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Administration of Leave Donor Program and Advanced Sick Leave
1.0
Introduction

NASA has created a Shared Services Center that will perform a variety of transactional and administrative activities currently done at each NASA Center in the functional areas of:  Financial Management, Human Resources, and Procurement.  It will consolidate targeted activities into a shared services organization that reports to HQ and is designed to achieve:  efficient and effective service, improved data quality, standardized processes, leveraged skills and investments and economies of scale.  NASA Shared Service Center (NSSC) will work collaboratively with Centers to meet their service needs via a Customer Contact Center. This will allow Centers to focus more time on their core work and strategic initiatives. Additionally each Center will have a resident NSSC Center Liaison.
The NSSC’s human resources and financial management offices will both play a role in the administration of the voluntary leave transfer program and in advanced sick leave processing when the authority is transferred from the NASA Centers.  This document outlines the scope, assumptions, and transition plan for these transactions.
2.0
SCOPE
The NSSC has been tasked to support NASA in the administration and coordination of the Leave Donor Program and Advanced Sick Leave for all NASA employees.  NSSC Human Resources will review and determine eligibility of leave recipients for the Leave Donor Program and for Advanced Sick Leave and notify them of approval or disapproval of requests.  NSSC Payroll will validate leave balance information for Leave Donor Program recipients and donors and ensure records for those approved are updated in FPPS; sets up Leave Donor Program recipients in WebTADS; provides information on Advanced Sick Leave recipients to DOI for update and processing into FPPS. 

The NSSC will provide an online list of approved leave recipients, standardize forms used, provide a consistent review process, and integrate automation into the process, particularly as enhancements are made to WebTADS.  NSSC will ensure that Code of Federal Regulations and NASA Policy Directives are adhered to in the processing of these requests.  
2.1
Schedule
On July 8, 2007, NSSC will begin processing all employee requests for leave donations, to donate leave, or to obtain advanced sick leave.  This date coincides with the beginning of a pay period.  Center HR Offices should complete processing and approvals of any requests not yet taken care of prior to July 8, 2007 to minimize any pending actions during transition.  All new requests that will be effective after July 8 should be directed to NSSC.

2.2
Organization and Staffing
The staffing numbers are shown below:
	Personnel Required
	Required
	On Board
	Pending

	Service Provider (SP)
	1
	Y
	N/A

	Civil Service (CS)
	1
	Y
	N/A


2.3
Training and Qualified Personnel
Training is taking place to ensure that all NSSC personnel are operationally ready to execute the tasks supporting this function.  The NSSC Service Provider (SP) is fully staffed and personnel in Financial Management are currently performing many of the supporting functions so little or no additional training is required prior to transition.  We will focus on ensuring HR personnel are fully trained including trained in the areas identified below.  Civil Service (CS) staff is trained to the appropriate certification level based on their GS grade.
Training Topics

Familiarization with applicable regulations, i.e., 5CFR 630 and NPR 3600.1A

Payroll processing requirements 

Impact of leave accruals, leave balances, and work schedules on eligibility

Impact of termination dates, restoration of leave to donors and adjustment of leave accounts
2.4
Communications Strategy

The communications strategy includes the use of teleconferences; creation of a quick reference guide, Service Delivery Guide, and promulgation of this Transition Plan; publication of articles in NASA publications; and, an operational readiness review.  A copy of the communications plan will be provided for review.
2.5
Information Technology

Hardware and software issues are outlined in the chart below.  The dependency on established websites or existing systems plays a vital role in the total process.
	IT System Title
	IT System Description
	Access Requirements
	IT System Interfaces

	Existing Systems
	
	
	

	Tech Doc Management System
	System creates electronic files from faxes, emails, or hard copy documents
	User role for SP
	Remedy

	Remedy
	Supports NSSC internal activities, metrics, etc.
	User role for SP/CS
	Tech Doc Management System, BIDM

	Leave Donor Website
	Provides listing of approved leave recipients
	User role for SP/CS and NASA Employees
	Web

