Transfer of Function/Employee Placement Process


[image: image1.wmf]
SCA-IT Convergence

2004

Transfer of Function/Employee Placement Process

January 22, 2004

 Transfer of Function/ Employee Placement Process

Part I:  Introduction

Two-part process:  The process contained in this document will be used to implement IT convergence by transferring employees from their current positions in Farm Service Agency (FSA), Natural Resources Conservation Service (NRCS), and Rural Development (RD) to the new SCA-IT organization.  The new SCA-IT organization will be organized under the direction and oversight of The Office of the Chief Information Officer (OCIO).  The OCIO is responsible for the placement of employees into properly classified positions in the new SCA-IT organization.

The transfer of the IT infrastructure function is a two-step process.  First, employees will be identified for transfer and moved in their current positions (pay, grade, and promotion potential) into the new SCA-IT organization.  FSA, NRCS, and RD are responsible for the identification of positions and employees with the transferring function, i.e., IT infrastructure work.  Second, employees will be placed into properly classified positions in the SCA-IT organization.  

Part II:  Transfer of Function Procedures
Role of losing organizations:  The losing organizations (FSA, NRCS, and RD) will identify the employees for transfer to the new SCA-IT organization.  

Losing organization procedures:  The losing organizations (FSA, NRCS, and RD) will identify all employees to be transferred on the basis of the employee’s official position, using Method 1, Options 1 or 2 described below.  

TOF Determination Team roles and responsibilities:  Each losing organization (FSA, NRCS, and RD) will identify one or more members to serve on the TOF Determination Team.  The members of this Team will:  review official position descriptions to identify those which involve IT infrastructure work; assist management in rewriting or amending official position descriptions, as necessary; ensure that any reclassification decisions are properly coordinated with the servicing classification staff and with the affected employee(s); ensure that in cases where the position description has been changed or amended, that the affected employee receives a copy and that a copy is placed in the employee’s official personnel folder; prepare a weekly status report to be provided to each agency’s HR Coordinator/Director to identify the type of reclassification or official position description changes being made, which influence TOF determinations being made; make TOF determinations based on official position descriptions and other “supplementary” documents; coordinate TOF determinations with management; and complete for each losing organization, one “SCA-IT Transfer Documentation” EXCEL spreadsheet which will be submitted to the SCA-IT Placement Team.  

Reliance on official Position Descriptions in rendering TOF determinations:  Actual transfer determinations (i.e., the identification of those employees identified for transfer to the new organization) will be made based on a review of employees’ official position descriptions (pursuant to 5 CFR Part 351.303(a)).  In determining what percentage of time an employee performs the IT infrastructure work in the employee’s official position, the losing organizations may supplement the official position description with appropriate records, e.g., the web-based IT survey, official work reports, performance plans/appraisals, organizational time logs, work schedules, classification surveys, etc.  Each losing organization (FSA, NRCS, and RD) must decide which supplemental documents to use (e.g., staffing plans, automated reports, etc.) to ensure that employees are appropriately identified for transfer to the new organization.  Supervisors may change or amend official position descriptions in order to more accurately reflect the official duties performed in the position prior to or concurrent with TOF determinations.  Supervisors are encouraged to work with their servicing classification staff members to get reclassification or official position description changes made.  The scope of the changes made to the official position description will determine whether the changes warrant a change in the employee’s official position classification, or merely an amended position description.  The bottom line is that no employee will be identified for transfer, regardless of the amount of time he/she performs IT infrastructure work, unless the employee’s official position description includes qualifying IT infrastructure work.

TOF documentation:  All transfer of function determinations will be made by the losing servicing Human Resources (HR) Office, verified by management officials, and communicated to the SCA-IT Placement Team using the “SCA-IT Transfer Documentation” EXCEL spreadsheet.  FSA, NRCS, and RD will submit one consolidated EXCEL spreadsheet each to the SCA-IT Placement Team for use in placing employees into the new organization.

Transfer of Function Methods, Methods 1 and 2:  Under Transfer of Function procedures, as defined by 5 CFR 351, Subpart C, two methods are available to identify employees and qualifying vacant positions with a transferring function.  Method 1 is the procedure used when the transferring function is performed 50% or more of the total time spent on the job, or regardless of the percentage of time spent on the job, the function being performed and transferring is grade-controlling (based on a review of employees’ official position descriptions).  Method 2 is the procedure used when a transferring function is performed less than 50% of the total time spent on the job.  Method 2 is typically used to identify support positions or those employees performing IT infrastructure work on an incidental, or limited basis, when the IT work is not grade-controlling.  Method 2 will not be used in this SCA-IT TOF.  

Method 1 Identification Procedures:

Method 1, Option 1, Grade-Controlling IT Infrastructure Work:  The

losing organizations (FSA, NRCS, and RD) will review employees’ official position descriptions to determine which positions include IT infrastructure work which is transferring to the new organization .  The HR staffs will determine the basis for the grades of these positions.  If the grade of the position is based on IT infrastructure duties contained in one or more major duty paragraphs, then the employees assigned to these positions will be identified for transfer, regardless of the total percentage of time that the employee performs the IT infrastructure duties.  There is no need to refer to supplemental documents to determine the amount of time spent on IT infrastructure duties.  

