manages the HRO and serves as the primary advisor to the activities and employees served by the HRO.  The HRO and the HRSC work closely together on a continuing basis to ensure the activity’s HRM programs and personnel actions are timely and of high quality.

The HRO continues to be responsible for the overall effectiveness and quality of the HRM programs at the activities it services and for delivery of high-quality services to employees, managers, and commands.  To support its customers, the HRO staff needs to maintain a partnership with activity managers in addressing  requirements, problems, issues, and actions underway or planned which will affect HRM operations at the installation.  Specific responsibilities  include:


*  Advising management on all aspects of HRM programs, on individual personnel and EEO actions, and on recurring HRM activities (e.g., performance appraisal cycles, awards, recruitment requirements, training requirements, organizational changes);


*  Developing local policies, procedures, and instructions governing customer HRM operations to ensure consistency and meet activity requirements;


*  Screening most types of personnel actions before they are forwarded to the HRSC to ensure that all necessary information is included;


*  Answering employees’ questions regarding procedures and regulations for HRM programs; 


*  Operating activity EEO programs;


*  Managing labor relations issues, communicating with labor organizations (unions), promoting labor-management partnerships and satisfying bargaining obligations with those organizations;  and


*  Monitoring activity requirements and HRSC service delivery to ensure timely and effective HRM support is being provided to managers and employees.
* HRSCs

The Human Resources Service Center (HRSC) serves as the regional HRM action processing center for naval activities and HROs in its serviced area.  The HRSC  processes personnel actions submitted by activities and provides various centralized HRM programs and services.  

HRSCs process personnel transactions for all activities/HROs within the serviced region and provide HRM services to multiple naval activities and HROs.  They interact routinely with the HROs supporting those activities.  Specific responsibilities include:


*  Processing personnel actions submitted by HROs and activities (including recruitments, position classification actions, performance appraisals, and other actions) promptly and accurately;


*  Maintaining official records, including position descriptions and Official Personnel Folders (OPFs);


*  Providing EEO program support, including reporting on and analyzing activity and regional EEO representation, processing class complaints of discrimination, and advising on use of alternative dispute resolution (ADR) processes; 


*  Advising HROs and individual employees on employee benefits and services and processing employee benefits actions (life insurance, health insurance, Thrift Savings Plan, retirement);


*  Coordinating the Priority Placement Program for all serviced HROs/activities;


*  Administering centralized regional training and employee development programs;


*  Representing activities in proceedings before the Federal Labor Relations Authority (FLRA), the Federal Service Impasses Panel (FSIP), the Merit Systems Protection Board (MSPB); and  


*  Providing required management reports and systems administration support for HRM hardware and software systems to HROs and customer activities.  

Major Command Level

Major command HRM officials play a key role in monitoring and ensuring effective service delivery to HRM customers during and after regionalization.
*  Directors of Civilian Personnel Programs and Command Deputy Equal Employment Opportunity Officers (DCPPs and/CDEEOOs).  Major commands employing significant numbers of civilian employees have requirements for oversight and coordination of both EEO and civilian personnel programs.  Responsibilities include the command EEO program, work force analysis and information, and  implementation of major initiatives such as downsizing, training, and other HRM programs.  DCPPs and CDEEOOs provide these types of staff support to major command staffs and activity commanding officers.  During regionalization, DCPPs and CDEEOOs coordinate changes in HRO resources and services related to regionalization.  They also monitor  service delivery and address issues with HRSC Directors, HROC staff, and where command concerns with regionalization implementation are significant, with the DASN(CP/EEO).

DON Level
* The Office of the DASN(CP/EEO)..  Reporting to the ASN(M&RA), the DASN(CP/EEO) organization includes The Director of Plans, Programs and Diversity, whose staff of DON civilian human resources specialists interpret and apply Federal personnel regulations, submit proposals for new HRM legislation, provide the DON position on new or changed regulations, and coordinate DON implementation of HRM regulations, policies, and programs; and the Human Resources Operations Center (HROC), which manages and oversees activities of the HRSCs.  The HROC includes staffs for information technology and financial management, and for administrative and functional coordination of the HRSCs.  The Director, HROC is the reporting senior for the HRSC Directors and for HROC principal staff directors.