	WebTADS
	Time and attendance processing.
	User role for SP/CS Employees
	Web

	FPPS
	Personnel action processing and related personnel records’ database
	User role for SP/CS and user support
	Web, Personnel Data Warehouse


2.6
Processes and Procedures

An overview of processes and procedures are described in the Service Delivery Guide for “Administration of Leave Donor Program and Advanced Sick Leave.”  This Guide will be made available for review as soon as practicable.  A comprehensive description of supporting processes can be found in internal NSSC process guides, checklists, quick references, Tech Doc process flows, Remedy guide, and this transition plan.  Significant training, including step-by-step instructions has been accomplished with more training scheduled through “go live”.
2.7
Records Management

Requests will be received electronically.  A Remedy ticket will be generated automatically for workflow management.  Request files will be created for all requests and will be archived by the NSSC Document Management Office.  NARA regulations apply.  Hard copy documents will be electronically scanned, labeled, and filed.  Any accompanying medical supporting documentation will be filed in the Human Resources cabinet of the Tech Doc repository as secure, limited access documents.  Other documents will be filed in the Financial Management cabinet within TechDoc.
2.8
Stakeholder Concurrence

OHCM, OCFO, Center human resources, and financial management offices have been and will continue to be consulted and requested to provide feedback and suggestions with regards to all processes, procedures, and written guides.
2.9
Lessons Learned
Lessons learned during this transition activity have been, and will continue to be incorporated in our written guides, and procedures as they are refined and implemented.  Center HR offices and payroll offices have been consulted and lessons learned at the Centers have also been incorporated into processes and procedures.  We will continue to refine our written guides and procedures, taking into consideration lessons that will be learned over the next 12 months.
3.0
ASSUMPTIONS
The transition plan was based on the following assumptions:
OHCM will re-delegate authority for approval of Leave Donor Program and Advanced Sick Leave requests to the NSSC.
NSSC will appoint an Activity Transition Manager responsible for all aspects of the transition of this activity to the NSSC.
Sufficient NSSC staff will be hired and in place with adequate time to prepare and train for the transition of this activity.
Information technology resources will be in place and access to needed systems will be available.
WebTADS enhancements will occur within the first year of transition to allow greater automation efficiencies.
Centers will ensure supervisors and employees understand their roles and responsibilities under this program.
The notification process implemented by NSSC HR will ensure necessary coordination with Center HR employee relations offices takes place.
Employees will use standard OPM forms in accordance with Personnel Bulletin 2007-18-JL, Voluntary Leave Transfer Program, dated April 19, 2007. 
4.0
RECOMMENDED TRANSITION PLAN

4.1
Transition of Administration of Leave Donor Program and Advanced Sick Leave
OHCM and OFCO Responsibilities

· Delegation of authority to approve and process requests
· Policy interpretation and guidance
· Requirements analysis and implementation of WebTADS enhancements
NSSC Human Resource Responsibilities

· Implement communication plan strategies including:
· Conduct telecon with HR Directors and principal interface with Center Human Resources Offices
· Coordinate transition requirements with Centers
· Coordinate change of Center specific website links to NSSC

· Gather notification/correspondence templates
· Develop process flows and incorporate quality measures
· Assist with changes and/or updates to Service Delivery Guides and other process documentation
· Train NSSC staff in processes
· Notify current leave recipients of transition

NSSC Financial Management Responsibilities

· Implement communication plan strategies including:
· Conduct telecon with Payroll Office Directors and principal interface with Center Payroll  Offices
· Coordinate transition requirements with Centers
· Develop process flows incorporate quality measures
· Work with Centers to validate current lists of leave recipients

· Assist with changes and/or updates to Service Delivery Guides and other process documentation
· Train NSSC staff in processes
NASA Center Responsibilities

· Provide information relative to how processes are currently being performed
· Review and provide timely feedback on service delivery guides, communication and transition plans
· Validate list of current leave recipients 
· Share Center best practices
· Identify Employee Relations POC for coordination
· Discontinue use of Center unique forms to support Agency standardization.
· Refer questions on Leave Donor Program and Advanced Sick Leave request processing to the NSSC Customer Contact Center
5.0
CHECKLIST

