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TRANSITION EMPLOYMENT ASSISTANCE FOR MEDCOM/AMEDD

(TEAM)

OPERATIONAL PLAN

A.  Broad Concept:  When military members or civilian employees change assignments and stations, often, accompanying spouse and other family members (FM) are not able to continue their employment at the new station thus causing a break in service and benefits.  The purpose of TEAM is to establish a system that will alleviate some of the hardship and stress occasioned by a change of permanent station.  TEAM will alert MEDCOM/AMEDD organizations of incoming FM and enable job offers at the destination even before the FM has moved.  Participating activities will be able to request by name incoming FMs to fill vacant positions that do not have greater promotion potential than their current or previously held position. This program facilitates military spouse/family member placement but does not guarantee it.  It does not confer any preference and does not replace the DoD Priority Placement Program (PPP).  

B.  Applicability:  A FM is a spouse or other eligible FM of an active military member or Federal civilian employee, hereinafter referred to as the sponsor.  To be eligible to participate in this program, the FM must meet the following requirements:

1. Either the FM or the sponsor is affiliated with MEDCOM OR AMEDD

2. The sponsor has been notified of a permanent change of station.

3. The FM is eligible for a noncompetitive appointment in the Federal service by 

reassignment, reinstatement, promotion, change to lower grade, transfer or is eligible for a position in the excepted service without competition.  FMs who are eligible for VRA appointments or who may be appointed based on appointments overseas may also be eligible for TEAM.

Note:  The test phase will not include LN employees.

C.  Objective:  TEAM will facilitate family members’ continued employment and benefits and therefore promote the morale and well being of military and civilian employees and their families. TEAM database of resumes will be of available candidates for job placement.

D. Benefits:  It is imperative to develop and implement a program within MEDCOM/AMEDD 

that will assist family members in seeking continued employment as they accompany their active 

duty military or civilian sponsors.  A win-win situation occurs for both MEDCOM/AMEDD and 

the family member if assistance is provided the Army family as they PCS. Following is a list of 

some of the advantages: 

1. Facilitates retention of MEDCOM civilians.

2. The placement of MEDCOM civilians will reduce costs associated with

orientation/training of new personnel.

3. Reduces fill time.

4. Provides MEDCOM activities with a ready source of applicants.

5. Provides continued employment assistance for spouses and family members.

6. Encourages civilian employees to seek and accept new assignments for

professional development

7. Strives to alleviate financial hardship caused by the loss of a job

This program will provide the gaining MEDCOM activity with FM resumes in advance of arrival at new duty locations.  Potential participants will include FMs who occupy critical and hard-to-fill positions in MEDCOM.  Through early notification of the availability of spouses, activities will be able to analyze their recruitment needs and reduce costs associated with recruiting and training new personnel.  Additionally, this program will assist MEDCOM activities in analyzing their recruitment strategies, to optimize their force-mix decisions. 

E.
Automation Requirements:

The concept plan involves the participants’ use of the Army Resume Builder as a single portal.  The Resume Builder must be modified in accordance with system requirements supplied by the Civilian Personnel Division (CPD), Headquarters, MEDCOM. Pending the modification of the Resume Builder, MEDIC will support TEAM as an interim program.

MEDIC is a program developed and administered by North Central Civilian Personnel Operations Center (NC CPOC).  Currently, it is the automation support for our MEDCELL Delegated Examining Unit (DEU) recruitment actions. MEDIC can and will be modified to support TEAM requirements listed below.

The system requirements for MEDIC or successor system include:

1.
Establishing an automated applicant supply file that will contain FM resumes and

supplemental information.  This applicant supply file will be accessible on-line (https://ncweb.ria.army.mil) to participating family members and authorized MEDCOM supervisors and personnel.

2.
Participating family members will access TEAM (or successor system) to create

or update their resumes at https://ncweb.ria.army.mil.  In addition to completing a resume, applicants will provide as Supplemental Data the following information:

a.
Employment Status of Sponsor.  The FM will check one of following boxes:

· The military or civilian sponsor is currently affiliated with MEDCOM or AMEDD

· The FM is currently affiliated with MEDCOM or AMEDD MEDCOM

· None of the above 

b. Employment Status of FM.  FM will check applicable boxes or provide information:

· FM is a current MEDCOM or AMEDD Federal civilian employee 

· FM is a current Federal civilian employee not assigned to MEDCOM nor AMEDD and works for

· Army

· Navy

· Air Force

· An Federal Agency not listed

· FM’s appointment is:

· Permanent competitive service

· Permanent excepted service

· Temporary 

· FM is not a current Federal civil service employee but: 

· Has previously held a civil service position for more than three consecutive years

· Has previously held a civil service position for less than three consecutive years

· Is eligible for Veterans Readjustment Act appointment

· Is eligible for appointment under EO 12721

· Is eligible under existing law for a first-time noncompetitive appointment in the Federal service.  Applicant will specify the authority.