* Human Resources Service Delivery Board of Directors (BOD).  The BOD is a customer service body established by the ASN(M&RA) to provide command and line management input to HRM regionalization and advise the ASN(M&RA) and DASN(CP/EEO) on progress and issues.  Made up of senior military and civilian representatives from all major commands, the BOD meets periodically to assess progress of regionalization, identify issues and problems, and present and consider actions needed to ensure that line management concerns with HRM regionalization are included in the planning and implementation process.
 HRM INFORMATION TECHNOLOGY 

FOR MANAGERS

The HRM regionalization process includes adoption of information technology solutions as a primary means of doing business.  Adoption of technology is intended to reduce workload and HRM resource requirements through process re-engineering, and through placing technology tools in the hands of the manager.  The regionalization framework anticipates that managers, activities, and the HRM community (HROs/HRSCs) will initiate, review, approve, and process personnel actions electronically. 

DON regionalization resources will be used to provide hardware and software for use at HROs and HRSCs.  In order to gain the benefits of this HRM “information revolution”, commands and line managers must adopt revised automated processes for initiating, reviewing, approving, and transmitting personnel actions to HROs and for obtaining workforce information from automated systems.

Local hardware and communications requirements for managers to access these systems will vary depending on the information technology capabilities and systems currently in place at your activity.  The HRO and HRSC implementation teams will involve activity management and information technology staffs in the planning and implementation process as part of 

pre-start-up activities.  Activities are responsible for identifying and purchasing hardware/software for connecting managers outside the HRO to HRM information systems.  

To ensure that your requirements are considered and addressed, contact your HRO or HRSC information technology point of contact. They can provide specific information and assistance in obtaining HRM connectivity.

Current and planned HRM software tools intended for managers and activity support are summarized below.

Software Applications for Managers -- Personnel Process Improvements (PPIs)
PPIs is the summary term used to describe a number of software applications developed by DoD for use in HRM regionalization.  With appropriate electronic connectivity, PPIs provide desktop access for command managers, supervisors, and administrative and financial personnel to employee information and to electronic routing and approval of personnel actions.

The PPIs of significant interest to managers and DON activity staffs include:

    a.  Regional Application.  This application will display a wide range of individual employee data and provide standard reports.  Data elements available include most information contained  in the OPF;  basic payroll information, including salary; leave balance and work schedule; premium pay and costs; and training history and career program data such as those applicable to acquisition career management.  This application can reduce or eliminate the necessity for managers, financial/ budget staffs, and administrative staffs to maintain hard-copy files of basic employee data,  and eliminate requiremtns for management and employee access to OPFs.

    b.  PERSACTION.  This application, adopted by DOD from the Navy,  provides for electronic preparation, routing, approval, and forwarding of personnel actions (SF-52 Request for Personnel Action) and position descriptions through activity channels to HROs and HRSCs.   PERSACTION automatically completes most items on the SF-52 after the employee name or social security number is entered.  Routing and approval of actions can be structured consistent with activity requirements.  Personnel actions can be tracked and status provided by accessing this system.

    c.  COREDOC.  COREDOC was developed from the Navy’s automated position classification system.  It supports automated preparation of a core HRM document, including the position description; evaluation criteria for recruitment; training requirements for positions; and performance appraisal elements.  Managers select duty statements from an extensive library of standard statements covering over 100 occupations.  The application then constructs a position description and associated documents based on the statements selected and identifies the resulting title, series, and grade.

Who Can Use PPIs?
User groups for PPIs vary with each application.  Regional Application is intended for managers and administrative personnel responsible for obtaining and using work force data.  PERSACTION is most useful to managers and administrative/ financial personnel who initiate, route, review, and approve personnel actions.  COREDOC can be used by supervisors in the job description, recruitment, training, and performance appraisal processes.  In combination, the PPIs can provide substantial improvements over current manual methods used to obtain personnel data, and for personnel action and paperwork preparation.

