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Chapter 1   Introduction

Overview

NASA is introducing a new automated Position Description Management (PDM) process and system that will enable supervisors, managers and human resources staff to create new positions descriptions easily and promptly and will streamline the classification process.

Position Description Management (PDM) is a pathfinder project managed by the Integrated Financial Management Program (IFMP) Office.  It is directly linked to the Program’s “One NASA” concept as a standard way of doing business and implements new enabling technology.  Once PDM is implemented at all NASA centers, a single system will replace the varied and largely manual processes that currently exist.

PDM supports IFMP’s “Business Drivers” in the following ways:

· It “exchanges information with customers and stakeholders” by improving the availability of classification information and responsiveness of the system,

· It “provides timely, consistent and reliable information for management decisions” by improving the development and consistency of classification decisions

· It “achieves efficiencies and operates effectively” by improving the efficiency of position classification and its ability to enable supervisors to operate effectively

· It “supports attracting and retaining a world class workforce” by improving NASA’s the ability to fill positions and promote employees more quickly

The position description (PD) is the primary output of the Position Description Process; it serves as an accurate statement/documentation of duties and responsibilities.  The position description is the basic pay document that supports the assignment of pay grade levels to individual employees (it may be accompanied by an Evaluation Statement, which documents the individual determinations that contribute to the classification of a position).  A position description is required to support a variety of personnel actions that reflect significant changes in duties or changes in pay.  The most common scenarios include:  initial hire of an employee, reassignment, promotion, change to lower grade, some detail assignments, and major changes in duties and responsibilities.  NASA classifies positions in accordance with Office of Personnel Management (OPM) Classification Standards and Guidance, and in accordance with the NASA Supplemental Classification System (NSCS).  The NASA NSCS is an Agency-unique structure that enables the Agency’s classification processes to take into account the unique nature of NASA aerospace technology (AST) positions.

Historically, managers, supervisors and human resources specialists alike have described the manual position description process as one of their most time consuming tasks. The time investment necessary to create and evaluate accurate position descriptions has been an on-going management challenge.  This is due to the fact that major duties and responsibilities must be evaluated in accordance with OPM standards and NASA specific guidelines, then graded appropriately for pay purposes. The non-automated system lacked the capability to have information readily available and accessible.  The ability to more effectively generate automated position descriptions directly reduces:

· The inordinate amount of time that management spends writing position descriptions and preparing classification related documentation and

· The inordinate amount of time human resources specialists spend finalizing position descriptions, preparing classification-related documentation, and reviewing this documentation to make classification decisions. 

Agency-wide, the PDM enhanced and automated position description writing tool will bring many benefits.  Particularly, it will standardize and produce significant gains in the consistency and efficiency of the position description development and classification processes.  In short, NASA needs to dramatically upgrade its existing, largely manual position description process in order to increase stakeholder satisfaction and enable management decisions based on the best information available.

Purpose

The IFMP has established a structured change management program designed to help the NASA workforce adopt and adapt to the changes affecting the way people accomplish their work. The IFMP Change Management Program identifies change factors associated with each module project, including PDM.  The Program also describes a strategy for aligning the people and culture with the new business strategy, organizational structure, and tools resulting from implementation of the IFM Program.  

PDM Change Management focuses on aligning NASA’s people and culture with the IFM strategy and business drivers, identifying and communicating efficiencies and other anticipated benefits to the end user, communicating and securing buy-in for a timeframe for implementation, and coordinating training across the Agency. In alignment with the IFMP Corporate Change Management Plan and PDM’s unique goals, this document will:

· Reinforce common change management terminology for use throughout NASA,

· Describe the activities included in PDM change management,

· Provide a sequence for undertaking these tasks based on the PDM project and the Integration Project schedules,

· Identify any assistance, tools, and resources that will be made available by the PDM Project Team to assist Centers in carrying out change management and training activities during roll out and implementation.

