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�
Background


NRCS needs accurate data in order to document the time spent providing assistance to clients and communities.


Since many of the key business activities performed by field offices are documented using FOCS, a reasonable estimate of the time spent on these activities can be determined by examining the data from certain FOCS database tables. When this data is combined with estimates of the average time spent on business activities, the result is an estimate of the relative time devoted to activities for the entire agency. For example, wetland determinations are recorded in FOCS. When the number of wetland determinations recorded during a fiscal year is multiplied by an average length of time to perform a wetland determination, the result is an estimate of the average time NRCS field offices spend performing wetland determinations.


The initial average time values for the business activities will be determined by sampling field offices for actual time spent. These values will be used to determine average time spent values for each region.


This approach would not require additional effort by field office staff. Since they already document much of their work in FOCS, supplementary documentation of their work would not be needed.


Much of data recorded in FOCS includes staff name, date, and funding source. As a result, detailed information on time spent can be reported for staff positions, for specific dates, and for specific programs.


This process is not intended to be used for workload analysis.

















�
Scope


This document covers the requirements for capturing the time accountability information in FOCS. Time Accountability reporting is part of NIMS (National Information & Measurement System) and is not covered in this document.








�
Terms


Agency of Employment�
The agency a staff member works for. This may be a government agency, an organization that provides volunteers, or a non-government organization.�
�
Case Files�
This refers to all the FOCS tables that capture information related to the conservation activities of the field office, such as clients, businesses, systems, contracts, etc. It does not include tables that contain system and support information, such as staff information, access privileges, print defaults, etc.�
�
Codes & Values�
The table provided by FOCS for storing multiple domains of codes. The table allows a code value and a code meaning (or description) to be stored. It also supports various levels of edit control.�
�
Contact Phone Number�
The phone number where the staff member may be reached. This may be a home phone number or the phone number of another office.�
�
CTA�
Conservation Technical Assistance fund.�
�
Designated Conservationist�
The staff member who has lead conservation responsibility in the Field Office and who is authorized to sign documents.�
�
Job Series Number�
There will be two job series number lists, federal and non-federal. The federal list is the official job series number assigned to each federal staff member. The federal list will be provided with FOCS. The non-federal list is available for use for non-federal staff members. No non-federal values will be provided with FOCS; instead, state and local offices must create and maintain this list. It will be up to the state and local offices to define and follow any particular numbering conventions. �
�
Percentage of Time Available to Field Office�
The average percentage of time, based on a 40-hour week, that a person spends in the given field office. A full-time staff member who spends all of his/her time in one field office would use a value of 100%. A full-time staff member who splits his/her time 40/60 between two field offices would use a value of 40% in one field office and a value of 60% in the other field office. A part-time staff member who averages 20 hours per week would use a value of 50%.�
�
Position ID�
The NRCS position codes defined in the National Reporting Codes Handbook. An initial list is provided with FOCS. Additional values may be added at the state and local levels.�
�
System Login ID�
The staff member’s UNIX login ID.�
�
Tasks�
Tasks refer to the business subprocesses that will be tracked for time accountability. Multiple subprocesses can be grouped by major business activity or business process. For example, Resource Inventory would be considered a business process. Some of its subprocesses would be HEL Determinations and Wetland Determinations.�
�



�
Software Requirements


The software requirements are broken down into six sections:


1.0 Task Tracking�
This section identifies the tasks that will be tracked and the data elements that are required to track each given task. Also included are the requirements for the time values needed to determine time spent on each task.�
�
2.0 Staff�
This section identifies the requirements relating to staff information.�
�
3.0 Agency List�
This section identifies the requirements for creating and maintaining the agency list.�
�
4.0 Job Series Number List�
This section identifies the requirements of both the federal and non-federal job series number lists.�
�
5.0 Position ID�
This section identifies the requirements of the position identification list.�
�
6.0 Conversion�
This section identifies the requirements related to the work that must be done at installation time to support conversion to the new staff table and to the new case file elements.�
�
Task Tracking


The tasks to be tracked are identified in Table 1 (at the end of this document). Each identified task is to be tracked as a single task except for the following:


Assistant Notes — each type of note is tracked as a separate task


Identified Constraints — each type of constraint is tracked as a separate task


Installed Practices — each practice code is tracked as a separate task


Information & Education (I & E) Assistance — each type of I & E Assistance is tracked as a separate task


For each task to be tracked there must exist (the source of this information is identified in Table 1):


a date to determine when the task was completed;


a funding source to indicate how the task was funded; and


a staff identifier to indicate who completed the task.


Average time values, i.e., a time value representing the average time it takes to complete a given task, must be provided for each task identified in Table 1, except as follows:


An average time is provided for each type of assistance note;


An average time is provided for each type of constraint;


An average time is provided for each practice; and


Actual time is available for I & E Assistance and will be used instead of an average time.


Average time values, except for state defined practices:


are defined on a regional basis;


are distributed with FOCS; and


cannot be modified.


Average time values for stated defined practices:


are defined at the state level; and


are distributed by states to the field offices.


Average time values are stored in minutes ranging from 1 to 9999.


Staff 


FOCS will provide the ability to:


identify active and inactive staff members


identify the current lead conservationist, i.e., the conservationist authorized to sign documents


uniquely identify a staff member


identify a staff member’s base information to include:


initials — required


first name — required


last name — required


system login ID — required when active


contact phone number


identify a staff member’s job information to include:


full time / part time status — required


percentage of time available to field office — required


agency of employment — required, from agency list


job series number — required when NRCS is the agency of employment


if federal employee, use the federal job series number list


if non-federal employee, use the non-federal job series number list


position ID — use position ID list


The user shall be able to:


add a new staff member


delete an existing staff member if that staff member has never been referenced in any existing case files


modify staff member information


view staff member information


change the active/inactive status of a staff member


designate the current conservationist


When a staff member is deleted or deactivated, all application access privileges shall be removed.