Your activity’s needs may be met by access to one or several systems for approving officials, financial managers, and administrative personnel, or your activity may prefer wider distribution to managers throughout the organization.  Regardless of how your activity chooses to use HRM technology, adopting these management software applications is an essential step in maintaining effective HRM operations under regionalization.

RESUMIX
RESUMIX is a commercial off-the-shelf (COTS) software application which automates internal and external recruitment, candidate rating, selection certificates and employee job application processes.  Using RESUMIX, employees will apply for jobs, and managers and HRO/HRSC staffs will submit vacancy requisitions, screen candidates and complete selections electronically.  RESUMIX receives applications, extracts candidate information, job skills and work experience, and provides search and access capability for all applications in its data base.  Using knowledge and experience criteria selected by managers, it matches applicants to vacancies and provides lists of qualified applicants.  Employees will be able to submit one application for ongoing consideration for activity vacancies for which they qualify.  RESUMIX is intended to replace current paper-intensive recruitment and staffing procedures, improve timeliness and provide high-quality recruitment support within reduced HRM staff  resources.  RESUMIX is currently scheduled for field installation on a phased basis during FY 97-98.

User Training and Systems Administration

The HRSCs provide start-up training on PPIs and are responsible for systems administration and customer access control for activities within their regions.  For additional information on PPIs and other HRM information technology matters, consult your HRO or the HRSC information technology staff.

The Modern System

The PPIs were developed as an interim information technology support system for DOD HRM.  During FY 98 and 99, the, PPIs will be replaced by more powerful and flexible database-driven software applications, referred to collectively within the DoD HRM community as “the modern system”.  The modern system is intended to provide  processing, reporting and information access capabilities for managers and HRM staffs which are more flexible than the PPIs.  The modern system will replace both the PPIs, and the Defense Civilian Personnel Data System (DCPDS), with transaction processing, reporting and management information functions which are consistent across all DOD components.  

Information Access for Employees
The DON is currently evaluating several other COTS  information system applications which would allow employees to access their records and obtain information by telephone directly from HRSCs.  These include Interactive Voice Response Systems, which would allow employees to electronically initiate and complete changes in benefits (health insurance, Thrift Savings Plan, retirement information), and related applications.  Under regionalized HRM operations, procurement and use of such systems would provide cost-effective, timely, and responsive support for these HRM program areas, while reducing workload and costs of current hard-copy forms distribution and processing.  These and other process improvements reflect the economies and efficiencies which are achievable in the regionalized HRM environment.

.               

REGIONAL HRM SERVICE                          DELIVERY

This section of the handbook provides brief summaries of the primary products and services which will be provided by HROs and HRSCs following regionalization.  The summaries are intended to give you sufficient information to understand the roles of the HRO and HRSC in each HRM program area and will guide you in initiating personnel actions and following up with your HRO and/or HRSC to obtain more specific information.  The HRM programs covered are: 

 * Obtaining personnel data/employee information;

  *  Equal employment opportunity;

 * Position classification and position descriptions;

 * Staffing and recruitment;

 * Labor and employee relations; 

 * Employee benefits and services; and

 * Employee training and development.  

When you  require more detailed information than that provided in this handbook, or you are uncertain about how to proceed with particular personnel actions,  consult your HRO.  The HRO staff can provide you specific information on HRO and HRSC areas of responsibility, on documentation requirements for personnel actions, and on the easiest means to complete the actions you need to take.

A summary chart of HRO and HRSC responsibilities in HRM functions is at Appendix B.

Obtaining Personnel Information  

You may periodically need summary data on civilian employees, such as performance appraisal distributions, awards amounts and history, or retirement eligibility dates.   With access to PPIs, you will be able to obtain data on your employees directly.  If you do not have PPI access, contact your HRO.  The HRO staff will provide the data or request it from the servicing HRSC. Both the HRO and HRSC have routine access to the PPIs, and can work with you to meet your requirements for more complex work force data and information.