Approach

A major concern for groups who transition to a new automated system like PDM is uncertainty surrounding the new process and technology. What is changing? What is not changing? How will it affect me? The overarching strategy in marketing the change should focus on the elimination of the uncertainty inherent in these questions. The message should clearly communicate true change: what is actually or really changing, versus what is perceived as change.

The true change associated with the implementation of PDM is the implementation of new technology to automate the development and certification of, and provide an Agency-wide repository of, position descriptions.  The reality is that the impact of this change on each affected group, for the most part, will be minimal; compared to other IFM modules, and assistance and training will be provided to help them through it. 

Figure 1-1 depicts the change management framework we plan to use to deal with the issues of uncertainty in implementing PDM. It provides a general overview of the approach to ensure the communication and training strategies and activities meet the needs of the affected groups, deal with the relevant concerns and issues, and are assessed and adjusted to insure they support the roll out of the system.

Figure 1‑1. Change Framework
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This plan includes information on the: 

· Change Impact Analysis 

· Communications Strategy 

·  Training Strategy for HR employees and managers

·  Assessment of communication and training activities

·  Center Transition Overview

· Sustainment and Maintenance to support the new PD process.

Elements of Change

The following elements of change are expected to accompany the introduction and implementation of Position Description Management across all NASA Centers:

Automated PD Preparation —PD preparation is automated with drop-down menus and feedback is real-time. In addition users can customize certified PD’s on line, or create new ones.

On-line PD Library—This capability will enable users to easily locate electronic copies of position descriptions online via the web.  Currently, PD storage at most Centers is a manual, paper process, with no easy search capability.  Access for customers will be more convenient.  This capability will consist of an Agency Position Files library of working documents and certified documents available to HR staff, mangers and supervisors.

PD Archive—A back-up archive of Certified PDs will be available to all employees for browsing and printing. 

PD Approvals—Position certification (supervisor or manager) and classification certification (HR) is a manual, paper process. Initially, these processes remain manual.  When the Agency supports digital signatures, workflow can be automated using ADS.

New Skills Requirements—This new software will require users, e.g., the HR staffing specialists and supervisors and managers, to acquire new skills to operate the PDM and to understand the new business processes.

Workload “Increase”—This refers to a temporary increased workload for the HR community that will likely occur at first as Centers begin to use the new business process and automated system.

New Job/Organization Design—Efficient and economic use of the new technology may require some reconfiguring of jobs, organizational structures, and workflow approval processes. 

PDM Change Baseline

The PDM Agency Process Team and Change Management Leads at each Center act as a focus group to assist in identifying what their customers and stakeholders need to know about the system and how the information should be presented. Based on the IFMP Change Management Philosophy, and using Process Team input and lessons learned/best practices from implementation at other government agencies, we have made an assessment and developed this plan that will provide each group with the appropriate level of information and training regarding the new process and technology.  The two major user groups for PDM include: Human Resources Specialists, who classify positions, and Supervisors and Managers who develop the position descriptions.  The business processes for these two groups will be the most affected by the new tool. 

To assess the impact of implementing the new system, individual elements of change have been identified and the level of concern or impact from the perspective of each stakeholder has been assessed.  This has resulted in a Change Impact Analysis, as detailed in Chapter 2 of this document.  From this analysis, we will develop/tailor target communications and training activities to allay the concerns and prepare the groups for PDM implementation. The activities will be further refined and defined using audience feedback and evaluations to determine the effectiveness of the communications and training activities. 

Chapter 2   Change Impact Analysis

Human Resources Staff

Key Impact—Learning curve about how to successfully collaborate and best support supervisors and mangers using the tool. 

The support and advocacy of the new process by the HR staff is critical to a successful implementation. Concerns among HR staff will be:

· Perception that the PDM content is too generic and does not accurately reflect NASA’s major duties areas, specifically with regard to Aero Space Technology (AST) positions, and 

· Fear that more time will be required to review position descriptions that may be over customized by supervisors and managers.  For example, in areas of free text in a position description’s introductory statement, the number of major duty areas selected by the supervisor or manager, or the estimate by the supervisor or manager about the percentage of time spent working in the selected major duty areas.