· None of the above

c.
Date Available to Enter on Duty (mmddyyyy)

d.
Current Title, Pay-Plan, Series, and Grade

e.
Job Specialty (drop down list)

f.
Desired City and State or Installation (drop down list)

g.
PCS Date (mmddyyyy)

3.
From the applicant supply file, TEAM will generate and transmit bi-weekly lists 

of available candidates to designated persons/locations (MEDCOM will supply list).  The list (Appendix B) will include:

a. Name of spouse/family member

b. Title, Pay-Plan, Series, and Grade
c. Specialty
d. Date available for work
e. Selected city or installation 

f. List Number (for reference)

g. Date of Issuance

h. POC E-mail address(es) where lists will be sent 

i. E-mail address

j. Home Address

k. Telephone #

l. Link to TEAM resume

m. Number of available candidates

n. Status of FM whether the FM is pending consideration, job offer has been 

made or EOD has been established.

4.
Resumes will be deleted from the database upon Entry on Duty (EOD) or 30 days

from date available for work whichever comes first.  Deleted records will be maintained in a historical file for reporting purposes.  However, during the test period of 3 Feb – 3 August 2003, all resumes will remain in the database.

5.
Reporting Requirements

a.  TEAM will be programmed to produce a detailed (Line-by-Line) report that

will be accessed, printed or downloaded by MEDCOM authorized personnel.  The user will specify the period to be covered by the report and may limit the report to a city or installation.  The format is as follows:

TEAM PARTICIPATION REPORT

For period from (MM/DD/YYYY)            to  (MM/DD/YYYY)

For: _____________ (Here will print specific city 

Or installation Or All)

Name   Title, PP,          Current      Specialty     Desired   Desired        Date Resume     Date       

             Series, Grade   MACOM                         City        Installation       Sent          Available                      

b.  TEAM will be programmed to produce a Summary Report by City or Installation

that can be pulled up by anyone authorized to ACCESS the TEAM database at NC CPOC.  The user will have to specify the period to be covered by the report.  The format is as follows:

TEAM PARTICIPATION REPORT BY CITY OR INSTALLATION

For Period from (MM/DD/YYYY) to (MM/DD/YYYY)

For: _____________ (Here will print specific city 

                                                                          Or installation Or All)

City/Installation       #of Participants                  #Placed       Average Days from Date 

                                                                                                                         Available to EOD

After modification of the Army Resume Builder (expected sometime in April 2003), the supporting automated system will shift from NC CPOC’s TEAM resume builder to the Resume Builder or alternate successor system.  The system requirements for the Army Resume Builder or alternate system will be the same as the interim system with minor adjustments that will be transparent to users.

c.
All reports can be downloaded to Word, Excel, Access, or Powerpoint.

F.
Responsibilities:

1.
HQDA, G1 will:

a.  Modify the Army Resume Builder or alternate system that conforms with system requirements identified by CPD

b.  Assist CPD in evaluating value added and program effectiveness 

2.
PERSCOM will ensure that the Request For Orders (RFO) of military members who are permanently changing stations contain the following remark:

“If you or any FM is affiliated with the U.S. Army Medical Command (MEDCOM) or the Army Medical Department (AMEDD), that FM may be eligible to participate in the Transition Employment Assistance for MEDCOM/AMEDD (TEAM) Program.  Information regarding eligibility and how to participate is available online at http://civpers.amedd.army.mil."
3.
DFAS will place a similar remark in the Leave and Earning Statement of Army

civilian employees.

4.
MEDCOM/OTSG will:

a. Issue Command-wide policy to implement and support the program at all levels

b. Provide Command support and visibility 

c. Continue, expand or discontinue the program

5.
MEDCOM MSC, MTF and FOA Commanders will:

a.   Assign program coordinators to receive and distribute as appropriate E-mail lists of participants to supervisors and managers within the organization.  These lists have electronic links to participants’ resumes for supervisors and managers to view.

b.  Develop internal policy to ensure supervisors and managers consider incoming

spouses/FMs in a timely manner

c.  Issue utilization reports as needed

6.  HQ MEDCOM CPD will: 

a. Maintain a web page that will provide FM with 

detailed information and instruction regarding the utilization of the program 

b.  Analyze trends, evaluate and recommend necessary changes to improve the system

c.  Generate and provide reports to the OTSG regarding extent of participation and

number of spouses/FMs hired under the Program

d.  Coordinate with stakeholders to ensure full implementation

e.  Provide oversight and leadership to establish and maintain momentum in program

execution

f.  Monitor implementation to ensure that processes are not in violation of existing 

laws and regulations 

g.  Provide training

h.  Develop and distribute marketing material 

i.  Evaluate program effectiveness

7.  MEDCOM MTF or Activity Supervisors and Managers will:

a.  Will review the resumes of incoming spouses or family members for possible 

placement in current or projected vacancies 

b.  Will notify the servicing CPAC of tentative selections and initiate Requests for

