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CHAPTER 14.  VA MANPOWER MANAGEMENT





PURPOSE





	This chapter establishes policies, functions, responsibilities, and information procedures for the management of manpower resources in the VA.





2.  DEFINITION





	Manpower management is the application of management functions to manpower resources.  It includes manpower planning and program integration, work force analysis, manpower utilization, productivity, and work measurement systems.  These systems are applied to determine staffing requirements to meet program needs, and to develop agency-wide criteria for identifying needs and allocating manpower resources to major operating elements.





POLICIES





	a.  General.  Manpower management takes place at both the agency level and the department and staff office level.  This two-tier arrangement most effectively meets internal and external demands on the VA’s manpower management system.  At the agency level, the Associate Deputy Administrator, supported by the OMP (Office of Manpower Programs) and in consultation with the Assistant Administrator for Personnel (Office of Personnel), represents the Administrator’s policies and priorities in providing overall manpower guidance to departments and staff offices.  Such guidance assures that the VA’s existing and proposed manpower systems are compatible with agency-wide needs.  At the department and staff office level, management is directly responsible to the Administrator for the design, operation and results of their manpower systems.





	b.  User-Oriented Manpower Programs.  The department and staff office heads, as the direct users of manpower programs, are responsible to the Administrator for all aspects of such programs.  These users develop and maintain manpower programs to:  determine staffing requirements; allocate staffing; assess accomplishments versus plans; measure productivity; identify out-of-line situations; project, capture and defend costs; and provide the Administrator and others in VA with valid program data.  User-oriented manpower programs are usable at all management levels and contribute to effective program planning, controlling, and evaluating.  Fully developed manpower programs explore and act on the relationships between workloads, staffing, budgeting and program impacts.





	c.  Agency-wide Manpower Management.  The Associate Deputy Administrator, supported by OMP, is responsible for making recommendations to the Deputy Administrator and Administrator relating to overall manpower policy.  OMP provides recommendation, assistance and independent evaluation to departments and staff offices, regarding the ability of their productivity, work measurements.  The Associate Deputy Administrator and Administrator on these matters.  Responsibility rests with OMP for independently reviewing manpower requests on a VA-wide basis and making recommendations to the Deputy Administrator and Administrator, through the Associate Deputy Administrator, for effective use of manpower resources.





FUNCTIONS AND RESPONSIBLITIES





	a.  The Associate Deputy Administrator advises the Deputy Administrator and Administrator on planning, maintaining and evaluating an interlinking, agency-wide, two-tier system for the efficient and effective use of manpower resources throughout the VA.





	b.  The development and staff office heads are responsible for developing, maintaining and utilizing their own manpower program, systems and reports.





	c.  The Director, Office of Manpower Programs, under the direction of the Associate Deputy Administrator, and in consultation with the Assistant Administrator for Personnel is responsible for various manpower related functions and executes the associated procedures in the areas of policy, budget, productivity, and manpower management systems.





	(1)  Manpower Policy Functions





	(a)  OMP develops proposed policy, makes recommendations to the Associate Deputy Administrator, and implements approved agency-wide policies on manpower planning, work force analysis, manpower utilization, productivity and work measurement.





	(b)  OMP reviews and assesses proposed directives and legislation for manpower implications.





	(2)  Manpower Budget Functions





	(a)  OMP conducts agency level reviews of manpower requirements, which include evaluation of work measurement standards, staffing criteria and key factors upon which requirements are based, and makes recommendations, through the Associate Deputy Administrator, to the Deputy Administrator and Administrator with respect to decisions on staffing requirements and manpower allocation.





	(b)  OMP reviews quantitative data and staffing requests in operating and 5-year plans, and in the agency budget.





	(3)  Manpower Budget Procedures





	(a)  OMP annually prepares, as part of the recurring budget cycle, a proposed division, by department and staff office, of the Office of Management and Budget’s employment planning base or allowance for the VA.  The OMP proposed division is submitted for approval, through the Associate Deputy Administrator to the Deputy Administrator and Administrator.  This procedure is coordinated with the Controller (Budget Service) because of the close relationship between staff levels and personal services funs.  OMP then provides each department and staff office an employment planning base or allowance, for use in formulating their current level employment budget requests to the Administrator.





	(b)  OMP annually provides, as part of the recurring budget cycle, to the Deputy Administrator and Administrator and their budget advisors an analysis containing OMP’s independent assessment of budget staffing requirements, workload trends, and manpower issues.  The analysis is a working document intended to facilitate manpower budget decisions by presenting an independent view and by forming the basis for additional analysis and discussion.





	(c )  OMP annually reviews, as part of the recurring budget cycle, the department and staff office employment level requests to the Administrator and provides the Deputy Administrator and Administrator and their budget advisors with analyses and recommendations.