Official Personnel Folders (OPFs) 

OPFs for civilian employees contain official copies of all personnel actions and documents for each Federal employee paid from appropriated funds.  These folders are maintained at the HRSC. Some documents, such as perfomance appraisals and position descriptions, are not filed in the OPF, but copies are provided to the activity or manager.  Supervisors should ensure that employees receive and maintain personal copies of all documents related to their employment.  For actions initiated by employees, such as life insurance or health benefit changes, the HRSC-completed forms will be forwarded to the employee.  

It may occasionally be necessary for you or one of your employees to review an OPF.  In that case, contact your HRO and they will obtain the OPF for you.  In most cases, the HRO will request that you or the employee review the folder at their location, if possible, and return it to an HRO staff member when finished.

Consistent with other information technology initiatives,  DON will reduce hard-copy paperwork HRM processes to the maximum possible extent.   Over time, managers and employees may expect reduced requirements to maintain and distribute personnel action copies, and increased access to electronic personnel files and information.

Position Classification and Position Descriptions
Position classification includes those tasks involving review of existing or new position descriptions prepared by managers to determine proper title, series, and grade; application of new or revised OPM position classification standards; and determinations related to pay (including entitlement to hazardous duty pay or environmental differential pay) and Fair Labor Standards Act exempt/nonexempt status. 

Line managers prepare position descriptions and provide the description for initial review by the HRO.  If your activity delegates authority to managers to classify positions,  the description can be reviewed and classified under local procedures and provided to the HRSC for processing.  If the position description must be classified, your HRO conducts initial review and ensures that documentation is complete, and then forwards the action to HRSC for classification.  Following classification, the HRSC completes additional action (such as recruitment or reassignment of the employee) and provides a classified copy of the position description to the HRO for local retention.  

In other classification program actions, such as planning reorganizations or applying new classification standards, similar procedures will be followed.  Your HRO will review new descriptions, provide advice on organizing and structuring the work, and provide final descriptions to the HRSC for classification action.

If your activity has access to the PPIs, you can use the COREDOC application to generate the required description and its accompanying classification.
Staffing and Recruitment
Staffing includes those HR processes involving recruitment, selection, and placement of civilian employees, as well as related actions such as pay-setting, promotion, and reassignment of employees between positions.  

Recruiting to fill a civilian position requires approval of an SF-52 by your command and may require preparation and classification of a position description covering the duties the employee will perform.   

Procedures for approval of recruitment and classification actions vary depending on your organization -- your Comptroller/Financial Manager or administrative staff can provide additional information.

Your HRO will advise you on several important tasks you must perform before recruitment can start.  These include:

 
*  Choosing a recruitment source for candidates; and


*  Identifying the area of consideration -- the geographic scope and groups of applicants who will be eligible to apply and be considered for your position.  The area of consideration determines how long vacancies must be advertised to allow applicants time to apply, with larger areas of consideration (e.g., worldwide) requiring longer announcement periods.


Identifying knowledges, skills and abilities (KSAs).  KSAs are knowledges, skills, and abilities you would expect well-qualified applicants to have.  They are provided to applicants as part of the position advertisement.  Your recruitment request can be processed most rapidly when KSAs are prepared and forwarded with your personnel action request.  

After the HRO screens and forwards your personnel action request to the HRSC, the HRSC staff conducts recruitment and screens applicant qualifications.  Following applicant screening and processing, the HRSC will forward a certificate of candidates to your HRO.  The HRO staff can advise you on review of  applications, interviews, reference checks, and use of rating panels to screen and consider applicants.  

After making your selection, return the certificate to the HRO, which will forward it to the HRSC.  The HRO will coordinate with you and the HRSC in cases where you have options in setting the applicant’s pay, and will schedule required medical and security checks, followed by an entry-on-duty date for your new employee.  

A number of other types of personnel actions are part of the staffing function.  Briefly, these include planning and implementing Reductions-In-Force (RIFs), separating  civilian employees due to base closure, staff reductions, or reorganization; offering incentives for employees to resign or retire early in lieu of RIF (Voluntary Separation Incentive Program/Voluntary Early Retirement Authorization); effecting temporary assignments of employees outside their job descriptions (details); and managing various special employment and placement programs, including college recruitment, use of volunteers, and placement and advancement of employees under DoD and DON career programs (such as the Defense Acquisition Career Management Program).  