Because this is a new system, HR staff will be expected to answer questions and allay concerns about PDM from Center managers and supervisors. However, it is this group who will be impacted and concerned most about implementing the new PDM system. Efforts to mitigate the impact should reassure the HR staff that:

· PDM is a reliable tool that will help relieve them of manual processing,

· They will be provided with necessary training to learn the new process and system and have sufficient information on hand about the product to share with/train their customers, namely supervisors and managers.

· Position classification expertise is still required with the automation, and their skills will be enhanced to assure adherence to sound classification principles and the need for applying experienced judgment, when collaborating with supervisors and managers.

Efforts to deal with this impact will begin during pre-rollout demonstrations and will include briefings about the tool’s functionality, capabilities and limitations. In addition, the custom content development and validation phase will be used in part to communicate information to users about the major duty areas unique to NASA and how they have been included in the NASA system.

Supervisors and managers

Key Impact—Lack of knowledge about the new business process and tool that will result in delayed decisions, delayed personnel actions and inadequate position descriptions.
Managers will be impacted directly by the implementation of an automated system that contains both boilerplate position duties as well as NASA-specific duties.  They will have specific concerns about using the system and being able to produce quality position descriptions.

The information they need to allay their concerns will relate to their comfort in using the system and their feeling that quality NASA position descriptions can be easily developed using the system.  Managers and supervisors will be trained to use the system during roll out and implementation and may need a refresher down the line.  Also, supervisors and managers who may not use the system routinely may need available training when the need arises.  The PDM Training plan outlines initial and on-going training opportunities.  

Obtaining needed support and buy-in for the new business process requires providing the managers with information to explain the system.  Managers can also make modifications to the text of a PDM generated document.  Additionally, support and buy-in will be achieved through the participation of NASA HR staff validating the custom position content residing in the PDM system.  It should be communicated that the HR classification specialists will be the system experts, and as part of the new business process, will be available to provide any ongoing consultation and training for managers and supervisors.

Senior Level Management and Center Directors

Key Impact—Dealing with possible adverse reaction to the automated PDM process from the workforce, namely human resources specialists and managers and supervisors.
Senior managers will probably have few concerns with the new system. This is due to the fact that they are usually “removed” from the day-to day position description process. As with any change, their support and buy-in is critical to insure that the Centers provide an appropriate level of implementation support (training, demonstrations, etc). Also, their level of concern may rise if there is an adverse reaction to the PDM system from the workforce. Therefore, it is essential that they support PDM implementation.

The message to senior level management and Center Directors should focus on: 

· Providing an overview of information on the advantages of the new technology and business process, 

· The goal and the relationship to the overall NASA Integrated Financial Management Program (IFMP) technology effort, e.g., part of reengineering NASA business infrastructure, 

· The benefits to employees and managers, e.g., a quick, objective and consistent process

· The proposed schedule of implementation

NASA Employees 


The analysis of impact of change elements on NASA employees indicates that the PDM system will have minimal impact. In fact, PDM may indirectly assist them by speeding up personnel actions handled by their supervisors and managers that may in the past have been delayed by a manual process. Efforts to mitigate perceptions about the new system will include providing general information and fact sheets to explain to employees what PDM is and how NASA specific mission work is captured. 

This information will be made available to HR staff and supervisors and managers who will be the likely point of contact for employees’ questions and concerns.

Unions and Partnership Councils

Key Impact—Perception by union members that the PDM system may not adequately describe their duties and responsibilities and/or fail to assign the correct grade level.

The analysis of impact of change elements on unions and partnership councils indicates that the PDM system does not present major process or staff concerns. Like for NASA employees, PDM may indirectly assist this group by speeding up PD personnel actions handled by their supervisors and managers that may in the past have been delayed by a manual process. 