Method 1, Option 2, IT Infrastructure Work performed more than

50% of the total time on the job:  The losing organizations (FSA, NRCS, and RD) will 

review  employees’ official position descriptions to determine which positions include work which is transferring to the new organization.  If the IT infrastructure work that is transferring does not control the grade of the position, then a determination must be made on the percentage of time an employee assigned to such a position performs the transferring function.  In determining these percentages of time, the losing organizations may supplement the official position description with appropriate records, e.g., the web-based IT survey, official work reports, performance plans/appraisals, organizational time logs, work schedules, classification surveys, etc.  The amount of time spent on IT infrastructure work will be determined based on work performed by the employee during FY 03.  If it is determined that the employee (whose official PD, with any subsequent amendments, at the time that the TOF determination is made) performs IT infrastructure work 50% or more of his/her time, then the employee will be identified for transfer.  

Documentation of Employees Identified for Transfer:  Each losing organization (FSA, NRCS, and RD) will provide one consolidated “SCA-IT Transfer Documentation” EXCEL spreadsheet to the SCA-IT Placement Team (see attached), which will provide an aggregate listing of all employees and qualifying vacant positions identified for transfer to the new SCA-IT organization (sorted in alphabetical order), with the following information for each individual employee:  employee’s name, employee ID code, bargaining unit status code, organization, organization code, title, series, grade, duty station (city/state) promotion potential, and type of appointment information if other than permanent/fulltime/ competitive service appointment.   Also, the “SCA-IT Transfer Documentation” EXCEL spreadsheet will include two additional columns to indicate whether the TOF decision being made for a given employee was based on the employee’s official position description, to include any amendments, or based on the employee’s official position description and any other supplementary documents.

Part III:  Placement Procedures
Role of gaining organization:  The gaining organization (SCA-IT under the OCIO) will place employees who have transferred into properly classified positions in SCA-IT.


Placement Philosophy:  All employees will be placed into a position in their current geographical location, for which they qualify at their current grade, pay, and promotion potential.  Employees must meet minimum U.S. Office of Personnel Management qualifications for the positions in which they are placed no later than the date the transfer of function is effective.  Since no employee will be separated or downgraded as a result of the transfer of function, it is presumed that once an employee is provided placement, then the placement process is complete.  Note that some employees may be placed into “like,” rather than “identical” positions in the new organization (e.g., placement into similar positions, placement from supervisory to non-supervisory positions, etc. at the employee’s same grade level and rate of pay).  


SCA-IT Placement Team:  The SCA-IT Placement Team will be comprised of management officials from FSA, NRCS, RD, and OCIO and technical Human Resource (HR) representatives from each of the three losing organizations (FSA, NRCS, and RD), as well as a representative from the USDA’s HR Services Division who will serve on the team until the final decision is made regarding SCA IT’s HR Service Provider post-convergence.  This Team will recommend employees’ placements to the OCIO organization.  It is expected that this team will have the expertise necessary to make both individual employee qualifications and final placement determinations.  

Relationship to the web-based employee survey:  The purpose of

the web-based, employee survey conducted in November-December 2003 is to assist the OCIO and more specifically, the new SCA-IT organization with identifying those resources needed to support IT infrastructure service delivery post-convergence.  Information derived from the survey responses will assist management in assessing the total IT infrastructure work performed during the past fiscal year for each of the three losing organizations on both an individual employee and aggregate office level.  


Supervisory/Managerial Placements:  All employees, regardless of supervisory or nonsupervisory status, will be placed into positions in the new organization.  Supervisory positions of the new SCA-IT organization will be filled through competitive procedures, by advertising and making selections prior to the TOF’s effective date.  Therefore, employees interested in being considered for vacant supervisory positions in the new organization will need to apply under appropriate merit procedures.  The selectees of these SCA-IT supervisory/managerial positions, if current FSA, NRCS, or RD employees will be transferred as part of the TOF process, and then placed, through reassignment or promotion, into their newly-selected supervisory/managerial positions later the same calendar day on which the TOF is effective.  This process will fairly eliminate the situation of having too many supervisory personnel in the new organization – situations in which the number of multiple state or regional supervisory positions will be reduced with the establishment of the SCA-IT.  


Employees working on other than permanent, fulltime or competitive appointments:   Employees serving on other than a competitive service appointment and/or fulltime work schedule will have their names annotated for record keeping purposes.  These individuals will be placed into positions with similar type appointments (e.g., career, career conditional, TERM, Schedule A, Schedule B, etc.) and/or work schedules (e.g., fulltime, part-time, intermittent, when actually employed, etc.).


Vacancy Announcements:  Once the placement process has been applied throughout the organization in order to place all current IT infrastructure employees who will transfer to the OCIO, the organization may initiate vacancy announcements in order to fill any new or unfilled positions.  
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