Checklists to facilitate the effective and efficient processing of requests are valuable job aids and are an integral part of the training process.  The checklists will be included in the Service Provider’s desk procedures and will include:

· Instructions for using Remedy and Tech Doc
· Payroll processing timelines
· Requirements to support eligibility determinations

6.0
TECHNICAL

6.1
Contact Center
The NSSC Customer Contact Center toll free number, 877-677-2123 (NSSC123), will be the primary number used to contact the NSSC. Their fax number is 866-779-6772, or they can be e-mailed at nssc-contactcenter@nasa.gov.  Each call, fax or e-mail will initially be assigned as a “Level I” case.  The Contact Center will make every effort to answer the inquiry, and a Remedy ticket will be opened for all inquiries.   In the event a question cannot be answered by the Contact Center, the case will be routed to “Level II” which is either the Human Resources or Financial Management SP based on the nature of the query.  Answers requiring a response from a Civil Servant will be routed to “Level III.”  The NSSC Customer Contact Center will be provided a listing of Human Resources and Financial Management SP personnel and their area(s) of responsibility, as well as reference URL’s containing other pertinent information.  
6.2
Document Imaging
All files created and maintained will be scanned into Tech Doc and stored electronically.
All online form submissions will automatically be scanned into Tech Doc before being distributed to HR and FM.
7.0
RISKS

	Description of Risk
	Probability
	Consequence
	Risk
	Mitigation Strategy

	Hiring of sufficiently qualified personnel 
	1
	3
	L
	Experienced personnel with prior experience currently on board, with additional staff reporting in early June. Use existing staff if necessary, until adequate staff is hired.


	Risk Matrix
	
	Consequence

1.
Minimal or no impact

2.
Acceptable impact with no change in 
approach

3.
Acceptable impacts with work around

4.
Major impacts in technical, cost, or 
schedule

Probability

1.
Low

2.
Medium

3.
High

	Probability
	3
	L
	L
	M
	H
	
	

	
	2
	L
	L
	M
	M
	
	

	
	1
	L
	L
	L
	L
	
	

	
	1
	2
	3
	4
	
	

	
	Consequence
	
	


APPENDIX A – ACRONYMS AND ABBREVIATIONS
	Acronym/Abbreviation
	Meaning

	SP
	Service Provider

	HR
	Human Resources

	CS
	Civil Servant

	DOI
	Department of Interior

	FM
	Financial Management

	FPPS
	Federal Personnel/Payroll System

	NARA
	National Archives and Records Administration

	OPM
	Office of Personnel Management

	OCFO
	Office of the Chief Financial Officer

	OHCM
	Office of Human Capital Management

	WebTADS
	Web-based electronic Time and Attendance System

	
	


APPENDIX B – RELEVANT MANAGEMENT POINTS OF CONTACT
Government -- Human Resources Division, Lead, Human Resources Branch  

Frank Prochaska

NASA Shared Services Center

John C. Stennis Space Center

Building 5100

Stennis Space Center, MS  39529

Phone:  228-813-6045

E-mail: frank.e.prochaska@nasa.gov

Service Provider – Functional Manager, Human Resources Service Delivery
Michele Bergeron
NASA Shared Services Center

John C. Stennis Space Center

Building 5100

Stennis Space Center, MS  39529

Phone:  228-813-6036
E-Mail: michele.t.bergeron@nasa.gov

Government --  Financial Management Division, Lead, Payroll/Travel Branch  

Brenda Burks
NASA Shared Services Center

John C. Stennis Space Center

Building 5100

Stennis Space Center, MS  39529

Phone:  228-813-6241

E-mail: brenda.burks-1@nasa.gov

Service Provider – Financial Services Department, Payroll-T&A

Kenneth A. Hazelbaker

NASA Shared Services Center

John C. Stennis Space Center

Building 5100

Stennis Space Center, MS  39529

Phone:  228-813-6311

E-Mail: kenneth.a.hazelbaker@nasa.gov
National Aeronautics and Space Administration
NASA Shared Services Center
Building 5100
Stennis Space Center, MS 39529-6000
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