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Diversity and Inclusion in Veterans Affairs Council (DIVAC) Quarterly Meeting Agenda
Microsoft Teams Meeting
Wednesday, February 9, 2022 12:00 to 2:00 PM (ET)

12:00
(5 min.)
1.  Welcome & Introductions (DIVAC Co-Chair, Ms. Gina M. Grosso, Assistant Secretary for the Office of Human Resources and Administration/ Operations, Security, and Preparedness [HRA/OSP], Co-Chair, Mr. Harvey Johnson, Deputy Assistant Secretary for the Office of Resolution Management, Diversity and Inclusion [ORMDI])
12:05
(5 min.)
2.  DIVAC Operations/Announcements 
· Approval of October 21, 2021, DIVAC Meeting Notes* (Mr. Johnson)
· VEO ORMDI – Identity Insights Project is looking for Eligible Participants* (Mr. Johnson)
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12:10
(60 min.)
3.  Administrations’ EEO action plan updates
· NCA – Terri Beer, Director, Office of Workforce Relations Human Capital Management
· VBA – Ms. Lois Scoon, ORMDI’s VBA EEO Liaison Office
· VHA – Ms. Kara Merendo, Director, Equal Employment Opportunity/Affirmative Employment Office
1:10     (20 min.)
4.   AES Survey Results
· Ms. Maureen Marks, Executive Director, VHA National Center for Organization Development (NCOD)
1:30     (20 min.)
5.  Federal Women’s Program Coalition Updates
· Workstream Leads
· Workstream #1 Lisea Johnson and Amy Loveridge
· Workstream #2 Soni Meckem

· Workstream #3 Jolisa Dudley and Karmen Davis-Young

· Workstream #4 Soni Meckem
1:50

 Open Forum        
2:00

 Meeting Adjourn: Next Meeting April 20, 2022
*Denotes handout(s) provided.
1. Schedule A Hiring Authority Responsibilities*


   
[image: image2.emf]OCHCO Bulletin -  Schedule A Hiring Authority Responsibilities .pdf


2. Inclusion rate for PWD and PWTD by separation category*      



  
[image: image3.emf]Inclusion rate for  PWD and PWTD by separation category.docx


3. DEI Training Specialist PD and DEI Community of Practice Call*
              
[image: image4.emf]21251O DEI Training  Specialilst.pdf
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4. HRA/OSP has features in HRSmart that allow employees to update their disability status and submit a telework agreement online. Attached is the Bulletin:


[image: image6.emf]ESS toolkit  Bulletin_Final.pdf


Below is the inclusion rate for PWD and PWTD by separation category. The inclusion rate represents the proportion of employees in the permanent workforce who fall into a particular category. Below we calculated the inclusion rate for PWD and PWTD. These inclusion rates are then compared to the inclusion rates of people without reportable disabilities and people without targeted disabilities, respectively. If the inclusion rate for PWD or PWTD exceeds the inclusion rate for people without reportable disabilities or without targeted disabilities, then that is considered a trigger.





		Inclusion Rates



		Separations

		Reportable Disabilities

		Without Reportable Disabilities



		Permanent Workforce: Removal

		1.35%

		0.64%



		Permanent Workforce: Resignation

		5.58%

		4.52%



		Permanent Workforce: Retirement

		4.30%

		3.12%



		Permanent Workforce: Other Separations

		1.33%

		0.82%



		Permanent Workforce: Total Separations

		12.56%

		9.10%
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		Inclusion Rates



		Separations

		Targeted Disabilities

		Without Targeted Disabilities



		Permanent Workforce: Removal

		1.88%

		0.76%



		Permanent Workforce: Resignation

		6.77%

		4.82%



		Permanent Workforce: Retirement

		3.17%

		3.16%



		Permanent Workforce: Other Separations

		1.55%

		0.91%



		Permanent Workforce: Total Separations

		13.36%

		9.65%
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POSITION DESCRIPTION (Please Read Instructions on the Back) 


0 Redescription f.:;r New OHdqtrs 'x1 Field Madison WI
William S. Middleton Memorial Veterans 


1. Agency Position NO.


212510
6. OPM Certification No.2. Reason for :submission


1
3. :service 4. Employing Office Location :,_ uu,1 .., .... on 


lO � Hos..;,01 - 607 
D Reestablishment D Other-------;-,7_"i:F:::'ai::'r "La:;:bo::::r:;'iS;:ta::n::.da:::rd::;s::-Act.::::----tT: 11 .• Fi�m�an ..... �,f.: :s1ta:::tem=e:::n1=-s= R,eq�u:i:ire:-:d:-------+-::og,-,_ 5�1u�bie=e1""to""IA.....,Acti=on,.,,....--


n nExecutiwPersomel oE�loymentand n .,..,. Explanation (Show any positions replaced) Exempt   Nonexempt Financial Oildoaure Financial intllr85t Yes IXI No 
10. Position Status 11. Position ls 12.SensitMty 13. Competitive Level Code
OOcompetitive OsupeNtso,y !BJ 1-=


10119 


D 3-0itical X05
0 Excepted (Speeify in Remarlfs) OManagertal 14. Agency Use□ 2-NOllCliticai □ 4-Spadal OSES(Gen.) 0 SES(CR) �either Sensitive Sensttiw 8888 


15. Classified/Graded by Official TiUe of Position Pay Plan Occupational Code Grade Initials Date 
a. Office of Personnet


Management


b. Department,
Agency or
ESllbliShmenl


c. Second Level
Review


d. First Level
Review 


i. 
Training Specialist GS 1712 11 dih 8/31/2021 


e. Recommended by 
Supervisor or 1>S!C - � ,.,_, ICVG- 'SPEc.iA-\..rST 
Initiating Office 1'11"'2.... r.:r 


