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1.  APPROVAL OF CRITERIA





	Criteria approved by the Department of Veterans Affairs (VA) on September 2, 1983.








2.  DEFINITION





	The activities of Personnel Service relate to recruitment, placement, training, classification and pay administration, supervisor-employee relations, and labor management administration.  Personnel Service provides staff assistance to all levels of management and service to employees in situations having personnel management implications.








3.  PROGRAM DATA REQUIRED





	a. Staffing projections by categories.





	b. Number of employees serviced by Personnel Service (full and part time).





	c. Number of free-standing computers printers approved by (VHA).








4.  SPACE DETERMINATIONS





	a. Office, Chief	  13.9 NSM (150 NSF)


	   This office should be private and only accessible through the secretary which would afford control of visitors.





	b(1) Office, Secretary	  8.4 NSM (  90 NSF)


	  (2) Each Additional Clerical Employee	  5.6 NSM (  60 NSF)


	        Provides space for the performances of secretarial duties which include:  typing, dictation, reception, filing, and routine clerical matters.





	c. Waiting Space


	    Waiting Space will be determined by the number of hospital employees (full and part time), as follows:





	       50 - 699 employees	  7.0 NSM (  75 NSF)


	   700 - 1199 employees	  8.4 NSM (  90 NSF)


	   Over 1200 employees	  9.8 NSM (105 NSF)


	   This area will be for visitors who have appointments relating to their current or pending employment, and should be adjacent to the open office space.  Wall storage space is provided for employment materials and related forms.





	d. Office, Assistant Chief (When approved in staffing plan)	  9.3 NSM (100 NSF)


	    This office will be used by the Assistant Personnel Officer to provide administrative support and should be contiguous to the Chief's office.





�
	e. Office, Personnel Management Specialists with Program Responsibility 	  9.3 NSM (100 NSF)


(Not to exceed 50 percent of total Personnel Management Specialist-maximum of four offices)





These offices will be used by Supervisory Personnel Management Specialists assigned major program responsibility for interviewing or counseling employees or management officials in personnel management matters requiring privacy and/or confidence.





	f. Open Office Space





	(1) ADDITIONAL PERSONNEL MANAGEMENT SPECIALISTS	  6.5 NSM (  70 NSF)


	 per employee          


	(2) PERSONNEL ASSISTANTS	  6.5 NSM (  70 NSF)


	per employee          


	(3) CLERICAL-TECHNICAL EMPLOYEES	  6.5 NSM (  70 NSF)


	per employee          


	      The above employees will be located in "open" office space separated by demipartitions, and will be provide clerical, technical and administrative support.  This space should be in proximity to the private offices for Personnel Management Specialists.





	g. Combination Conference Room/Placement and Examining Room





	   100 - 249 beds	11.2 NSM (120 NSF)    


	   250 - 449 beds	18.6 NSM (200 NSF)    


	   450 beds and over	27.9 NSM (300 NSF)    


	   This room will serve a dual purpose for Personnel Conference and for potential employee examinations.  It will also supplement the waiting space and the space available for meetings and consultations requiring privacy.  This room should be in proximity to the private offices for Personnel Management Specialists.





	h. Toilet Facilities	See chapter 410, LLTS





	i. Storage Area	  3.7 NSM (  40 NSF)      





	j. Active Personnel Records File (1 per 1,800 employees)	  5.6 NSM (  60 NSF)     


	per power file               


	(Maximum: 3 files)       


	   Located in an accessible area adjacent to the Personnel Management Offices and open office spaces.  One "Powerfile" per 1,800 active personnel records.  Maximum number of "Powerfiles" is 3.  Standard file systems may be substituted as an alternative, if approved by VHA.





	k. Free-Standing Computer Printer  	  1.6 NSM (  17 NSF)     


	   (Provide only when approved and justified by VHA.)








�
5.  DESIGN CONSIDERATIONS





	a. Figure 266.F1 provides the intrarelationship of the functions within Personnel Service.





	b. Figure 266.F2 provides a matrix to show the interfunctional relationship between Personnel Service and services where considerable traffic can be expected.





	c. The following offices should be designed as a suite:





	(1) Chief of Personnel.


	(2) Secretary.


	(3) Clerks.


	(4) Assistant Chief of Personnel (When approved in staffing plan).





	d. Because of the need for constant interaction between all sections of Personnel Service, it is necessary that offices be contiguous and the entire facility be located on the same floor.





	e. The hospital corridor should provide for separate entry to the Personnel Officer's suite in addition to entry to the clerical-specialist area.





�



�


�seq Figure  \* Arabic�1�








266.F1,  INTRAFUNCTIONAL RELATIONSHIPS WITHIN PERSONNEL SERVICE


�
INTERFUNCTIONAL RELATIONSHIPS MATRIX





(Relationship of Personal Service to services listed below.)








Service	Relationship	


DATA PROCESSING - KEYPUNCH	3


DIETETIC SVC. - ADMIN. OFFICE	3


FISCAL SERVICE	3


HOSPITAL DIRECTOR'S SUITE	3


MAIN LOBBY & INFORMATION	3


NURSING SERVICE - ADMIN.	3











PHYSICAL RELATIONSHIPS BETWEEN SERVICES





LEGEND


1  ADJACENT


2  CLOSE/SAME FLOOR


3  CLOSE/DIFFERENT FLOOR ACCEPTABLE


4  LIMITED TRAFFIC


X  SEPARATION DESIRABLE































































































Figure 266.F2  -  Interfunctional Relationship Matrix  -  Personnel Service
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