Personnel Action (RPA) that requests the tentative selectee by name

c.  Will ensure that military and civilian members are aware of the program

d.  Will authorize civilian employees Leave Without Pay IAW local policy
e.  Will update TEAM applicant supply file by entering the appropriate codes for FMs who are under consideration, have been selected or who have official entry on duty dates (P = FM is being considered; J = Job offer has been made; E = Applicant has an official start date) and the dates corresponding to the action 

f.  Will plan to accommodate incoming FMs during peak PCS periods, e.g., summer and holidays.

8.  TEAM Program Coordinators will perform the following as collateral duties:

a.  Receive lists of available spouses/FMs from NCCPOC and distribute to appropriate supervisors and/or managers within the assigned organization 

b.  Inform CPD through the chain of command of any problems for speedy resolution

c.  Determine the effectiveness of the program and report to the chain of command

d.  Provide guidance to managers and supervisors regarding the purpose of the

program and procedures regarding the use of list, selection, RPA initiation, and direct inquiry and search of the TEAM database

9.
Participating FM will:

a. Submit updated and complete resume and supplemental data in TEAM at http://ncweb.ria.army.mil/team

b. Upon selection, submit to the CPOC the following:

1. copy of most recent Notice of Personnel Action (NPA), if applicable

2. copy of sponsor’s Permanent Change of Station (PCS) orders

3. copy of EO12721 eligibility, if applicable

4. copy of official transcript of records, if needed

5. copy of most recent performance appraisal

6. other documentation that the CPOC may require to determine eligibility or qualifications 

10.
 NC CPOC will:

a. Maintain the TEAM applicant supply file by receiving new resumes and deleting

those of applicants who have been selected and placed

b. Update TEAM and Aladdin based on mutually agreed system requirements

c. Inform HQ MEDCOM CPD of any problems or procedures that violate existing

personnel laws, rules and regulations and develop solutions

d. Recommend through CPOCMA and in coordination with CPD enhancements to

the program.

11.
CPOCs will:

a. Clear PPP upon receipt of Request for Personnel Actions (RPA) that are 

requesting FMs by name

b. Notify the CPAC of any required documentation that the FM must submit before

official EOD

c. Verify employee eligibility and qualifications

d. Inform the CPAC upon completion of steps mentioned above

e. Complete the processing of the personnel action

f.   Ensure a remark on the NPA that the employee is not entitled to PCS entitlements on a TEAM action.

12.
CPACs will:

a.   Advise MEDCOM supervisors of the program as a recruitment source and other matters, e.g., DoD PPP, that affect decision-making

b.  Assist supervisors in short and long range planning to accommodate available

family members

c.  Contact the FM for any required documentation or information necessary to 

complete the selection process

d.  Obtain written acknowledgment that the FM is aware that a TEAM placement does not carry with it entitlements to payment of PCS costs or return right or other PCS rights

e.  Make job offer, set entry on duty date, in-process

G.  Impact of TEAM on PCS entitlements.  TEAM is one of many, voluntary avenues/tools to assist employees and/or FMs in their transition (when accompanying their PCSing civilian/military sponsor) and is not a placement program.  Accordingly, neither PCS entitlements nor return rights are authorized when selected through use of TEAM."

G.  Termination of Pilot Program: TEAM will run for a period of six months effective February 3, 2003, unless terminated sooner or extended by the Army Surgeon General.

H.
Comments.  Submit comments to Headquarters, US Army Medical Command, 

MCPE-C, 2050 Worth Road, Fort Sam Houston, Texas 78234-6006 or to nora.seifert@cen.amedd.army.mil, commercial (210) 221-7289, DSN 471-2789.

APPENDIX A

MILESTONES

	Timeline
	Milestones
	Status

	Sep 02
	· Develop concept plan, concept description, initial decision briefing charts

· Brief ACSPER/XO/DSG
	Completed

Completed

	Oct 02
	· Coordinate with key elements

· PERSCOM 

· LTG Peake memo

· MG Anderson briefing

· HQDA

· Gen Shook Briefing

· G1 – Throckmorton, McFadden,  P & P staff

· Wellness Tiger Team

· CPOCMA

· Submit concept description to Configuration Control Board
	Completed

Completed

Completed

Completed

	Nov 02 

Dec 02
	· Revisit concept plan, concept description, briefing charts to update TEAM using MEDIC