Your HRO can advise you of the steps involved in planning and completing the various kinds of actions involved in staffing your organization.  When planning

recruitment for critical or multiple vacancies, or considering alternatives for downsizing or reorganizing your organization, we strongly recommend advising your HRO and HRSC of your requirements as far in advance as possible.  Early planning of these significant actions allows for the most timely and effective support.  In the case of staff reductions/downsizing, use of outplacement and early retirement incentives can minimize or eliminate the need to separate employees through RIF.   

Equal Employment Opportunity (EEO)
Under the DON EEO program guidelines, commanding officers/heads of naval activities are designated as Equal Employment Opportunity Officers (EEOOs), responsible for fostering workforce diversity, ensuring fair and equitable operation of recruitment, awards and training programs, and ensuring adequate representation of women, minority group members, and persons with disabilities within the activity work force.  The Deputy Equal Employment Oppurtunity Officer (DEEOO) is the primary advisor to the EEOO on EEO program matters.  Under HRM regionalization, the DEEOO remains assigned within the local HRO.  To ensure the most effective advice and program guidance for the program, most day-to-day EEO program responsibilities remain under HRO cognizance.  These responsibilities include:


*  Managing the EEO programs of serviced activities and acting as DEEOO;


*  Publicizing EEO support policies and availability of informal and formal EEO complaint procedures, counselors, and EEO staff;


*  Processing informal and formal complaints of discrimination (except class action complaints), and promoting prevention of sexual harassment and resolution of EEO issues and problems; and


* Developing affirmative action plans and special employment programs and supporting EEO observances.

The HRSC responsibilities include providing generic program instructions for adaptation/adoption by activities and HROs; analyzing activity and regional EEO representation statistics and preparing required EEO reports; and processing class complaints of discrimination.
Labor and Employee Relations
The labor relations function within HRM includes all interactions and disputes between management and employee organizations (unions), such as grievances, arbitration,  unfair labor practices, and negotiation and administration of collective bargaining agreements.

Consistent with its primary management advisory role, the HRO serves as principal advisor to management in labor relations matters, including:  


*  Processing grievances; 


*  Administering provisions of the negotiated agreement; 


*  Bargaining on the impact of changes in policies and regulations; and


*  Preparing for and conducting periodic contract negotiations;


*  Maintaining effective labor - management partnerships; and


*  Seeking alternative methods of resolving disputes.  

The HRSC becomes directly involved as the DON agency representative when labor relations issues are elevated to third parties such as the FLRA (for alleged unfair labor practices) or the FSIP for negotiations impasses.  

The employee relations function includes managing performance; employee recognition; dealing with poor performance and conduct problems; processing administrative grievances (where a grievant is not a member of a bargaining unit); and denial of within-grade increases.

The HRO serves as the primary advisor for these actions, including:  


*  Working with managers to determine facts and set penalties;


*  Preparing required notices to the employee, and determining final actions and documentation; and 


*  Representing the activity in employee appeals of discipline and performance-based adverse actions to MSPB.  

The HRSC is responsible for providing information as requested during consideration and decision phases and effecting final personnel actions submitted by management, and for seeking a final decision from the MSPB in certain cases.

For performance appraisal processing, the HRSC provides listings of appraisals due and management provides electronic notification to the HRSC of appraisals assigned to employees.  Nominations for individual cash and time-off awards are sent to the HRSC following approval; the HRSC reviews and processes awards.  

Employee Benefits and Services

For most employee benefits and services, including retirement counseling and processing, health benefits, Federal Employees’ Group Life Insurance,  and the Thrift Savings Plan, employees direct their questions and submit required forms directly to the HRSC.  


Retirement.  HRSCs provide retirement information, counseling and computations upon request of employees.  For employees who have decided to retire, HRSC provides required forms directly to the employee and processes those forms when they are returned.  Formal retirement action also requires initiation and forwarding of a personnel action from management.  Management or employees requiring information on disability retirement   should contact the HRSC -- more extensive management involvement is usually necessary in these cases.  The HRSC also counsels employees, provides forms and information, and processes employee requests for deposit  or redeposit of retirement contributions, and processes requests for voluntary contributions, refunds of voluntary contributions and refunds of retirement deductions.


