U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

WASHINGTON, D.C. 

THE SECRETARY


January 15, 2004

MEMORANDUM FOR:
Principal Staff

FROM:



Alphonso Jackson





Acting Secretary

SUBJECT:


Strategic Placement Plan


The next critical step of achieving the goals and objectives of the Corrective Action Plan for Fiscal Year 2004 is the voluntary reassignment phase, which will be accomplished in

Accordance with the Strategic Placement Plan (SPP) and administered by the Office of Human

Resources (OHR). In order to move forward with implementing this phase in February 2004, there are several actions that need your immediate attention.


First, program offices that are listed as over-ceiling in my November 24, 2003, memorandum need to identify the imbalances, by program area, based on authorized Resource Estimation and Allocation Process (REAP) full-time equivalent (FTE) ceiling levels. If a plan of action for making adjustments has not been submitted previously, one must be forwarded to Barbara Edwards, Deputy Assistant Secretary for Human Resource Management, by

January 23, 2004. Program offices that are under their authorized FTE ceiling were previously asked to identify and submit their staffing needs for rank order for hiring to Ms. Edwards by

December 1, 2003. Please feel free to update these plans as appropriate.


Second, program offices that are under-ceiling need to identify the selection criteria that will be used in making selections for the reassignments. This information must also be provided to OHR, along with the listing of positions available for reassignments.


Third, all program offices should submit names of subject-matter experts for slating panels by January 23, 2004.


Finally, identify a point of contact in under-ceiling program offices to be the liaison with  OHR, for receiving resumes and expressions of interest from employees and coordinate this reassignment effort for your organization. The name and telephone number of this person should also be provided to OHR.
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Upon receiving the listing of available positions, OHR will publicize a consolidated list of the positions to all employees in over-ceiling program offices who may then apply for reassignment. Based on our timeline, we expect that employees will be notified of available positions and application procedures beginning the week of February 9, 2004, and selections will be made by March 19, 2004. While the voluntary reassignment process is ongoing, recruitment activities will continue concurrently and may include positions that were identified for voluntary placement under the SPP.


Further information regarding the SPP is attached. If you have any questions, please call Zakiyyah Day, Director, Staffing and Classification Division, on (202) 708-4788.
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DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

STRATEGIC PLACEMENT PLAN

Purpose


The purpose of this Strategic Placement Plan (SPP) is to provide policies and procedures to be utilized in effecting voluntary reassignments of human resources in individual offices, in accordance with authorized Resource Estimation and Allocation Process (REAP) full-time

Equivalent (FTE) ceilings, workload, and program office needs. The SPP will facilitate the process by which the Department of Housing and Urban Development will be able to achieve required staffing levels established under the Corrective Action Plan (CAP) disseminated to Principal Staff on July 19, 2003.

Objective


It is the objective of the Department to solicit volunteers from program offices that are over ceiling for reassignment, to fill positions in program offices that are under their authorized REAP FTE ceiling, commensurate with skill levels and FY’04 Staffing Plan requirements. Voluntary reassignments will facilitate bringing FTE ceilings into compliance with REAP and the CAP. If voluntary reassignments do not achieve REAP compliance, necessary involuntary reassignments will be affected.

Policy

· The Office of Human Resources, with the assistance of field Human Resources Divisions, will administer the SPP on behalf of the Department. The servicing Human Resources Office (HRO), in consultation with program offices, will publicize a consolidated list of positions for which employees in over-ceiling program offices may indicate an interest for voluntary reassignment or relocation, in accordance with FY 2004 Staffing Plan requirements.

· Cross-program selections are strongly encouraged in order to maximize employee placements. Slating Panels comprised of subject-matter experts (SMEs) from the gaining and losing organizations may be utilized to review and validate qualifications/skills compatibility.

· Selecting officials may make selections within their discretion and each selection will be made solely on the basis of merit, without discrimination. Selections at GS-14 and above levels to program offices that are under their FTE ceiling do not require the advance approval of the Deputy Secretary.