16. Organizational nae of Position (ifdifferentfromon1c1altitle) 


18. Department, Agency, or Establishment
Department of Veterans Affairs
a. First Subdivision
Veterans Health Administration
b. Second Subdivision 
VISN 12 


19. Employee Review-This is an accurate description of the major 
duties and responsibilities of my position.


20. Superviso!'Y Certification. / certify that this is an accurate
statement of the major duties and responsibilities of this position 
and its organizational relationships1 and that the pos,1ion is 
necessary -to cany out Govemmenr functions for which I am 
responsible. This certification is made with the knowledge that 


a. Typed Name and TIile of Immediate Supervisor 


,.)A-;St1'2A3 
Date 


rtiflcatlon. / certify that this posi­
s required by Tttre 5, U.S. Code,
ublished by the U.S. Office of 


Personnel ManarMtmf'nt or, if no R.Ubli!$hed �tacidards atJJJIV direct­
ly, consistently W'tth Ille most app1teabte putJllstled stanl:IBttls. 


Typed Name and nue or Official Taking Action 
Danuta Hetrick - HR Specialist Classification 


Signature Danuta I. 
Digitally signed by Danuta 
I. Hetrick 947276 


Hetrick 947276 ������021.os.3114,16,so 


23. os1tion evrew mtia s ate lmtia s 


a. E"1)1oyee (optional) 


b. Supervisor


c. Classifier


Date 


ate 


17. Name of Employee (if vacant, specify) 


c. Third Subdivision 
William S. Middleton Memorial Veterans Hospital - 607


d. Fourth Subdivision
Education


e. Fifth Subdi vision 


Signature of Employee (optional) 


this information is to be used for statutory puri,oses relating to 
appointment and payment of public funds, and ttiat false or misleai:ling 
slatements may constitute violations of such statutes or their 
implementing regulations. 


b. Typed Name and nue of Higher-Level Supervisor or Manager (optional) 


Signature 


Training Instruction Series, GS-1712; TS-104 May 1991; Grade Level Guide for 
Instructional Work, TS-90 March 1989, Handbook of Occupational Groups and 
Families, May 2009   OHRM Appeal  GS-1712-11 dated 8/22/2013


lnfonnation for Emplo1'es. The standards, and infonnatlon on their 
application, are ·avallable in the personnel office. The classificat1011 _Qf the 
p_oslllon may; be- reviewed and corrected by the ageflCY. or the U.S. Office of 
Personnel Management. lnfonnation on classificalioriljob grading appeals, 
and comi;,laints on exemption from FLSA, Is available from the personner office 
or the U.S. Office of Personnel Management. 
nitia s te nit1a s 


Position Risk Designation: Low; This position is NOT eligible for Telework; CSC:000; FPL: GS-11 


25. Description of Major Duties and Responsibilities (See Attached)


NSN 7540-00-634-4265 Previous Edition Usable 5008-106 OF 8 (Rev. 1-85) 
U.S. Off!(:$ d Personnel Management 


Diversity Diversity, Equity, Inclusion--Training Specialist


X







POSITION DESCRIPTION 
Diversity, Equity, Inclusion--Training Specialist, GS-1712-11 


POSITION NUMBER:21251O 
 


8/31/2021  1 
 


INTRODUCTION 
 
The incumbent will work for the Chief of Education in the systematic planning, implementation, 
administration, integration, coordination and evaluation of the Diversity, Equity, and Inclusion (DEI) 
Training Program Activities impacting all staff within the William S. Middleton Veterans Memorial 
Hospital (VAMC).  
 
The incumbent is directly responsible for establishing and maintaining DEI training program systems and 
for tracking compliance with mandatory requirements that pertain to the DEI training and education.  
 
The Diversity, Equity, Inclusion--Training Specialist exists to ensure the coordination of training activities 
advancing diversity, inclusion, and cultural competence throughout the research, education, practice, and 
administration work of the Hospital and Clinics. This position supports and builds capacity of other 
personnel in the hospital as well as clinics to lead and live forward excellence through diversity and 
inclusion. The Diversity, Equity, Inclusion--Training Specialist will seek to grow relationships strategically 
outside of the hospital/clinics and across the VA campus to raise visibility and expand partnerships 
supporting the hospital’s DEI efforts. 
 
The Diversity, Equity, Inclusion--Training Specialist will benchmark DEI best practices to support 
strategies to monitor and evaluate progress in creating a diverse and inclusive workforce and advancing 
equity in health care delivery. The Diversity, Equity, Inclusion--Training Specialist will also provide 
thought leadership by developing local, innovative initiatives and recommendations that drive DEI 
organizational strategy and demonstrate the impact of diversity and inclusion to mission-focused results. 
Implementation of key diversity training initiatives with a focus on employee engagement and articulation 
of an employee value proposition on diversity will be an essential piece of this position. 
 
The incumbent must be mindful of complex regulatory controls while implementing DEI training and 
related DEI duties to hundreds of employees across the VA hospital and clinics. 
 
Program Activities. 
 
MAJOR DUTIES 
 
The incumbent provides leadership in the management of Diversity, Equity and Inclusion Training Program 
Activities at the William S. Middleton Veterans Memorial Hospital and clinics, preparing and coordinating 
reports and collaborating closely with the Chief of Education Service, Director’s Office, EEO Specialist, 
the office of the COS and other stakeholders and facility management in reaching program goals and 
initiatives. 
 
The incumbent will serve as the DEI Training Specialist and communicate training initiatives between the 
Director’s Office, EEO, internal and external stakeholders. 
 
Participates in the development of the facility, VISN, and national level short and long-term plans to assure 
implementation of Diversity, Equity and Inclusion Training Program Activities principles and policies. 
 
