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TEAM SUBMARINE OPERATING INSTRUCTION NUMBER 10
From:  Executive Director, Submarine Directorate


  Deputy Program Executive Officer, Submarines

Subj:  ANNUAL STAFFING PROCESS FOR TEAM SUBMARINE

Encl:  (1) Staffing Review Annual Process and Schedule

(2) Team Submarine Staffing Plan Format

(3) Quarterly Staffing Review Agenda

1.  Purpose.  This operating instruction establishes an annual cycle of staffing reviews to consistently apply discipline and foresight to Team Submarine staffing as it carries out the challenges of the annual Team Submarine Business Plan.

2.  Discussion.  Tight control of the staffing process is necessary for managing scarce resources within a downsized Team Submarine.  A process that conveys a clear picture of group needs to top management on a regular basis and a corporate view to program/functional office managers for long term planning will provide the best means to ensure optimal organizational performance in a resource limited environment.  Team Submarine staffing policy is to use a “look ahead” approach and to periodically evaluate needs and adjust authorized level distribution within the team submarine organization.

3.
Procedure.  An annual multi-year look-ahead review of staffing will be conducted by Team Submarine management as a group each October.  Each organization will provide input for the annual cycle on an incremental basis throughout the year for assembly and analysis by TSUB-A.  Overall Team Submarine policies and approaches to staffing issues will be finalized during the October review and recorded in published minutes.  Near term implementation reviews will be done with each program/functional office on a quarterly basis (tentatively during December, March, June, and September).  Enclosure (1) illustrates the process and schedule.  Emergent personnel situations will be dealt with as they arise within the context of the ongoing plan. 

Subj:  ANNUAL STAFFING PROCESS FOR TEAM SUBMARINE

In all cases, the Staffing Plan, using enclosure (2) format, will serve as the sole reference for all involved in staffing activities.  Action or authorization not reflected on the current staffing plan will not be pursued until a revision is signed by PEO SUB-B or SEA 92B.

4.  Responsibilities












a.  PEO SUB-B and SEA 92B – Co-chair the annual and quarterly staffing reviews.  Serve as final decision authority for staffing plans (authorized levels, series, grades, etc.), recruitment approaches, and all KSAs/Selective Placement Factors as follows: 

   PEO SUB-B is responsible for the following organizations: PMS350, PMS401, PMS404, PMS415, PMS425, PMS435, PMS450, SEA 92C, TSUB-CO, TSUB-A, , and SUB-X. 

   SEA 92B is responsible for the following organizations:  PMS392, PMS395, SEA 92Q, SEA 92L, and SEA 92T.  

   SEA 93B is responsible for SEA 93 (ASTO, SEA 93D, SEA 93R) and will review staffing issues with PEO SUB-B.  

    b.  TSUB-A – Schedules, facilitates, records results and performs actions decided upon at annual and quarterly reviews.  Custodian of the staffing plans.  Provides basic demographic information to support assessment of baseline conditions and trends assessment at the annual review.  Acts as agent to manage PEO SUB-B and SEA 92B approvals for groups requiring off-cycle staffing plan updates.

    c.  Program/Functional Deputies – Contribute to the corporate policy and direction finding/setting process at the annual review.  Analyze workload, determine program/support requirements and present, along with other elements shown in enclosure (3) agenda, at quarterly reviews.  Initiate actions to implement agreed staffing plan and approach.

     /s/S. M. BONWICH        
       /s/P. M. TAMBURRINO, JR.

     Executive Director       
  Deputy Program Executive

     Submarine Directorate    
  Officer, Submarines
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Staffing Review Annual Process and Schedule


The top level schematic of the Annual Process is shown in this diagram.  An annual off-site style long range strategic review by all program/functional offices with Front Office top management will be conducted in October and quarterly implementation reviews conducted by SEA 92B and PEO SUB-B will be done with each program office tentatively during December, March, June, and September.
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Enclosure (1)

Quarterly Staffing Review Agenda

Staffing plan changes since prior review


Review baseline authorized and onboard including recruitment progress. Discuss lessons learned re retention and recruitment.

Staffing actions


Discuss proposed new staffing actions, areas of consideration, possible laterals, etc.

Workload changes/challenges/opportunities


Discuss upcoming workload trends which will drive staffing needs up or down.  Discuss special personnel situations.



Non-payroll onsites


Review numbers, sources and documentation status

DAWIA certification status


Show status and discuss actions underway to achieve full certification

Expected changes


Discuss impending losses/arrivals

Requirements changes


Look ahead at requirements, trends, etc.

Triumphs


Highlight awards given or proposed - both personal and organizational


Review cash award metric – available vs expended


Recognize notable accomplishments including cross-organizational

Training


Discuss proposed upcoming training especially ICAF, CDP, DLAMPS, Congressional Fellowship, etc.

Enclosure (3)

September
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