	(d )  OMP annually reviews, as part of the recurring budget cycle, the employment levels, workloads, and impact statements in the VA’s budget submittal to the Office of Management and Budget, prior to its transmittal, as a final check that the submittal fully and adequately reflects the decisions made during VA’s internal budget deliberations.





	(e)  OMP annually recommends to the Deputy Administrator and Administrator, through the Associate Deputy Administrator, a course of appeal, as appropriate, to the Office of Management and Budget or to the President on the employment provided to the VA.  OMP’s recommendations are based on its analysis of the implications of the Office of Management and Budget mark and on the guidelines furnished OMP by the Administrator.





	(f)  OMP annually recommends staffing distribution changes to the Deputy Administrator and Administrator, through the Associate Deputy Administrator, based on the disposition by the President and the Congress of the employment request for the VA.





	(g)  OMP prepares information on VA’s manpower request in the President’s budget submission to the Congress, for the use of the Administrator and other top VA managers in briefing veterans service organizations, Congressional members, committees and staff, and others.





	(h)  OMP reviews employment levels in department and staff office operating plan proposals and makes recommendations to the Deputy Administrator and Administrator with respect to appropriate operating plan levels.  Further, OMP maintains data on actual employment levels to ensure adherence to OMB employment ceilings, and VA internal ceilings, plans, and targets, as appropriate.





	(i)  Each quarter of the fiscal year OMP reviews actual FTEE (full-time equivalent employment) in relation to the operating plans approved for departments and staff offices.  OMP then provides to the Deputy Administrator and Administrator, through the Associate Deputy Administrator, status on slippage from the planned use of FTEE.  OMP also recommends alternatives for the application of the FTEE identified as slippage, including return of the FTEE to the department or staff office experiencing the slippage.





	(4)  Productivity Functions





	(a)  OMP develops and recommends agency policies, procedures and methodologies to increase productivity in the VA.





	(b)  OMP executes, utilizing department and staff office inputs, the VA’s responsibilities in the Federal Productivity Measurement Project.





	(c )  OMP provides to departments and staff offices guidance and assistance on productivity aspects of personnel performance appraisal measurement in the VA.





	(5)  Productivity Procedures





	(a)  OMP guides and assists departments and staff offices in identifying or consolidating productivity measures appropriate for incorporation in the Administrator’s Quarterly Review and Analysis briefing.





	(b)  OMP receives department and staff office inputs for the Federal Productivity Measurement Project and reviews such inputs for their agency level management implications.  Also OMP, as a final check for the VA, reviews the data and formats which form the VA’s input for compliance with the pertinent guidance.  OMP prepares the VA final submission for transmittal to the Bureau of Labor Statistics.





	( c)  OMP reviews productivity related data incorporated into the budget throughout each annual budget cycle and works with each department and staff office in making improvements to the data as appropriate.





	(d)  OMP develops productivity measures and projections and performs analyses, as required, to meet taskings of the Administrator or to form independent OMP recommendations.





	(6)  Manpower Management Systems





	(a)  OMP develops and recommends improved agency-wide manpower management systems.





	(b)  OMP assists departments and staff offices in developing their manpower management systems.





	(c )  OMP reviews department and staff office manpower systems to ensure their compatibility with agency level management information needs.





5.  INFORMATION PROCEDURES





	a.  Availability of Data From OMP





	(1)  OMP analyzes manpower issues with agency level ramifications and matters interagency or interdepartmental in nature.





	(2)  OMP’s data bases primarily consist of extracts from files developed and maintained by departments and staff offices.





	(3)  OMP’s data bases may be used by departments and staff offices for the analysis of interdepartmental and interagency manpower issues.





	b.  Review of Data for External Release





	(1)  OMP serves as the central clearinghouse for manpower information which has a significant impact on agency policies and operations and is passed to the Office of Management and Budget, the Congress and others external to the VA.  Examples of such information would include new staffing requirements, ceiling management issues, and reallocation matters.  This clearinghouse process provides an agency level check on the accuracy, consistency, and appropriateness of key figures and information which are released.





	(2)  Data and information published, previously cleared for external release, or of a routine nature may be furnished to requesters by departments and staff offices without clearance.





	(3)  OMP and Budget Service work closely together to ensure that both offices fully coordinate and share manpower information.





	(4)  In the event circumstances prohibit clearance of information before its release, for example, when time-consuming formal clearance would give the appearance of lack of cooperation to oversight committees or other organizations, a report of contact to OMP is required after the information is released.





	c.  OMP Access to Data.  OMP requires and has access to any department or staff office information and data in the VA which are related directly or indirectly to requirements for or utilization of manpower resources.