· The Department will pay relocation costs for reassignments that require relocation. Such payments will be approved in accordance with the Department’s relocation policy, Notice CFO 03-01, issued August 1, 2003.

· An employee cannot be reassigned to a position that offers greater promotion potential than the position currently occupied.

· All employees selected for voluntary reassignment must meet the U.S. Office of Personnel Management qualification requirements for the position for which selected. However, offices may request a waiver of the qualification requirements where it appears that the employee has transferable skills. In addition, training may be offered to update skills (e.g., employee may have subject-matter knowledge from previous experience, but work methods are now automated instead of manual).
· Prior to placement, each employee accepting a reassignment must execute a signed agreement certifying his/her acceptance of the voluntary reassignment.
Human Resources Office and Program Office Roles and Responsibilities

The servicing HRO and program offices have a joint responsibility to coordinate closely with the Office of the Chief Financial Officer to ensure that authorized REAP FTE ceilings are closely monitored and not exceeded during the administration of the SPP, which will run concurrently with normal recruitment activities for program offices under-ceiling.


Program offices that are over their authorized REAP FTE ceiling will identify position imbalances that need to be corrected to achieve staffing level compliance, by program area. Program offices that are under-ceiling will identify staffing needs, based on currently authorized REAP FTE ceilings, and provide a listing of established vacant positions to the servicing HRO. The attached form may be used for this purpose.


Program offices under-ceiling shall identify, in advance, the selection criteria that will be used in making selections for reassignments, ie., selective placement factors or essential skills requirements. This information will be provided to the servicing HRO in writing, along with the listing of positions and a copy of the appropriate position descriptions. The names of SMEs for Slating Panels should be submitted simultaneously.


The servicing HRO will issue notices of available positions to employees in over-ceiling program offices, verify basic qualifications, and certify applicants, along with Notification of Interest Forms, to under-ceiling program offices who will arrange for employee interviews in person or by telephone, as appropriate. If one candidate is interviewed for a position, all applicants for that position must also be interviewed. References may be checked as a part of this interview process. Offices should consult with the servicing HR Specialist on questions concerning qualification determinations, although the use of Slating Panels should minimize such instances of dispute.

Selecting officials may make selections for reassignment of employees in an over-ceiling office to the same or a different line of work, the same grade level or to a position of equal or lesser promotion potential, or to a position in the same or a different geographical area. Non-competitive reassignments may not be made for positions that would result in a promotion or higher promotion potential for the employee selected.


The servicing HRO will maintain a report with the names of employees who applied for positions under the SPP. This report shall include each employee’s current title, series, grade, and location. A report will also be maintained on employees selected for reassignment. This report will identify the previous position and location of the employee selected, as well as the new title, series, grade, and location of the position to which they will be reassigned.

Employee Roles and Responsibilities


Employees from over-ceiling offices may express an interest in one or more of the positions listed as being available for voluntary reassignment. Employees must submit the Notification of Interest Form, an abbreviated resume of experience on a HUD-25010, and a copy of their latest performance appraisal for each position for which they have an interest.


Employees are responsible for submitting all required documents and information by the due date for receipt of resumes, as specified in the notice.


Employees selected for a reassignment, whether relocation is required or not, must sign a statement certifying their acceptance of the reassignment prior to the effective date.

Strategic Placement Plan Timeline

1/23/04

Over-ceiling program offices must identify positions/functions that are 
not in compliance with REAP and under-ceiling program offices must identify positions available for posting.

2/9/04 – 2/20/04

Employees in over-ceiling offices will be notified of available positions and resumes will be accepted.

2/23/04 – 3/5/04

Servicing HROs will review resumes, convene Slating Panels, as needed, and certify resumes to selecting officials.

3/8/04 – 3/19/04

Interviews will be conducted and/or program offices will make selections and obtain authorization for relocation, if required.

3/22/04 – 3/26/04

Employees will be notified of selections for positions and release dates will be negotiated.
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