Prepares recommendations which impact the way planning and integration of the Diversity, Equity and 
Inclusion Training Program Activities are carried out. Performs administrative work related to the DEI 
initiatives. 
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Diversity, Equity, Inclusion--Training Specialist, GS-1712-11 


POSITION NUMBER:21251O 
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Plans, conducts, or coordinates training sessions for students in order to ensure compliance is achieved for 
all required VHA DEI training. 
 
Develops, administers, advises on, and resolves DEI policy, program, and project issues associated with 
educational requirements for all VA staff. 
 
Analyzes new or proposed policy concerning DEI training programs with specific emphasis ensuring 
compliance with regulations and compatibility with the hospital mission. Participates on committees, task 
forces, and teams as the subject matter experts to ensure that all VA staff receive the same required DEI 
training and development experiences while at the William S. Middleton Memorial Veterans Hospital and 
clinics. 
 
The incumbent researches, collects, organizes, and displays data related to assigned DEI initiatives and 
projects. Prepares reports that enable users to identify potential issues, needs, and opportunities for 
improvement of related initiatives – to include the annual strategic plans. 
 
Assists staff at all levels in display and interpretation of data, data elements, and/or other information 
contained in reports, and assures that reports are accurate, structured in a user-friendly format, and 
communicated in a timely manner. Specifically, the incumbent analyzes Continuous Quality Improvement 
(CQI) through the Climate Assessment Survey, All Employee Survey (AES), VA Talent Management 
System (TMS), education interventions, Veteran/Employee satisfaction and competency, and access to 
care. 
 
Prepares budget requests, stimulates the appropriation of fiscal support, prepares program calendar, and 
provides ongoing liaison with all Diversity, Equity, and Inclusion Program Activities partners, including 
EEO Coordinator and DEI committees and councils. 
 
Composes and responds to action items from Veteran’s Affairs Central Office (VACO) and VISN level 
staff in relation to OAA or other related to DEI initiatives. This involves collaboration with the Senior 
Management, VISN, VACO, and EEO staff to obtain necessary information, understand processes and 
appropriately express the findings. 
 
Promotes and disseminates Diversity, Equity and Inclusion Training Program Activities initiatives and 
other related projects with VISN, facility leadership, and hospital groups. Assists in the design and 
distribution of DEI training materials, communication vehicles, and data collection instruments to be used 
with related assigned initiatives. 
 
Incumbent conducts special projects as assigned and/or appropriate. Special projects generally involve fact-
finding and suggestions for problem resolution as well as assistance with development and implementation 
of new or reviewed policies or program changes. The incumbent may be assigned to other designated 
hospital programs as necessary. 
 
Specific Position Responsibilities: 
 
The incumbent exercises management responsibilities related to the initiation, administration, and/or 
closeout of any DEI training contracts, agreements, educational grants, and memorandums of 
understanding, including responsibility for monitoring performance and cost. The incumbent maintains a 
master list of all DEI activities and ensures all training contracts/agreements/grants/MOUs are reviewed at 
intervals in accordance with federal regulations. 
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The incumbent is responsible for working with each service to accurately record and report DEI training 
activities in order to develop a comprehensive and impactful DEI training program . This requires the 
incumbent to work closely with the EEO office and the Executive Leadership team. 
 
The incumbent maintains proper documentation of DEI workshops, trainings, case conferences, retreats, 
and conferences attended by VA staff. 
 
The incumbent has responsibility for dissemination of facility specific data to local stakeholders as well as 
assisting the Chief, Education Service in planning interventions to address any DEI action items identified.  
 
The incumbent assists the Chief, Education Service to ensure that information pertinent to our academic 
partners is shared and addressed in appropriate venues. 
 
Incumbent is responsible for managing the scheduling of DEI learning/training events including the creation 
of scheduled offerings for pre-existing items; responsible for managing learning needs by assigning items 
and curricula; and recording completions, responsible for creating new items.  
 
This position reports to the Chief, Education Service and works collaboratively with personnel across the 
hospital and clinics to identify avenues for achieving their strategic DEI objectives in a manner that 
maximizes diversity, equity, and inclusion. This position works closely with professional staff involved 
with community engagement for the hospital, including development, staff relations, external relations, and 
marketing communications. 
 
Factor 1-7, Knowledge Required by the Position 1250 points 
 
Position Competency:  The employee must be able to demonstrate the knowledge and skills necessary to 
complete the duties of the position.  Such knowledge and skills are identified in the Competence Assessment 
Checklist of the position and include knowledge and skills in: 


• Communication and interpersonal relations, including the ability to appropriately and 
courteously relate to internal and external customers. 


• Maintenance of confidentiality of patient/employee information, electronic and print. 
• The medical center performance improvement program. 
• How to work and function in the medical center in a safe manner, including infection control 


and the correct operation of equipment. 
 


The employee is required to meet minimum qualification requirements in OPM Qualification Standards for 
General Schedule Positions, and/or VA Qualification Standards, Handbook 5005 – Staffing, Part II, Chapter 
2 – Title 5 Appointments, Section D and Appendix II-F (for GS positions excluding quasi Title 38 
positions). 
 
* Working knowledge of health care systems 
*The medical center performance improvement programs, including HRO, etc. 
* Excellent oral, written, and interpersonal communication skills 
* Problem-solving skills combined with critical listening and thinking skills 
* Strong attention to detail while executing a vision 
* Positive attitude and customer service orientation 
* Program and project management skills 
* Ability to work in a team environment amidst a large and complex institution 
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* Aptitude for mitigating risk 
* Proficiency with Office 365 and other computer programs 
 
Position requires detailed knowledge of policies, procedures, and that apply to DEI training programs to 
analyze/evaluate information, interpret guidance, and draw conclusions. This includes assembling 
information for use in reports and following up on all commitments made in meetings in a timely, efficient, 
and effective manner. 
 
Ability to work effectively as part of a team. 
 