There may also be concerns about being kept “in the loop” with the systems being implemented under IFMP. Efforts to mitigate perceptions about the new system will include providing general information and fact sheets to supervisors and HR staff who will be the likely points of contact for this group’s questions and concerns.  
To mitigate their concerns about keeping abreast of IFMP Projects, it will be necessary to show them that the new system will not impact them, and as a courtesy, include them in the Project’s status updates and marketing efforts.

EEO Representatives 

Key Impact—Perception by the EEO community that the PDM system may not adequately describe job duties and responsibilities and/or fail to assign the correct grade level.

The analysis of impact of change elements on EEO representatives indicates that the PDM system does not present major process or staff concerns. PDM may indirectly assist this group by speeding up personnel actions handled by their supervisors and managers that may in the past have been delayed by a manual process. 

Concerns may exist about being kept “in the loop” with the systems being implemented under IFMP.  Again, efforts to mitigate perceptions about the new system will include providing general information and fact sheets to explain to what PDM is and how NASA specific mission work is captured. 

To mitigate their concerns about keeping abreast of IFMP Projects, it will be necessary to show them that the new system will not impact them, and as a courtesy, include them in the Project’s status updates and marketing efforts.
Center Information Technology Staff

 Key Impact—Possible additional help desk activity.
PDM uses the Avue Digital Services (ADS) classification module.  Avue Technologies acts as the application service provider.  As such, Avue is responsible for system maintenance, system management and updates.  The ADS classification module and only requires the client to have Internet access through a web browser.   ADS supports both PC and Macintosh platforms through IE 5.0 or higher and Netscape 4.7 or higher.  Each center will be responsible for providing the desktop and browser access and availability and providing users with the access to a local help desk.  NASA IT involvement with the day-to-day operations of the PDM system will be minimal. The scope of Center help desk support is limited to technical Internet access.  Detailed roles and responsibilities will be identified in the PDM Transition Plan.

Chapter 3   Communications Strategy 

NASA Human Resources (HR)

Objective:

To gain HR staff buy-in and make them proponents of the PDM business process and the new technology by:

· reassuring the staff that the technology will help relieve them of manual processing,

· assuring them that their expertise is still required 

· stressing  that the system will result in properly classified jobs that retain the integrity of the NSCS 

· providing information and training on the new technology and business process.

Message:

Key points to communicate to the HR staff include the following:

· Automation will lead to reduced time spent on the PD process 

· PDM includes on-line access to PD’s.

· Their classification expertise is still important.

· They will receive in-depth training.

· Written guides and other supporting materials will be available.

The automation will allow the HR community to spend more time in consultative, substantive roles with customers, and less time on paperwork.

Vehicles/Channels/Timing:

To effectively communicate the new business process and the use of new software tools, HR employees should receive information in a variety of ways. Table 3‑1 lists the proposed vehicles, along with the time frame suggested to deliver the information.

	Table 3‑1. Communications Vehicles

	Vehicle
	Timeframe

	General news articles and press releases
	Pre-roll out

	Briefings (All HR All hands, small group sessions, etc.)
	Pre-roll out

	PDM Preview
	Pre-roll out

	Demos for managers and supervisors
	Pre-roll out

	Classroom training for HR specialists
	Roll-out week

	Classroom or other training for supervisors and managers
	Roll out week

	Follow-up training (by HR specialists to managers/supervisors)
	On-going/ post “go live”

	 Lessons Learned
	Pilot

	Lessons learned/sharing–via user electronic communications
	Post Pilot


Who Delivers Message:

To communicate the information effectively and in sufficient detail, the following groups/individuals should be included when briefing: 

· HR Leadership

· Agency functional lead/technical lead/change management lead

· Process Team Members

· Center IFMP Implementation Support Team (IST)/Change Management Team Members

· Avue personnel

Individuals with in-depth knowledge of the products and new business process such as the Agency Project Team members should assist in preparing written information.

Feedback: 

To ensure the new process is working and the software is effective for the HR community, feedback may be obtained in several ways:

· Soliciting HR staff reactions at briefings, meetings and demonstrations and video teleconferencing and reactions from other Center HR users via evaluation vehicles such as feedback forms.

