Guidance for the Preparation of the

 Activity Civilian Personnel Transition Plan

Introduction

The following is a guide for developing an Activity Civilian Personnel Transition Plan (ACPTP) that will become part of the AAUSN Claimant Civilian Personnel Transition Plan (CCPTP). This document will be provided to the Department of Navy Chief Information Officer (DoN CIO) and Department of Navy, Assistant Secretary of the Navy (DASN) CP/EEO. 

The ACPTP shall use the guidance issued by the Office of the Assistant Secretary (Civilian Personnel/ Equal Employment Opportunity) on 14 Sep 2000 and the DON CIO Execution Plan, Section 8.1.  These documents are available on the SHHRO website at www.hq.navy.mil/shhro.  Metrics to measure vendor performance on “First Hire” provision of the RFP will be collected as part of the implementation of customer satisfaction performance awards.

It is the AAUSN goal that the development and execution of Activity Plans, in combination with sound civilian transition policies, will assure a smooth transition to NMCI.  The use of a combined OPTI/HR teaming strategy will ensure that AAUSN fulfills its obligation to provide fair and equitable treatment to employees impacted by NMCI.  

Submission Requirement

Each activity will be required to submit an ACPTP by 31 March 2001. Changes to the plan shall be submitted as necessary.  Updates to Appendix D shall be submitted the 1st of each month.

Elements

The major elements of the Activity Civilian Personnel Transition Plan are:

· Communication Plan

· Implementation of Transition Policies 

· Retention of Staff in Impacted Positions

· Process Changes

· Training Plan

· Timeline

· Budget requirements

· Bargaining requirements

· Civilian Personnel Continuity of Operations Plan 

· Record keeping

The following explains each of these elements and the submission requirements:

· Communication Plan

Appropriate, timely and continuous communication of the NMCI intent, plans, goals and processes are vital to its successful implementation.  With the requirement to transition 35 claimant employees to other positions, this communication strategy is particularly vital to these impacted civilian personnel.  The communication plan encourages active and continuous communication with impacted employees.  Appendix A provides a standardized format for the documentation of communication events.  Although additional efforts are encouraged, the following two communication approaches are required: "All Hands Briefings" (for the impacted community) and Supervisory/Employee individual sessions.  All of these will require multiple planned dates.  

Whenever possible, claimant sample slides and talking notes will be provided for Activity briefings.  Activity supervisors shall use Appendix B to discuss generic options for in their discussion with employees.   Activities are asked to modify Appendix B to identify the names of individuals who could serve as the best source of additional information for each of these options.  Once the employee and the supervisor have made a determination as to which option best suits the needs of the employee, this information should be provided to the site HR POC (noted above).     


Submission requirement: Modify and submit Appendix A and B

· Implementation of Transition Policies 

Appendix C is a basic Transition Timeline.  The activity shall modify the Timeline to identify which actions they will be using, which individuals will be responsible for the action and the necessary timeframes for implementation.  Consideration should be given to whether VSIP/VERA authority will be required and, if so, what timing would be best for the activity.  To the extent feasible, timelines for offering VERA and VSIP should take into consideration timing with the contractor.  


Submission requirement: Modify and submit Appendix C

· Retention of Staff in Impacted Positions

Appendix C lists considerations for the number and types of positions required to retain/establish once NMCI is fully implemented as well as other positions for which staff in impacted positions may qualify.  If new positions are being created, position descriptions and classifications will be completed (i.e. – Customer Technical Representatives (CTRs) for NMCI services. A narrative describing these determinations and a description of the process for assigning impacted staff to these positions shall be submitted as part of the Activity Plan.


Submission requirement: Narrative 

· Process Changes

The Activity Plan shall also include a narrative description identifying organizational and staffing changes implemented at the Claimant and activity levels in order to enable the ordering process for data, voice and video services through NMCI.  


Submission requirement: Narrative

·  Training Plan

A Training Plan, including specific training plans for impacted personnel shall be provided as part of the Activity Plan.  Use of the DON Civilian Career Path Guide (final draft August 2000) is highly recommended in making these determinations.  This document may be found by going to the following website (click on Interest Areas, then Workforce and then Career Development): 

http://www.don-imit.navy.mil.  Consideration for in-service training, retraining, accreditation and certification programs should be provided as needed.  Use of Career Progression Plan (CPP) of the Career Path Guide (page 42) is strongly suggested.  The training plan narrative shall identify additional funding requirements and timelines for implementation.  


Submission requirement: Narrative description of training needs for impacted employees.  

· Timeline


Appendix C is a timetable for implementing the Transition Policies consistent with the deployment schedule.   Two timelines will be developed taking into consideration when AAUSN will transition data services employees and the voice, video and Defense Messaging employees.


Submission requirement: Modify and submit Appendix C

· Budget Requirements 

Although, the normal budget process should be used as the vehicle to ensure that adequate resources are in place to support NMCI transition, Activities are requested to identify the necessary resources to fully implement the transition.


Submission requirement:  Appendix C narrative, as appropriate.

· Bargaining Requirements (N/A)

Commands and activities should fulfill their bargaining requirements, as appropriate.


Submission requirement:  Appendix A

· Civilian Personnel Continuity of Operations Plan 

One of the sections of Appendix C requires assessment of what is required to maintain mission essential operations in light of placement actions planned for affected employees.  Consideration for the retention of impacted personnel for continuity of operations throughout the transition to NMCI is strongly recommended. Ensuring that high quality operational support to each activity's respective mission exists throughout the implementation of the transition is a top priority.  In order to ensure this goal, plans must be in place to avoid interruption in service consistent with permitting impacted employees to fully participate in transition programs.   A narrative description of the approach used to assess and mitigate any disruption shall be submitted as part of the Activity Plan.


Submission requirement: Narrative

· Record Keeping

Each Activity will maintain records of the disposition of each affected person.  The records should be in sufficient detail to compare the expected disposition as indicated in the June 21, 2000 report to Congress and what actually transpired.  This information will be included in the ACPTP.  Since we will need to track this information, beginning with the baseline information provided to DON CIO in June 2000, the following data, at minimum, will be retained for each affected employee:

· Command/activity UIC

· Command/activity name

· Name of impacted individual

· PD number for impacted individual

· Predicted disposition, reported to DON CIO in June 2000

· Final action:  select all that apply:

· Resigned

· Placed at Command/activity

· Placed elsewhere within the claimancy

· Place elsewhere within the Dept. of the Navy

· Place elsewhere within Federal Government

· Accepted a job with the vendor

· Accepted VERA

· Accepted VSIP

· Retired

Submission requirement:  Appendix D will be used for this purpose.  Both proposed action and final status of employee actions should be tracked.  Anticipated/Actual Cost shall be tracked in the last column of Appendix D.  Activity POC’s shall update Appendix D on the 1st of every month by e-mailing Margaret Mitchell.  Negative comments are required.

APPENDIXES


Electronic versions of this guidance and the following appendixes are available on the SHHRO website at www.hq.navy.mil/shhro.  We encourage you to download these files to create your activity CPTP.

· Appendix A – Communication Plan 
· Appendix B – HR Tools to Mitigate the Adverse Impact of NMCI on the AAUSN Civilian Population
· Appendix C – NMCI HR Timeline 
· Appendix D - Position/Employee Spreadsheet   
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