Knowledge of budgeting and fund control accounting techniques to prepare a training budget plan, approve 
and certify obligations and report changes for DEI weekly, monthly, quarterly, and annual reports. 
 
Knowledge of the office procedures, filing system, and various VA and VHA references and handbooks 
commonly used by the VA staff. 
 
Knowledge of the duties, policies, commitments, and goals of the supervisor to review training requests 
and determine which items should be brought to the attention of the supervisor and which should be sent 
directly to other appropriate personnel, including the EEO office, for action or acted on directly by 
incumbent. 
 
Knowledge of VA work unit functions and coordination requirements to ensure proper format, 
mathematical correctness, and correct grammatical content, of correspondence and to ascertain that all 
necessary coordination of facts has been completed, and that correspondence is in accordance with 
established policy. 
 
Knowledge of appropriate time management techniques to successfully plan for short- and long-term 
workload requirements, and management of policies, and procedures. 
 
Knowledge of the capabilities, operating characteristics, and advanced functions of a variety of types of 
office automation software, e.g., word processing, spreadsheet, database, calendar, electronic mail, etc., and 
knowledge of advanced and varied functions of multiple electronic databases and software types for 
organizing electronic storage of information in general categories or files, which will allow users to retrieve 
or rearrange the order and number items of data in printed form, and/or to search for and display specific 
items of information. 
 
Knowledge of Share point, TEAMS, etc. to post various reports and schedules. 
 
Knowledge of written and oral communication skills. This includes ability to prepare written reports and 
memos to Senior Leadership at the Hospital, VISN, VACO level; ability to establish and maintain effective 
communications with persons both within and outside the organization, from many backgrounds and levels 
of education and competence; and to speak publicly and exercise sound judgment, tact, and diplomacy in 
areas of communication and interpersonal relationships. 
 
Knowledge and use of statistical analysis tools in order to analyze data, monitor trends, and make 
recommendations based on the findings. Organizational skills including ability to coordinate multiple 
different and potentially conflicting actions, as well as ability to meet deadlines, maintain records, and 
follow up. 
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Ability to independently carry out DEI training projects in accordance with established policies and 
procedures or as directed by the Chief, Education Service, EEO and the Director’s Office.  
 
Skill in data validation and accuracy are essential. 
 
Ability and self-motivation to seek out appropriate training and certifications, both internal and external, 
and keep abreast of knowledge and skills needed to support personal and professional development. 


Automated Information Systems Security:  In the performance of official duties, the employee has 
regular access to printed and electronic files containing sensitive information, which must be protected 
under the provision of the Privacy Act of 1974, the HIPAA implementation, effective April 14, 2003 and 
other applicable laws and regulations. The employee is responsible for (1) protecting that information from 
unauthorized release or from loss, alteration, or unauthorized deletion, and (2) following applicable 
regulations and instructions regarding access to computerized files, release of access codes, etc., as set forth 
in the hospital's Automated Information Systems Users Agreement which the employee signs.  
 


Information Security and Confidentiality:  Manages information security within areas of responsibility 
to assure that computer system security and confidentiality of sensitive information is maintained, and that 
employee access to sensitive information is limited only to that which the employee requires to perform 
their duties.  Takes action as necessary to report and address violations of information security. 


Customer Service:  Meets the needs of customers while supporting VA missions.  Consistently 
communicates and treats customers (veterans, their representatives, visitors, and all VA staff) in a 
courteous, tactful, and respectful manner.  Provides the customer with consistent information according to 
established policies and procedures.  Handles conflict and problems in dealing with the customer 
constructively and appropriately. 


 
Factor 2-4, Supervisory Controls:  450 points 
 
The incumbent receives general supervision of  DEI training program activities provided by the Chief, 
Education Service. Within the framework of priorities, funding and overall project objective, the incumbent 
and supervisor develop a mutually acceptable DEI project plan activities. 
 
Incumbent sets priorities independently and defines objectives and deadlines. The incumbent assists clerical 
staff with unusual situations which do not have clear precedents. The incumbent plans and carries out the 
successive steps and handles problems and deviations in the work assignment in accordance with 
instructions, policies, previous training, or accepted practices in the occupation. 
 
Completed work is evaluated for technical soundness, appropriateness, and conformity to policy and 
requirements. The methods used in arriving at the end results are not usually reviewed in detail. 
 
Factor 3-3, Guidelines:  275 points 
 
The incumbent applies guidelines applicable to the Office of Diversity, Equity and Inclusion Training 
Program Activities, local hospital memorandums, and DEI references/resources and literature. In addition, 
the work involves a large body of unwritten policies, precedents, and practices which are not completely 
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applicable to DEI work or are not specific and which deal with matters relating to judgment, efficiency, and 
relative priorities rather than the procedural concerns. 
 
Factor 4-4, Complexity:  225 points 
 
The incumbent performs at a high complexity level for Diversity, Equity, and Inclusion Training Program 
Activities and within a complex and highly academically affiliated tertiary care teaching hospital. The work 
involves different and unrelated processes and methods. Assignments involve processes including the 
development of new or substantially modified organizational work structure and work processes that 
strongly influence or change the way the facility conducts its operations. 
 
Decisions regarding what needs to be done and how it is best accomplished are based on the incumbent's 
knowledge of the duties, priorities, commitments, policies, and program goals of the supervisor and 
Diversity, Equity, and Inclusion Training Program. This involves analysis of the subject, phase, or issues 
involved in each DEI assignment. 
 


