MANUAL:  Personne
Chapter Series CC--Comm ssioned Corps Personnel Manua
Part 2--Conmm ssioned Corps Personnel Adm nistration

DEPARTMENT OF HEALTH, EDUCATI ON, AND WELFARE
Public Health Service

Chapter CC23--Staffing
Subchapt er CC23. 6a- - Personnel Actions; Genera
Per sonnel | NSTRUCTI ON 2-- Revi ew of Position Necessity

Section A. Pur pose and Scope

This I NSTRUCTI ON sets forth the system which has been devel oped for the review

of position necessity in accordance with General Adm nistration Manua

8-40 and 8-50.

Chapters

Section B. Backaground

The President has, on several occasions, enphasized the inportance of
i ncreasing productivity and efficiency and filling job vacancies only on
the basis of denobnstrated need to carry out essential activities. In
line with this enmphasis, the Secretary, in October 1962, established a
requi renent that each operating agency devel op a systemfor the revi ew of
the need to fill any job vacancy and for the annual review of job
necessity. The systemdevel oped within the Public Health Service, which
covered both comm ssioned corps and civil service positions, was outlined
in a nmenmorandum dated Decenmber 5, 1962 from the Chief, Ofice of
Per sonnel . (Wth issuance of this INSTRUCTION, the December 5, 1962
menor andum i s cancel | ed.)

In October 1964, the Director of the Bureau of the Budget enphasized
again, in a nenorandum to agency heads, the President's concern for
ef fici ency and econony of Governnent adm nistration and operations, and
established a requirenent that each Departnent develop and nmaintain a
position managenent system As used in that nenorandum position
managenent incl udes, anmong other things, (1) the evaluation of the need
for a position and (2) the organi zati on and assi gnnent of work to achi eve
maxi mum utilization of the work force.

Section C. Supervisor's Responsibility

Each supervisor has a basic responsibility to be alert at all tinmes to
identify ways to increase efficiency and productivity in the unit for
which he is responsible, and to take or reconmend appropriate action.
Personnel specialists will assist supervisors in carrying out this
responsibility.

At certain tines, supervisors are asked to nmeke special reviews of the
wor k being done to nmake sure it is essential and is contributing to the
acconpl i shmrent of the Service's objectives, and that each position is
necessary. Requirenents for these special reviews for Conm ssi oned Corps
positions are described bel ow. Requirenments for the review of civil
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service positions are contained in PHS Guide 2 of Chapter 111, Personne
Gui des for Supervisors.

Section D. Annual Review of Positions

Each year supervisors are asked to review all of the civil service jobs in their
organi zations to determ ne whether the positions are correctly descri bed and
whet her they are needed. This review process is referred to as the "annual
review of positions". At the tinme this annual reviewis mde, supervisors wll
al so reviewthe positions in their organi zati ons which are fill ed by conm ssi oned
of ficers and determ ne whether these positions are necessary. The title of each
position occupied by a conmi ssioned officer, along with his nane, category, and
grade, will be shown on Form HEW 318 (Report of the Annual Review of Jobs)
Col um 8 of Form HEW 318, which covers job necessity, will be conpleted for each
posi tion.

Section E. Individual Review of Job Necessity
1. When a Vacancy Occurs. An additional review of individual positions is
required each time a vacancy occurs. In this review, the supervisor
shoul d carefully analyze the work situation and consider whether it is
necessary to fill the position or whether the duties could be absorbed in
ot her positions or elimnated. |In his review, the supervisor should ask

hi mrsel f such questions as the foll ow ng:

a. Wthin the context of the assigned m ssion and objective of this
organi zational unit, are the duties of the position essential; or
could the position be abolished wi thout seriously affecting the
execution of essential functions?

b. If the duties are essential, could they be reassigned to other staff
menbers and thereby elinnate the need for this position?

c. Is there other work nore i nmportant to the Service, and not presently

bei ng done, that could be acconplished with the manpower and funds
fromthis vacancy?

d. Wuld staffing be inproved in the long run, and would we operate
nore economcally, if a | ess experienced person at | ower grade were
sel ected and offered an opportunity for training and advancenent?

2. Recordi ng Decision. Current enphasis on position managenment requires the
mai nt enance of certain records. Deci sions made in the review of job
necessity will be recorded as foll ows:

a. When a vacancy occurs and the supervisor decides that the position

can be eli m nate, absorbed, or otherw se cancell ed, he will docunent
this decision in a nmenmorandum of record and send it, through usua
adm nistrative channels, to the Ofice of Personnel
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b. If after careful reviewand anal ysis, the supervi sor determn nes that
a position nust be filled, he wll docunent the PHS Form 1662
recommendi ng a candidate for it to state "Determ nati on nade that
position nust be filled" and sign his statement. The supervisor's

statement that a position nust be filled will be considered by each
individual in the |ine of supervision who has responsibility for
revi ew of the "Request for Personnel Action". The signature on the
PHS Form 1662 by the official authorized to approve a "Request for
Personnel Action" wll be evidence of his agreement with the
supervi sor's statenent. When the recomendi ng supervisor is also
the individual who usually approved the personnel action request,
his determ nation that the position nmust be filled will be revi ewed

by a higher official.

3. Records and Reports

a. A copy of Form PHS 1662 reconmendi ng a candi date for a position wll
be filed in the personnel folder of the individual in question. The
supervi sor's docunentation of his decision that the position nust be
filled will appear on the Form PHS 1662.

b. I nformati on about the operation of the systemfor the review of the
necessity for filling vacancies will be docunmented and kept on a
fiscal year basis by the executive or administrative officer of each
O fice, Division, Institute, or inthe Ofice of the Regional Health
Director for positions under his supervision. This information
shoul d be of a type to indicate effectiveness of the review system
A statistical tabul ation of nunber of vacanci es revi ewed, cancell ed,
filled, etc., is not intended. Rat her, such information as the
following will be significant:

(1) Criteria or guidelines used to decide priority of functions or
wor K.

(2) Available objective data about workload and manpower
requi renents.

(3) Methods used to determine priorities; i.e., are these periodic

program planning sessions, group analyses of the work
situation, etc.?

(4) Specific instances in which decisions were made, follow ng
review and analysis of functions and workload, to shift
personnel to nore essential activities, readjust work to
achi eve better utilization of personnel or savings i n manpower,
or cancel vacanci es and reduce the nunber of jobs.

c. In accordance with General Admnistration Manual Chapter 8-50,
reports on the effectiveness of the review systemw ||l be requested
as needed.
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