· Review of position descriptions created in PDM

· Evaluating training provided.

· Requesting that users submit questions, problems, suggestions and reactions to the Center representative PDM Process Team member.

NASA Supervisors and Managers

Objective:

To gain buy-in for the process and encourage maximum use of the product’s full functionality.  This will be accomplished by ensuring  that they understand the new NASA business process and the advantages they will gain from the new technology.
Message:

Key points to communicate to supervisors and managers include the following:

· PD’s will be created in much less time than it currently takes .

· PDM created and certified PDs will be available for on-line retrieval and use 
· New PDs can be created using copied text from archived documents

· Quick Reference Guides are available in hard copy or on-line to guide managers and supervisors through the PD process

Vehicles/Channels/Timing:

To effectively communicate the new business process and the use of new software tools, managers and supervisors should receive the following information depicted in Table 3.2.

	Table 3‑2. Communications Vehicles

	Vehicle
	Timeframe

	Preview of the PDM tool
	Pre-roll out

	Announcements, news articles, briefings
	Pre-roll out

	Training of identified supervisors and managers
	Roll out week

	Just In Time Training (JIT)
	Post “go live”


Who Delivers Message:

To communicate the information effectively, briefings to supervisors and managers should be provided by appropriate Center HR (classification) representatives, and/or the change management representative.

Knowledgeable individuals who are intimately involved in the new process should deliver demonstrations of the products.

Individuals with in-depth knowledge of the products and new business process such as the Agency Project Team members should assist in customizing Avue information for NASA centers.

Feedback:

Suggested ways to gather feedback from managers and supervisors include:

· Soliciting reactions at events (briefings, meetings and demonstrations) using evaluation vehicles such as feedback forms 

· Periodic follow up with supervisors once they have used the new automated process to prepare a position description(s).

NASA Senior Staff and Center Directors

Objective:

To gain initial buy-in and support for PDM and solicit their help in facilitating implementation Agency-wide by

· Providing an overview of the new technology and business process,

· Providing information on the efforts to assist in transitioning to the new system

· Outlining the goal and the relationship to the overall NASA Integrated Financial Management Program (IFMP) technology effort, the benefits to managers, and human resources specialists 

Message:

Key points to communicate to the NASA Senior Staff include

· The automated business process saves time and frees up supervisors’ and managers’ time to work on mission related activities.

· The new process will include on-line resources including an electronically facilitated process, on-line tutorial and the availability of duties in every pay grade level category.

· PDM provides benefits to human resources specialists, managers and supervisors, and indirectly to employees who will see reductions in the time necessary to produce classification documents

· Meets the IFM Program functional drivers relating to exchanging information with customers and stakeholders, providing timely, consistent and reliable information for management decisions, achieving efficiency and effectiveness, and retaining a world class workforce. 

Vehicles/Channels/Timing:

To gain their support and buy-in, senior staff and Center directors should receive information depicted in Table 3‑3.

	Table 3‑3. Communications Vehicles

	Vehicle
	Timeframe

	High level briefing to the NASA senior staff and Center directors
	Pre-rollout

	Status and schedule briefings
	Pre- and post-roll out

	Implementation status
	Post “go live”

	Post roll out feedback 
	Post implementation


Who Delivers Message:

To communicate the information effectively and at a high level, the NASA HR directors, along with any other knowledgeable representative from HR should deliver these briefings.  Individuals with in-depth knowledge of HR such as the Agency Process Team should assist Change Management team members in developing a one-page “Fact Sheet” that can be left behind after the briefing.

Feedback:

The briefer should assess communications by asking for input and reactions at the sessions.