Factor 5-4, Scope and Effect:  225 points 


 
The purpose of the work is to analyze, design, and implement work for the hospital's Diversity, Equity, and 
Inclusion training programs and activities. Primarily aimed at ensuring that all employees complete VHA 
required DEI training and that said DEI training is tracked, recorded, and validated using a variety of in-
person and online learning modalities. The work affects the accuracy, reliability, or acceptability of further 
processes or services and has a direct impact on the functioning and external perception of the entire hospital 
as well as the functioning and integrity of DEI training programs. In addition, the work impacts both VISN 
and national environment for DEI education. The work involves determining the best methods, tools, and 
processes for developing and implementing training initiatives related to DEI level projects and initiatives 
as designated. Results may affect a single office, division, service and/or the entire facility. 
 
Work contributes to the improvement of productivity, effectiveness, and efficiency in DEI training program 
and/or administrative support activities at different echelons and/or geographical locations within the 
organization. Work affects the plans, goals, and effectiveness of missions and programs at these various 
echelons or locations. 
 
Factor 6-3, Personal Contacts:  180 points 
 
This position reports to the Chief, Education Service and works collaboratively with personnel across the 
hospital and clinics, including Senior Leadership to identify avenues for achieving their strategic objectives 
in a manner that maximizes diversity, equity, and inclusion. This position works closely with professional 
staff involved with community engagement for the affiliated academic institutions, including development, 
relations, external relations, and marketing communications. 
 
Contacts are varied and include VA staff (both Clinical and Non-Clinical), EEO office, Director’s Office, 
HR, Employee Education System (EES), Veterans Integrated Service Network (VISN) 12, Affiliated 
Associated Health Schools and Universities, faculty, and local hospital services. Through these various 
contacts the Diversity, Equity, Inclusion--Training Specialist will coordinate and guide efforts to define, 
understand, assess, foster, and cultivate excellence through diversity and inclusion as a fundamental 
institutional and educational resource of the hospital and clinics. 
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The position will seek to grow relationships strategically outside of the Hospital and Clinics to raise 
visibility and expand partnerships supporting the hospital’s DEI training efforts. This position may involve 
some weekend and evening work as well as travel for outreach events. 
 
Factor 7c - Purpose of Contacts  combined w/ factor 6 
 
Contacts are established on a routine basis for the purpose of exchanging information, clarifying policies 
and procedures, negotiating agreements, and advising on issues of concern. The incumbent must be skillful 
in approaching individuals and groups and establish cooperative work relations. 
 
Factor 8-1 Physical Demands: 5 points 
 
The work is principally sedentary. There is some walking, bending, standing, and carrying of light items 
such as papers and files which are customary physical demands of the position. There is light physical 
activity including pushing, pulling, reaching, stooping, and climbing stairs. 
 
Factor 9-1, Working Conditions:  5 points 
 
The environment involves normal risks or discomforts requiring normal safety precautions typical in an 
office setting. Occasionally, the incumbent may be exposed to outdoor weather conditions and traffic when 
traveling. 
 
This position is NOT suitable for Telework 
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VA Central Office          March 19, 2021 
Washington, DC  


 


OFFICE OF THE CHIEF HUMAN CAPITAL OFFICER (OCHCO) BULLETIN 


SUBJECT: Schedule A Hiring Authority Responsibilities Under 5 C.F.R. § 213.3102(u)  


The Schedule A Hiring Authority for Individuals with Disabilities allows Federal agencies 
the opportunity to non-competitively appoint an individual with an intellectual, severe, or 


a psychiatric disability to an excepted service appointment under 5 C.F.R. § 
213.3102(u). These appointments may be permanent, time-limited, or on a temporary 
basis. The Schedule A Hiring Authority will help the Department of Veterans Affairs (VA) 
hire skilled and diverse employees in an efficient and streamlined manner without 


posting a job opportunity announcement. Additionally, the Department can demonstrate 
its commitment to be a model employer for people with disabilities through its proactive 
use of Schedule A.  


Using the Schedule A Hiring Authority is a win-win for all. As a best practice, Human 


Resources (HR) Specialists should discuss the benefits of using Schedule A with hiring 
officials during the pre-recruitment consultation and review of hiring flexibilities that are 
available. 


Recruitment Methods 


Individuals with disabilities may be recruited via: 


➢ Non-competitive Schedule A Hiring Process. Candidates may submit their 
resume directly to their respective Selective Placement Program Coordinator 
(SPPC). The SPPC will work with VA HR professionals and the hiring manager to 


determine if the candidate meets the requirements of the position to be filled, 
type of appointment, etc. Prospective Schedule A applicants may also reach out 
directly to their servicing HR Specialist to submit a resume for consideration.  


Candidates, who meet requirements for the Schedule A appointing authority and 


are qualified for the positions may be appointed without applying to a public 
notice/job opportunity announcement. VA HR professionals may make these 
appointments without considering Career Transition Assistance Plan 
(CTAP)/Interagency Career Transition Assistance Plan (ICTAP) candidates.   
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Regardless of the recruitment method, HR is responsible for verifying that the 
candidate meets the eligibility requirements (i.e., review of disability 
documentation).  Often the SPPC may have already reviewed the documents.  


Hiring managers should not be involved in the disability documentation process. 


➢ Merit Promotion Procedures. Schedule A applicants may also apply under Merit 
Promotion Procedures for positions advertised outside the VA workforce. Under 
such procedures, applicants are not required to compete with non-Schedule A 


applicants for a position. Schedule A applicants are placed on an excepted 
service certificate with other Schedule A applicants and are assessed and 
appointed via Schedule A, 5 C.F.R. § 213.3102(u). 


➢ Competitive Process. Applicants with disabilities may also apply under the 


traditional competitive hiring process. 


PLEASE NOTE: Veterans with disability ratings are also eligible to be 
considered under the Schedule A Hiring Authority.  In accordance with 5 C.F.R. 
302.101(c) and 5 C.F.R. 302.101(c)(11), VA HR professionals must apply 


Veterans preference as administratively feasible when appointing individuals 
under this hiring authority. 


. 