Health Benefits.  Employees elect health benefits upon initial entry on duty and may participate in periodic “open seasons” allowing them to make changes in health benefits plans and levels of coverage.  The HRSC announces, publicizes and distributes open season materials to HROs for further distribution to employees.  Once health plan elections have been made, employees will deal directly with their health benefits provider on most questions or problems dealing with specific benefits coverage issues.  The HRSC provides guidance regarding procedures to handle unresolved disputes. 

Employee Training
Under HRM regionalization, training and development responsibilities for the civilian work force are shared by the HRO and HRSC.  Responsibilities are as follows:

HROs

*  Identifies requirements, plans, and executes activity-specific training.  For training programs unique to the activity, the HRO plans, develops, manages, and executes training requirements.  Examples of such training programs include apprentice training, Nuclear Certification training and other types of training not common to multiple activities.

HRSCs  


*  Determines requirements, and plans and executes generic or common-use training.  The HRSC determines regional training requirements, and identifies training sources for generic or common-use training, including such curricula as basic management skills, HRM technology/automation users’ training, and similar topics for which most or all regional activities have training requirements.  The HRSC surveys and analyzes training needs for these types of training; determines the most-cost effective method of delivery; identifies and evaluates vendor proposals; and recommends the most cost-effective sources.  

The HRSC publishes an annual training schedule and specific announcements for training courses fielded outside of regular training schedules. 


*  Training by Vendors.  The HRSC reviews and approves training costing up to $25,000 per course; courses or curricula greater than $25,000 require procurement through formal contracting procedures, administered outside the HRO/HRSC community.                                                                                

*  Advisory services are provided by the HRSC for generic training requirements.  The HRSC gathers and analyzes data, formulates and evaluates options, and presents recommendations.  In the purchasing of training from outside sources, the HRSC is also responsible for cost analysis, vendor evaluation, and recommendation of most cost-effective source.  

Employee Development    

Career Counseling:  When employees at the activity request counseling and advice on training and advancement, HRO specialists assist with career development, discussing options and interests with individual employees.  The HRO specialists seek the assistance of the HRSC training and development staff as needed.  

Civilian Leadership Development (CLD) Program:  CLD is conducted by DON activities as an employee-initiated skills development program for all DON employees at GS-9 and above.  DON commands announce training opportunities and market the program.  The HRSC advises managers on the benefits and options available in administering the program at the local level.   

Veterans Readjustment Act/Upward Mobility/Student  Employment/ Supervisory Probationary Programs:  These programs require completion of a training plan as part of the employment process for covered applicants/employees.  Employees and managers at the activity level work with the HRSC in the preparation and execution of required training plans.  The HRSC tracks participation and completion of requirements via work force reports, and is responsible for monitoring training plans to completion.  

Apprentice Programs:  Managers at the activity are responsible for determining the number of apprentices hired.  The HRO recruits and selects, administers any pre-employment training, monitors and reviews  performance, and takes appropriate actions to continue employment through to end of term or to remove apprentices from employment.

Executive Development Programs:  As a part of planning work force development and determining annual training requirements, the HRSC gathers information from managers and HROs to determine requirements, identifies the providers of executive development training requested by activities, and monitors execution. Activities sponsor and administer executive development under the Defense Leadership and Management Program (DLAMP), which includes identification of covered positions at GS-14 through SES levels.  Employees at GS-12 through -15 are eligible to participate in DLAMP.

.  

HRM ADVICE AND SERVICES --  

GUIDELINES FOR MANAGERS AND 
EMPLOYEES

As your HRO and its services and products transition under HRM regionalization, there are a few general guidelines which will assist you in getting the best support possible in planning and completing civilian personnel actions. 