NASA Employees, NASA Unions and Partnership Councils, NASA EEO Representatives 

Objective:

To convey that that PDM will have little direct impact on them by:

· Providing general information about the process and system that their supervisors and managers will use

· Outlining how supervisors and managers will collaborate with HR staff to create and certify PD’s using the tool

Message:

Key points to communicate to NASA Employees, NASA Unions and Partnership Councils and NASA EEO Representatives include:

· The system is a tool for supervisors and managers that will reduce the amount of time it takes to create a PD, thus freeing up supervisors and managers time to work on other activities.

· Supervisors and managers will still rely on the expertise of HR specialists to ensure that PDs are properly classified and certified.

· That the new process may indirectly benefit them by speeding up creation of classification documents formerly delayed by a manual process.

· Employees will have on-line access for browsing or printing PDs that are created in PDM. 
Vehicles/Channels/Timing:

To gain their support and buy-in, employees, union members and EEO representatives the information depicted in Table 3‑3 should be available.

	Table 3‑4. Communications Vehicles

	Vehicle
	Timeframe

	General News articles and press releases
	Pre-rollout

	Fact Sheet
	Implementation, post roll out

	Briefings, as necessary
	Throughout


Who Delivers Message:

To communicate the information effectively, knowledgeable representatives from HR and supervisors and managers should have this information on hand.

Feedback:

The briefer should assess communications by paying close attention to individuals’ reactions.

Chapter 4   Training Strategy 

The PDM Training Strategy is to provide HR staff, Supervisors, and Managers with hands-on experience with the ADS system.  Training aids and users guides have been developed to assist with pre-rollout and ongoing post implementation training.

Specifically, the PDM Project will develop a Training Plan, to be approved by the HR Steering Committee, and a detailed Training Schedule.  The Training Plan will identify nominal Center Pre-Rollout training activities for the HR Staff, as well as Center Rollout hands-on training activities for HR staff, Supervisors and Managers.  Additional follow-on training plans will be identified.

A more detailed Training Schedule will be developed that identifies specific training dates, locations, and content for each Receiving Center.  This Schedule will be transmitted to each Center via the Implementation and Marketing Kit.

Chapter 5   Assessment

Continuing assessment of communication and training effectiveness is essential to refine the strategy for each affected group. This ongoing review will aid in gaining customer and stakeholder support and buy-in, addressing constraints, and ensuring that the necessary competence of the HR staff and Supervisors and Managers is attained to effect change.

As communication and training materials and tools are developed, the Position Description Management Process Team will identify any gaps or deficiencies in the approach, content, vehicle, and timing. Additionally, the Center process team members will be asked to report periodically on Center communication activities and issues.  If required, specific interventions, including policy changes, may be added to address concerns and constraints not fully resolved by the communication and training activities.

Since Center rollout is condensed (consisting of one week on-site with two to three days of training), the opportunity to review each Center’s activities and incorporate changes for the remaining Centers will be limited.  As such, the Pilot Center will serve as the primary source for change management and training lessons learned.  However, feedback from each Center’s training and change management activities will be analyzed and will lead to adjustments where feasible.

Chapter 6   Center Transition Plan

The following overview depicts the activities that will be completed by each NASA Center in order to implement the Position Description Management system. Transition activities are scheduled in line with the major phases in the overall project schedule.

Agency Design Period (January 2002- May 2002) 

During this period, Center representatives will perform the following activities:

· Provide periodic input on process, marketing, communication, and training issues.

· Provide assistance in identifying training needs and appropriate audience, and periodically reviewing training materials.

· Spend several days at the contractor’s facility in Washington D.C. assisting in software configuration, testing and other design issues. 

· Provide data as requested to facilitate development of the ADS custom content

· Assist in developing requirements for Agency reports and required forms.

· Explore Union Briefing Requirements.

· Engage in communications and marketing activities at Center, including union, equal opportunity office, advisory groups and senior management briefings.

· Identify necessary changes in organizational structure within the HR office to support new business processes.

· Identify PDM users.  This includes HR staff, supervisors, Center System Administrator and trainers.  All users must be civil servants, per NASA’s contractual agreement with Avue.

· Discuss project and needed support with IT, training, and change management personnel.