Application Process 


Schedule A applicants must meet the Office of Personnel Management (OPM) 
qualification requirements for the position (series/grade) to which they apply; in addition 
to any conditions of employment or selective placement factors. Applicants must submit 
a resume and all applicable documentation to validate their claim for Schedule A 


consideration. 


Proof of Eligibility 


Applicants must provide proof of their disability prior to being appointed under  
Schedule A. The following is a list of documents HR office staff may accept as proof of 


an intellectual disability, severe physical disability or psychiatric disability:  


• Statements or letters on a physician’s/medical professional’s letterhead 
stationery. 


• Statements or letters from a Federal Government agency that issued or provided 


disability benefits. 


• Statements or letters from a State Vocational Rehabilitation Agency counselor. 


• Certification from a private Vocational Rehabilitation Professional or Counselor 
that issued or provided disability benefits. 
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Nature of Action (NOA) Codes and Legal Authorities 


The following NOA Codes and Legal Authorities must be used to appoint individuals  


under Schedule A: 


NOA Code    Legal Authority 


170 Excepted Appt                      WUM, (213.3102(u) - Severe Physical Disability  


(if not on VA’s rolls)   WTA, (213.3102(u) - Intellectual Disability 


     WTB, (213.3102(u) - Psychiatric Disability 


 


570, Conv to Exc Appt  WUM, (213.3102(u) - Severe Physical Disability 


(if on VA’s rolls)   WTA, (213.3102(u) - Intellectual Disability 


     WTB, (213.3102(u) - Psychiatric Disability 


 


171 Excepted Appt NTE            WUM, (213.3102(u) - Severe Physical Disability 


(if not on VA’s rolls)   WTA, (213.3102(u) - Intellectual Disability 


     WTB, (213.3102(u) - Psychiatric Disability 


 


571, Conv to Exc Appt NTE WUM, (213.3102(u) - Severe Physical Disability 


(if on VA’s rolls)   WTA, (213.3102(u) - Intellectual Disability 


     WTB, (213.3102(u) - Psychiatric Disability 


 (See Guide to Processing Personnel Actions, Chap. 11, Excepted Appointments for 
additional information) 


Conversions 


Upon completion of two years of satisfactory service on a non-temporary appointment, 


an appointee may be non-competitively converted to a career or career-conditional 
appointment, at the discretion of the hiring off icial.  


➢ Employees on a temporary Schedule A, Individuals with Disabilities, appointment 
are not eligible for non-competitive conversion to the competitive service. Time 
served in a temporary appointment under 5 C.F.R. § 213.3102(u)(5)(ii) does not 


count toward the two-year service requirement for non-competitive conversion. 
Please see 5 C.F.R. §§ 213.3102(u)(6)(ii) and 315.709(a)(1) for further 
information. 


➢ Employees on a permanent or time-limited (i.e., with a Not-To-Exceed (NTE) 


date) appointment may be non-competitively converted to a career or career-
conditional appointment in the competitive service if the employee meets the 
following requirements (5 C.F.R. Part 3; 5 C.F.R. §§ 213.3102(u)(6) and 
315.709):  


1. Completes two or more years of satisfactory service, without a break of 
more than 30 days, on a non-temporary appointment under  
5 C.F.R. §213.3102(u); 



http://www.opm.gov/policy-data-oversight/data-analysis-documentation/personnel-documentation/processing-personnel-actions/gppa11.pdf

http://www.opm.gov/policy-data-oversight/data-analysis-documentation/personnel-documentation/processing-personnel-actions/gppa11.pdf
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2. Is recommended for conversion by their supervisor; 


3. Meets all requirements and conditions governing career and career-
conditional appointment, except those requirements concerning 


competitive selection from a register and medical qualifications; and 


4. Is converted without a break in service of one workday. 


The HR system of record issues 60 and 30-day automated reminders as well as NTE 


Date Reports prior to the expiration of NTE appointments to allow VA HR professionals 


adequate time to process the required action (conversion, extension or termination of 


appointments, as applicable).  


It is critical that VA HR office professionals and management officials review the 
automated reminders and NTE Date Reports and take the necessary action (specified 
in the previous paragraph) for Schedule A employees serving on permanent or NTE 
appointments to comply with appointment requirements and alleviate unnecessary 


delays with processing appropriate personnel actions. 


Recommended Action: Recruitment and Placement Policy Service (RPPS) strongly 
encourages VA HR Officers to share this information with their staff. Questions 
concerning this bulletin may be directed to vatitle5staffingpoli@va.gov.  


Issued by: VA/OCHCO/Recruitment and Placement Policy Service (059) 



mailto:vatitle5staffingpoli@va.gov
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Employee Self Service - Change 
Management Toolkit


HR Smart


Toolkit Purpose: This HR•Smart Employee Self Service (ESS) Change Management Toolkit can be adapted and 
utilized by each VA Administration to communicate the rollout of ESS & educate users on ESS functionality 
within HR•Smart.


Use of ESS is voluntary and optional for VA employees, to include bargaining unit employees. 


ESS is a fast and convenient way for employees to check, update, and manage their personal data in 
HR·Smart. This new functionality allows all VA employees the following capabilities:


• The ability to login to HR·Smart.
• The ability to view Company Directory: Functionality, which allows users to view organizational reporting


structures within the HR·Smart system. Users can search the company directory by name, job title, or
location. The results returned show all Business Units, Departments, and personnel that match that
search criteria. Users can also view the organizational chart for each position, and view peers associate
with a certain position.


• The ability to make secure, real-time updates in two key areas:
1. Self-Identification of Disability:  Update self-identification of disability form (SF-256) through a few


easy clicks using ESS and the Self Identification Disability tile.
2. Telework: Effortlessly initiate, view, print, and withdraw telework agreements (VA-0740 Form) using


a modernized user interface and approval workflow. Employees can also download a PDF version of
the online agreement in the VA-0740 form format. [Please note, employees should first work their
supervisor to determine suitability and eligibility for telework.]


