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1227 - Establishes code, caption, and sets forth direction for managing positions and filling vacancies in accordance with Department Regulation (DR) 4020-250-002, Position Management and Vacancy Control, issued October 18, 2010.  
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1227 - POSITION MANAGEMENT AND VACANCY CONTROL
1227.01 - Authority
Departmental Regulation, Position Management and Vacancy Control, DR 4020-250-002.  This Departmental Regulation sets forth the requirements for managing positions and filling vacancies.
1227.02 - Objective
1.  To provide a structured and uniform framework for managing the utilization of positions and the filling of vacancies throughout the Forest Service.

2.  To require responsible stewardship and accountability of resources.

1227.03 - Policy
Hiring managers/supervisors at all Forest Service units shall deliberately consider workforce planning and position management principles together with annual workforce and succession plans when filling positions, creating new organizations or establishing new missions (with additional staff).
1227.04 - Responsibility

1227.04a - Chief  

The Chief is responsible for:

1.  Assessing workforce characteristics and needs to align the organization’s human resources policies and programs with the Agency’s mission, strategic goals, and performance objectives.

2.  Ensuring that sound principles of organization design and position management are followed when evaluating the need for organizational changes and the establishment of positions and that decisions are validated and consistent with merit principles.

3.  Conducting workforce analysis and organizational efficiency/effectiveness studies to support sound position management. 

4.  Developing and implementing effective strategies to attract, develop, manage, and retain skilled employees as detailed in the organization’s annual workforce/succession plan. 

1227.04b - Director, Human Resources Management

The Director, Human Resources Management (HRM) is responsible for:

1.  Ensuring accountability throughout the process in working with managers to support Department of Agriculture (USDA) and Office of Human Resources Management (OHRM) efforts.

2.  Ensuring required reports are completed. 

3.  Reviewing requested variances before forwarding to the Chief for approval.
4.  Communicating all policies, practices, and business processes in standard operating procedures (SOPs).

5.  Ensuring proper internal controls are established and documented at all levels of the organization to determine the need for replacement or new staff.

1227.04c - Hiring Managers/Supervisors
Hiring managers/supervisors are responsible for:

1.  Validating the need for establishing new or filling existing permanent positions by completing Appendix A, Position Management and Workforce/Succession Planning Checklist, an attachment in the Departmental Regulation (Appendix A). 

2.  Ensuring supervisory-to-employee ratio is 1:9 or more; 
3.  Reviewing variation requests from subordinate supervisors for supervisor-to- employee ratio of less than 1:9.
4.  Maintaining staffing plans for each organizational unit that document authorized and budgeted positions allocations.

5.  Continuously reviewing business processes to ensure they are being performed as efficiently as possible.

1227.04d - Human Resource Service Teams (HRSTs)

1.  Ensuring that all requests for recruitment and position change actions for permanent positions are validated and decisions documented utilizing Appendix A, Position Management and Workforce/Succession Planning Checklist. 
2.  Maintaining Appendix A Position Management and Workforce/Succession Planning Checklist, and supervisor-to-employee variance documentation for further consideration, review, and reporting.

3.  Communicating all policies, practices, and business processes in standard operating procedures (SOPs).  

4.  Reviewing requests for variances of less than the USDA target of one supervisor for nine (1:9) employees.  
5.  Completing required reports as identified in paragraph 11 of the Departmental Regulation, specifically Appendix B.

1227.05 - Definitions
Agency.  For purposes of this direction Agency is the Forest Service.
Position Management.  The continuous and systematic process for determining the number of positions needed, the skill and knowledge requirements of those positions, and the organizational grouping of positions to carry out the work of an organizational unit.
Staff Office.  A Departmental administrative office whose head reports to the Secretary or Assistant Secretary.

Succession Planning.  An assessment of the past and present situation to plan the workforce of the future, including developing a plan to address succession of current workers as they leave the workforce due to retirement, attrition, and other factors.
Workload Analysis.  The descriptive baseline of the resource requirements by discipline, priorities, skill sets, and training to perform work in a business unit.
Workforce Analysis.  The comprehensive and systematic process for determining the number of people needed with the right skills and competencies necessary to perform the work in an organization.  This analysis provides the framework for making staffing decisions based on the mission, strategic plan, and budgetary resources.

Workforce Management.  A comprehensive process that provides managers with a framework for making staffing decisions based on an organization's mission, strategic plan, budgetary resources, and a set of desired workforce competencies 

1227.1 - Procedures When Filing Permanent Positions 
Human Resources personnel may not process any recruiting or position change action for a permanent position without a completed Appendix A, Position Management and Workforce/Succession Planning Checklist.

When a permanent position becomes vacant or when a new permanent position is being considered for creation (and this includes creation of new organizational units) and before an 
SF-52, Request for Personnel Action (or similar document), is submitted to begin the hiring process, the hiring authority and the hiring authority’s supervisor, must validate the need for establishing a new, or filling an existing position.  The validation process must include consideration of alternate ways to meet the need.  Decisions shall be documented using Appendix A.  

If the supervisor decides not to fill the vacancy and not to distribute the associated workload to others, the completed Appendix A must be maintained and a copy provided to the HRST.

If the supervisor decides to fill the vacancy, the completed Appendix A must accompany the 
SF 52 Request for Personnel Action. 
If the supervisor decides to redistribute the associated workload to others, that is, re-describe other employee’s position descriptions, the completed Appendix A must accompany the SF 52, Request for Personnel Action. 

If the supervisor-to-employee ratio is less than 1:9, the variance must be documented.  Documentation should include Appendix A, a current and/or proposed organizational chart, and a statement addressing factors one through four of DR 4020-250-002 8.c. The variance must be concurred with by the supervisory chain of command prior to submission to HRST for review. HRST shall submit approved requests to Classification Policy for final approval by the Chief.
Requests for recruiting career SES/SL personnel must include the Appendix A checklist and must also address the supervisor-to-employee ratio for the entire organization under the purview of the proposed position.  If the span of control is less than one-to-nine (1:9), an explanation must accompany the recruit request.

Emergency hiring needs or other extenuating circumstances requiring immediate response such as emergency response permanent positions that are mission critical may be excepted from this policy on a case-by-case basis with the approval of the Chief.
1227.2 - Accountability and Oversight 
Biennially, during the accountability review of its human resources function, HRM Compliance Branch will review a representative random sample of completed Appendix A decisions to ensure consistency with the HR accountability plan and workforce and succession planning efforts.  Findings in this review must be incorporated as part of the annual workforce analysis outlined in paragraph 5b of the Departmental Regulation.  

By January of each year, the HRST shall review a representative random sample of completed Appendix A forms from the prior fiscal year to determine if procedures are in place, effective, and being followed.  The HRST shall certify the results of this review and submit the findings to the HRM Classification Policy Branch by December 30 using the format in Appendix B of the Department regulation.  The HRM Classification Policy Branch shall consolidate the results of this review and report to OHRM by February 15 using the Appendix B format.  The report to OHRM must be signed by the HRM Director and the Chief. 

Annually, the ASC-HRM Workforce Planning Branch shall provide supervisor-to-employee ratio data to the HRM-Classification Policy Branch for review using the format in Appendix C of the Departmental Regulation.  The HRM-Classification Branch shall report the results of this review to OHRM by February 15 using the Appendix C format.
The ASC-HRM Classification Policy Branch shall disseminate final reports to HRSTs.
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