· Identify and reserve facility with computer equipment access for HR staff and an initial group of supervisors and managers, if computers will be used.

Pilot Center Implementation (June – July 2002) 

During this period, Center representatives have the option to spend several days on-site at GSFC participating in pilot activities, and gaining lessons learned to facilitate implementation at their own Center.  Also, during this phase, implementing centers will be asked to participate in one full week of Systems & Integration testing.

Center Roll Out (July – August 2002) as scheduled 

During this period, the Center is engaged in the following activities:

· Continue communications and marketing activities.

· Training other HR personnel and supervisors.

· Hands-on business process training.

· Implement organizational changes.

· Certify test readiness.

· Run test scenarios.

· Complete readiness checklist.

· Conduct Operational Readiness Review.

· Certify operational readiness.

Chapter 7   Sustainment and Maintenance

Once PDM roll out has occurred, many of the new business processes and procedures will become very familiar and, in fact, become institutionalized to those most affected by the change; the HR classification staff and NASA Supervisors and Managers. These communities will also have the benefit of hands-on training, detailed training guides, and on-line training aids to help them through the changes to the new process. The detailed training guides will also serve to familiarize new HR staff, supervisors and managers, with the standard processes and use of the software.  Additionally, the Human Resources Classification Specialists will serve as system specialists who can provide ongoing training and assistance to supervisors and managers.

Appendix A   Communications Checklist

	Table B-1. Communications Checklist
	

	Vehicle 
	Role of
	Timeframe
	Audience

	General news articles and releases
	Developed by Pilot Center and shared with Implementing Centers
	Pre-pilot
	NASA HR specialists and supervisors and managers

	High-level briefing
	Center HR staff
	Pre-pilot
	Senior staff and Center Directors

	Courtesy Briefings (Optional)
	Center HR staff
	Pre-pilot
	Unions and Partnership Councils

	PDM Preview
	Avue/Project Team
	Pre-pilot
	Supervisors and managers

	Lessons learned/sharing—via user electronic communications
	Pilot Center/all Centers
	Pilot
	HR staff, Process Team leads, Change Management leads

	Follow-up briefing on status
	Process Team Member
	Pilot and roll out
	Center Directors

	Updates in senior staff meetings
	Center HR/HRDirector
	Pilot and roll out
	Senior staff and Center Directors

	Fact sheets/Quick Reference User Guides
	Change Management 
	Pre-Rollout
	HR Staff

	PDM Demonstration and introductory briefings
	Avue/Process Team
	Pre-Rollout
	HR specialists 

	All supervisors e-mails
	Center HR 
	Pre-Rollout
	Supervisors and managers

	Fact sheets/Quick Reference User  Guides
	Change Management
	Rollout
	 Supervisors and managers

	Detailed business process information
	Process Team 
	Rollout
	HR specialists and supervisors and managers

	Classroom training
	Ave
	Roll out
	HR staff

	Training
	Avue
	Roll out
	Supervisors and managers


Pre-Pilot Timeframe: Before Pilot Center Rolls out

Pre-Roll out Timeframe: Before Implementing Centers roll out

Roll out: Begins on the targeted date; different for every Center

Appendix B   Training Checklist

	Table C-1. Training Checklist
	

	Role of
	Training 
	Timeframe
	Audience

	Avue/Project Team
	PDM Demonstration and Preview
	Pre-Pilot to prepare for roll out training
	HR Staff at all Centers

	Process Team Member
	PDM Introductory briefing
	Pre-rollout at Centers
	Supervisors and Managers at implementing Centers

	Avue
	Avue Classroom Training and train-the-trainer
	Full day during Center roll out
	HR staff

	Avue
	Avue Training
	Two hour session during Center roll out 
	Supervisors and Managers

	Process Team
	Pilot Business Process Training
	Center roll out
	Center HR staff and supervisors and managers








Key Impact—Perception by employees that the PDM system may not adequately describe their duties and responsibilities and/or fail to assign the correct grade level.
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