ESS Overview


December 2021







This table provides an overview of the Change Management materials that have been developed 
for Employee Self Service.


For additional information regarding this toolkit, please email 
hrsmart@va.gov


Material Purpose/Use Link
ESS Teaser 
Video


Provides a brief overview of all ESS 
functionality in a 5-minute video format.


ESS Overview 
Video


Provides an in-depth overview of all ESS 
functionality in a polished video format.


ESS Recorded 
Training


A recorded training session that provides an in 
depth explanation of all ESS functionalities. 
Training accounts will also provided for users 
experience these new functionalities.


Company 
Directory Tile 
Video


Provides a brief overview of the ESS Company 
Directory tile functionality in a short-format 
video.


Disability Tile 
Video for 
Employees


Provides a brief overview of the Self-
Identification of Disability tile functionality in a 
short-format video.


Disability Tile 
Job Aide for 
Employees


Provides written, step-by-step instructions for 
using the Self-Identification of Disability tile 
functionality.


Telework 
Video for 
Employees


Provides an overview of the VA Telework tile 
functionality in a short-format video. Focuses 
on the Employee role.


Telework 
Video for 
Managers


Provides an overview of the VA Telework tile 
functionality in a short-format video. Focuses 
on the Manager role.


Telework Job 
Aide for 
Employees


Provides written, step-by-step instructions for 
using the VA Telework tile functionality. 
Focuses on the Employee role.


Telework Job 
Aide for 
Managers


Provides written, step-by-step instructions for 
using the VA Telework tile functionality. 
Focuses on the Manager role.


Telework Job 
Aide for HR 
Staff


Provides written, step-by-step instructions for 
using the VA Telework tile functionality. 
Focuses on the HR Staff role.


https://dvagov.sharepoint.com/sites/
VACOOCHCO/hrsmart/
ChgMgtAndTraining/Telework%20for%
20Employees%20Video.mp4


https://dvagov.sharepoint.com/sites/
VACOOCHCO/hrsmart/
ChgMgtAndTraining/Telework%20for%
20Managers%20Video.mp4


https://dvagov.sharepoint.com/sites/
VACOOCHCO/hrsmart/
ChgMgtAndTraining/Company%
20Directory%20Video.mp4


https://dvagov.sharepoint.com/sites/
VACOOCHCO/hrsmart/
ChgMgtAndTraining/Disability%20Tile
%20Video.mp4


https://dvagov.sharepoint.com/
sites/VACOOCHCO/hrsmart/
ChgMgtAndTraining/ESS%
20Overview%20Video.mp4


https://dvagov.sharepoint.com/
sites/VACOOCHCO/hrsmart/
ChgMgtAndTraining/ESS%
20Recorded%20Training.mp4


https://dvagov.sharepoint.com/sites/
VACOOCHCO/hrsmart/ChgMgtAndTraining/
ESS%20Teaser%20Video.mp4


https://dvagov.sharepoint.com/sites/
VACOOCHCO/hrsmart/
ChgMgtAndTraining/Self-Identification
%20of%20Disability%20Job%
20Aid.pdf


https://dvagov.sharepoint.com/sites/
VACOOCHCO/hrsmart/
ChgMgtAndTraining/Telework%20for%
20Employees%20Job%20Aid.pdf


https://dvagov.sharepoint.com/sites/
VACOOCHCO/hrsmart/
ChgMgtAndTraining/Telework%20for%
20Managers%20Job%20Aid.pdf


https://dvagov.sharepoint.com/sites/
VACOOCHCO/hrsmart/
ChgMgtAndTraining/Telework%20for%
20HR%20Staff%20Job%20Aid.pdf



https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/Telework%20for%20Employees%20Video.mp4

https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/Telework%20for%20Managers%20Video.mp4

https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/Company%20Directory%20Video.mp4

https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/Disability%20Tile%20Video.mp4

https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/ESS%20Overview%20Video.mp4

https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/ESS%20Recorded%20Training.mp4

https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/ESS%20Teaser%20Video.mp4

https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/Self-Identification%20of%20Disability%20Job%20Aid.pdf

https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/Telework%20for%20Employees%20Job%20Aid.pdf

https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/Telework%20for%20Managers%20Job%20Aid.pdf

https://dvagov.sharepoint.com/sites/VACOOCHCO/hrsmart/ChgMgtAndTraining/Telework%20for%20HR%20Staff%20Job%20Aid.pdf
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RE: DEI Community of Practice Call

		From

		Ringler, Thor S.

		To

		Merendo, Kara (WMC)

		Recipients

		Kara.Merendo@va.gov



Kara,



 



Thanks so much for doing this. My inbox is blowing up right now with meeting acceptance emails 😊



 



Thor



 



From: Merendo, Kara (WMC) <Kara.Merendo@va.gov> 
Sent: Wednesday, October 20, 2021 2:39 PM
To: Ringler, Thor S. <Thor.Ringler@va.gov>
Subject: RE: DEI Community of Practice Call



 



Thanks Thor, I have sent to the VHA EEO Managers and all the SEP groups.  