Getting Command and Management Access to PPIs

The benefit to managers and employees of gaining electronic acess to HROs and HRSCs is a recurring theme of this handbook.  Specific information is proivded in the section on Information Technology.  In brief, connectivity to HROs will allow you, your command and its civilian employees to prepare and submit personnel actions, check status informtion and rapidly obtain a wide range of information on individual employee or groups of employees under your supervision.  Electronic communicatioins saves time and money, and increases the quality and timeliness of personnel services and information.  Consult your informationt technology staff or your HRSC information technology point of contact for additional information.
Obtaining Status Information  
As discussed above, the PPIs contain standard reports which provide most of the status information needed on personnel actions.  The processing software updates status information at various stages of personnel action processing.  Managers should use these status tracking systems (where activity managers can access the software directly) or obtain status information from the system residing at the HRO.  Due to the large number of actions in process at the HRSC, more timely and current information can usually be obtained by electronically-available information, rather than by calling the HRSC directly.  

Employees seeking information on HRM programs and transactions should consult the HRO first.  For some programs and services, such as retirement and health benefits information, employees are directed to contact the HRSC.  The servicing HRO can orient employees to services provided by HROs and HRSCs and provide direction on the quickest means to obtain the required information or to process individual transactions.

Keeping Your HRO Informed  
As a manager, whenever you have a question or need advice or assistance in completing personnel transactions, your initial source of information should be your HRO.  As part of the activity management team, the Human Resources Director and staff can best serve you by staying aware of your requirements, concerns, and priorities in managing your civilian work force.  

The HRSC will provide ongoing information to HROs so that individual employee seeking information regarding HRM programs, training or other personnel management processes, can obtain up-to-date information. 

Providing Complete Documentation  
Your HRO and HRSC staffs will be able to  provide you information on what documentation is required to accompany specific types of personnel actions. You can greatly assist and expedite processing of personnel actions by ensuring that supplemental information needed to process your request is provided to the HRO along with the request.  

Employee Copies of Personnel Actions/Current Employee Information
Reducing requirements for hard-copy paperwork is a primary aim of DoD and DON regionalization.  However, for some actions, employees and supervisors will still routinely be provided official copies of completed personnel action documentation.  Such paperwork includes executed employee copies of the SF-50, Notification of Personnel Action; copies of classified position descriptions; completed employee benefits transactions; and copies of completed performance appraisals.  Many employees, and some managers, may not retain and preserve these official documents.  You are encouraged to ensure that these official copies are provided to employees.   You should also remind your employees of the importance of retaining their record copies for future use in obtaining information and following up on their personnel action status and benefits. Employees are also responsible for ensuring that current home address information, next-of-kin and designation of benificiaries for life insurance and Thrift Savings Plan, as applicable, are provided to HRSC for inclusion in their OPFs.

Keeping Employees Informed

As regionalization plans proceed in each region, HRO and HRSC Directors and staffs will provide briefings to managers and employees.  Commands, managers, and supervisors should be represented at these briefings.  Regionalization implementation teams devote attention to communications with customers as HRSC stand-up dates approach.  By staying informed, you will be better able to keep your employees informed, and to address their questions and concerns regarding regionalization of their HRM services.
Expecting the Best
As customers of the HRM community, managers, commands, and employees should expect high-quality HRM support from HROs and HRSCs.  The HRM regionalization process presents problems and issues to all concerned, and some HRM processes may be affected by short-term problems or delays as regionalization is implemented.  You can improve the level and quality of support provided to you by giving  information and feedback during customer surveys; passing along suggestions, problems, or concerns to your HRO staff; and advising of cases where your reasonable expectations for support are not fully met. 

We continue to take all possible steps to keep customers informed and to anticipate and avoid or minimize problems.  We request and solicit the involvement of our customers at all levels in assisting us to transition successfully to regionalized operations. 

Providing Feedback and Concerns

Your comments and suggestions on the HRM regionalization process and on the quality and timeliness of our HRM services are invited.  Contact your Human Resources Director, HRSC Director or command Director of Civilian Personnel Programs to discuss problems, issues, or areas of concern.  You may also provide feedback or comments to:


Director


Human Resources Operations Center


800 North Quincy Street


Arlington, VA  22203-1998