· Assign POCs

· Write operational plan

· Develop marketing plan

· Write/distribute marketing/instructional material

· Walkthrough 

· Links with CPOL, ACS, AKO

· Flyer

· Additional coordination

· SJA            

· RM

· PAO

· RMCs

· MSCs

· Submit system requirements to NCCPOC

· Work with NCCPOC to adapt MEDIC to TEAM

· Robertson visit 

· Seifert visit

· System Test

· Coordinate with unions (I&I)

· Request DFAS to add appropriate remark on civilian LES

· Follow-up on request to add similar remark on military notice of assignment

· LTG memo to Gen Lemoyne

· World-wide VTC witn MSCs and POCs

· Chiefs of Staff and XO meeting presentation

· Final systems test


	Completed

Completed

Completed

Completed

Ongoing

Completed 

Ongoing

Completed

Completed

Completed

Ongoing

Completed

Completed

Completed

Completed

Completed

S:16 Jan 03

Completed

30 Jan 03

TBA

	Feb 03
	· Implement

· Monitor process 

· Continue marketing aspect of the program
	

	Feb – Jun 03
	· Monthly report to OTSG on statistics, successes & failures
	

	July 03
	· End of test 

· “End of test” report

· Decision briefing to terminate or continue

· Brief key interested parties

· HQDA G1

· Wellness Tiger Team

· CPOCMA

· Recognize CPOCMA/NCCPOC and others for contribution/support
	


APPENDIX B

Sample Form of List of Available Spouse/Family Members*

Reference Number:                                                            Date Issued:

State:

City:

Installation:

Distribution:  (This area lists the E-mail address(es) where the list is sent.)

Number of Available Candidates:

	Name

Last, First, MI
	Title, PP, Series, Grade
	Specialty

                
	Date

Available

mmddyyyy
	Links to

E-mail    Address    Phone

 Resume
	Status


	Status 

Date

	Sample Nora B
	Nurse, GS-0610-12
	Anaesthetics
	01302003
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*List that the TEAM resume database will send to POCs of MEDCOM MTFs or activities.

APPENDIX C

LIST OF ACRONYMS

	ACRONYM
	DESCRIPTION

	
	

	
	

	ACSPER
	Assistant Chief of Staff for Personnel

	AMEDD
	Army Medical Department

	CPAC
	Civilian Personnel Advisory Center

	CPD
	Civilian Personnel Division

	CPOC
	Civilian Personnel Operations Center

	DEU
	Delegated Examining Unit

	EEO
	Equal Employment Opportunity

	EO
	Executive Order

	EOD
	Entry on Duty

	FM
	Family Member

	G1
	Office of the Deputy Assistant Secretary of the Army, Civilian Personnel 

Policy

	FOA
	Field Operating Agency

	HQ MEDCOM
	Headquarters, U.S. Army Medical Command

	HQDA
	Headquarters, Department of the Army

	MACOM
	Major Command

	MEDCOM
	U.S. Army Medical Command

	MSC
	Major Subordinate Command

	MTF
	Medical Treatment Facility

	NC CPOC
	North Central Civilian Personnel Operations Center

	NPA
	Notification of Personnel Action

	OTSG
	Office of the Surgeon General

	PAO
	Public Affairs Office

	PCS
	Permanent Change of Station

	PERSCOM
	U.S. Total Army Personnel Command

	POC
	Point of Contact

	PPP
	Priority Placement Program

	RFO
	Request for Orders

	RM
	Resource Management

	RMC
	Regional Medical Center

	RPA
	Request for Personnel Action

	SJA
	Staff Judge Advocate

	TEAM
	Transition Employment Assistance for MEDCOM/AMEDD Program

	VRA
	Veterans Readjustment Act

	XO
	Executive Officer


APPENDIX D

MARKETING PLAN

1.  Post all information on HQ MEDCOM CPD website 

2.  Link to other websites:


Army Relocation Assistance Home Page


AKO


CPOL

3.  Distribute flyers to employees and provide copies to in/out processing centers

4.  Brief/train Program Managers and MSC commanders, Chiefs of Staff, XO

5.  Conduct informational briefing for CPACs and CPOCs

6.  Publish articles in MEDCOM newsletters and newspapers

APPENDIX E

PROGRAM EVALUATION

1.  Does the program improve morale?  Measure customer satisfaction by on-line survey.

2.  Are participants considered and placed?  Compare number of participants with number actually placed.  

3.  Is the program successful in retaining MEDCOM employees?  Count number of MEDCOM employees who are placed in MEDCOM activities.

4.  Does the program provide timely service?  Count number of days from date available for work to entry on duty date

5.  Are there financial savings?  Capture dollar savings by comparing cost of normal DEU or merit promotion recruitment process with TEAM name request process.

APPENDIX F

Definitions

(Under Construction)
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