Kara



 



-----Original Appointment-----
From: Ringler, Thor S. <Thor.Ringler@va.gov> 
Sent: Wednesday, October 20, 2021 3:24 PM
To: Clark, Sabrina; Reddy, Kavitha P. (STL); Walker, Jimmy L.; Seckel, Ellina S.; Bohlig, Amanda J; Gardner, James A.; Surwillo, Michelle; Johnson, Stephanie L.; Kruse-Bowman, Alison J.; Sgro, Gaetan; Cook, Sherrie R. SBYVAMC; Warning, Crystal L.; Gunter, Michael E FHCC Lovell; Martin, Andrew S., VBASTL; Mullen, Michael B.; Gathright-Thomas, Jankay; Lehmann, Molly R.; Merendo, Kara (WMC)
Cc: Datko, Eric D.; Barnes, David L.; Phifer, Steven; Breu, Cory M.; Moffit, Jennifer, VBAVACO; Anderson, James L.; Johnson, Harvey (ORMDI); Khung, Maureen; Press, Tami (ORMDI); Stenhouse, Whitney (ORMDI); O'Neal, Ida L. (ORMDI); Jastrab, Joann; Hawkins, Amanda; Rivera Bodon, Miriam E.; Reneau, Jai J.; Alison Kruse-Bowman; Liao, Theresa (Portland); Aguilar, Brent; Bernhardt, Antonia K.; Hubbard, Asale A.; Rohrer, John; Rabinowitz, Abraham C.; Bridges, Alan J.; Edgren, Teresa K.; Kleckner, Christine M.; LeMay, Sarah M.; Hunt, Stephen C; Kopacz, David R.; Allred, Kelly M (Puget Sound); Burgo, Lucille; Guiles, Monica J.
Subject: DEI Community of Practice Call
When: Occurs the first Tuesday of every 1 month(s) effective 9/7/2021 until 9/7/2022 from 11:30 AM to 12:30 PM (UTC-06:00) Central Time (US & Canada).
Where: Teams



 



Dear DEI Community,



 



If you’ve ever wondered what staff at other VA medical centers, offices, and clinics are doing to challenge racism, this is a place to share with and learn from them. Each month we’ll feature a DEI best practice on the call. Many of these practices originate from within VA, but we’ll also hear from innovative folks and organizations outside that are leaders in this area.



 



Our next call will be on Tuesday, November 2nd and will feature a presentation by Wayne Hare, a Vietnam Marine Corps veteran, who worked as a ranger with the U.S. Park Service, and now works for a non-profit called The Civil Conversations Project.



 



“The Civil Conversations Project”



Wayne Hare



 



Wayne Hare is a retired backcountry ranger with the Park Service and then the BLM (Bureau of Land Management, not Black Lives Matter.) In an effort to help people understand race and to connect the dots, he has written about race; filmed documentaries; and spoken to numerous groups. When George Floyd was killed while in police custody, former Park Service co-workers and friends approached Wayne and asked him if he would come talk with their folks. This conversation grew from that rocky start. Prior to his career in federal land management, Wayne was assistant director of Outdoor Programs at Dartmouth College. He is mixed race and grew up on a small dairy farm in NH, and attended all-white schools. He thinks that straddling two worlds gives him a unique ability to guide discussions about race.



 



Wayne recently shared his story with the VA’s My Life, My Story program and we’ve included that story here. Please forward this invite widely to staff, providers, and educators who might be interested. Looking forward to catching up with you all on November 2nd.



 



Respectfully,



 



Jai Reneau



Chief of EMS



William S. Middleton Memorial Veterans Hospital



Jai.Reneau@va.gov



 



Thor Ringler



My Life, My Story National Program Manager



William S. Middleton Memorial Veterans Hospital



thor.ringler@va.gov



 



________________________________________________________________________________ 



Microsoft Teams meeting 



Join on your computer or mobile app 



Click here to join the meeting 



Or call in (audio only) 



+1 872-701-0185,,481576973#   United States, Chicago 



Phone Conference ID: 481 576 973# 



Find a local number | Reset PIN 



 



Learn More | Meeting options 



________________________________________________________________________________ 



 








The Veterans Experience Office (VEO) Employee Experience (EX) directorate and the Office of Resolution Management, Diversity and Inclusion (ORMDI) has partnered and launched IDENTITY INSIGHTS, an intersectional approach to improve Employee Experience.

Objectives:


Identify pain points that employees attribute to one or more identities they hold; and


Gain insights into focus areas – thematic and intersectional – for VA to conduct further exploration and service design to improve EX.

8 identity groups have either been historically underrepresented and/or faced discrimination and bias in the workplace*:



- American Indian and Alaska Native (AIAN)

- Asian American and Pacific Islander (AAPI)

- Black/African-American

- Hispanic

- Individuals born between 1946 – 1964 (Baby Boomers)

- Individuals with Disabilities

- LGBTQ+

- Women

INTERESTED TO PARTICIPATE?

Visit https://survey.alchemer.com/s3/6481809/EX-Identity-Insights to sign-up and participate in an interview and provide critical insights into existing pain points, needs, and challenges in the employee experience.  At this time, AFGE BUEs are not eligible to participate.

Questions? Contact VAEX@VA.GOV for more information about the project

If so, we would love to hear from you!
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AN INTERSECTIONAL APPROACH TO EMPLOYEE EXPERIENCE

The Veterans Experience Office’s (VEO) Employee Experience (EX) directorate and the Office of Resolution
Management, Diversity & Inclusion (ORMDI) have partnered to launch Identity Insights, an intersectional approach
to improve employee experience.

Eight identity groups that have either been historically underrepresented and/or faced discrimination and bias in
the workplace are the initial focus of this pilot initiative: American Indian and Alaska Native (AIAN); Asian American
and Pacific Islander (AAPI); Black/African American; Hispanic; Individuals Born between 1946 and 1964 (Baby
Boomers); Individuals with Disabilities; LGBTQ+; and Women.

Objectives:

+ |dentify pain points that employees attribute to one or more of the identities that they hold
» Gaininsight into focus areas — thematic and intersectional — for VA to conduct further exploration and service
design to improve EX

INTERESTED IN PARTICIPATING?

Visit https://tinyurl.com/IdentityInsights to sign up for the opportunity to participate in an interview and provide
critical insight into existing pain points, needs, and challenges in the employee experience.

Questions? Contact VAEX@VA.GOV for more information about the project.








Identity Insights A/ @