The FOCS Manager identity, login “focs,” must not be used to identify completed tasks, i.e., it should not be stored in case files.


Agency List


FOCS must provide the ability to identify the following information about agencies:


agency code — required


agency name (or description) — required


agency level — required


Valid agency levels are:


F — Federal


S — State


C — County


D — District


M — Municipal


V — Volunteer


N — Non-government


A national list of agencies will be delivered with FOCS.


The national list of agencies cannot be modified.


Additional agencies can be added at the state and local offices.


This single list of agencies will replace the three existing agency domains in codes and values: sponsoring agency, requesting agency, and agency association.


Job Series Number List


FOCS must provide the ability to identify the following information about federal job series numbers:


series number — required


series description — required


The federal job series number list shall be stored in codes and values.


A national list of federal job series numbers will be delivered with FOCS


The national list of federal job series numbers cannot be modified.


State and local offices cannot add to the list of federal job series numbers.


The federal job series number is a 4-digit field.


FOCS shall provide the ability to identify the following information about non-federal job series numbers:


series number — required


series description — required


The non-federal job series number list shall be stored in codes and values.


No non-federal job series numbers will be delivered with FOCS.


State and local offices may add to the non-federal job series number list.


The non-federal job series number is a 4-character field that allows both digits and alphabetic characters.


Position ID List


FOCS must provide ability to identify the following information about position IDs:


position ID — required


position description — required


The position ID list is stored in codes and values as domain “user_posn_id”.


A national list of position IDs will be delivered with FOCS.


The national list of position IDs cannot be modified.


State and local offices may add to the list of position IDs.


Position ID shall be a 3-character field allowing both alphabetic characters and digits.


Conversion


Staff Cleanup and Conversion at Installation Time


For each entry in the existing staff table, create a new staff entry.


If the existing login field is non-null, designate the staff member as active.


If the existing login field is null, designate the staff member as inactive.


Use the following as default job attributes:


Full/Part Time Status: Full Time


% Time Available To Office: 100 %


Agency: NRCS


Series Number: 0000


Position ID: 000, if currently null


Set the first existing “active” district conservationist, position ID = 98, as the designated conservationist.


For any staff member referenced in an existing case file for which there is no corresponding staff member record, create an “inactive” staff member record as follows:


Staff Initials: as found in the case file


First Name: “unknown”


Last Name: “unknown”


Login: null


Phone: null


Designated Conservationist: No


Full/Part Time Status: Full Time


% Time Available To Office: 100 %


Agency: NRCS


Series Number: 0000


Position ID: 000


Create an “inactive” default staff member record as follows (to be referenced by some case files for existing work; see requirements below):


Staff Initials: “999”


First Name: “default”


Last Name: “default”


Login: null


Phone: null


Designated Conservationist: No


Full/Part Time Status: Full Time


% Time Available To Office: 100 %


Agency: NRCS


Series Number: 0000


Position ID: 000


Case File Cleanup and Conversion at Installation Time


For tables where a new fund source attribute is added, populate existing records using CTA as the default fund source.


For existing contract records, set the contract-signed date to the smaller of contract start date or today’s date, only if the contract number is not null.


For existing soil inventory records, set the soil inventory date using one of the following, shown in order of priority:


to the system date of the planned system covering the land unit being inventoried;


to the system date of the benchmark system covering the land unit being inventoried; or


to a default date of 1/1/95.


For tables where a new staff attribute is added and the associated date field has been populated (either before or during installation), populate the staff ID using one of the following, shown in order of priority:


if there is an existing designated conservationist, use those initials;


otherwise, use the default initials.


For any existing references to the FOCS Manager, initials “000,” replace with the initials of the staff using one of the following, shown in order of priority:


if there is an existing designated conservationist, use those initials;


otherwise, use the default initials.


Reporting


Contract Signed Dates


Report any contract whose contract signed date was set during installation and falls within FY97.


Direct the user to review and modify as needed.


Run during installation.


Is Designated Conservationist Set?


Report if the designated conservationist has been set.


Direct the user to designate one if one has not been set.


Run during installation.


Available to be run periodically.


Invalid System Logins


Report if any of the system logins in the staff records are invalid.


Direct the user to correct any invalid logins by:


providing a valid login;


or, deactivating the staff member.


Run during installation.


Available to be run periodically.


“Unknown” Staff Members


Report all “unknown” staff members, i.e., if first or last name is “unknown.”


Direct the user to update the staff records for these “unknown” members.


Run during installation.


Available to be run periodically.


“Default” Staff Members


Report all references to “default” staff members, i.e., which case file records reference the default staff member.


Information only — no user action required.


Run during installation.


Available to be run periodically.


State Practice Time Values


Report all state (non-national) practices for which an average time value has not been provided.


Direct the user to provide time values using one of the following:


If time values were provided but distribution to the field office(s) has failed, redistribute to field office(s).


If time values have not yet been populated at the state office, then populate values and distribute to field offices.


Available to run periodically.


Pre-installation Staff Table


Report the contents of the pre-installation staff table, i.e., the one that existed prior to conversion.


Information only — no user action required.


Run during installation.














�
Table � SEQ Table \* ARABIC �1�. Tasks to be Tracked


This table defines the tasks to be tracked. The table identifies the attributes, by table and column name, in the FOCS database that will be used to track the given task. The convention is: table_name.column_name for existing attributes. New attributes are identified by specifying the table along with an indication of .new, e.g., table_name.new. Also defined are additional selection criteria required to identify the task.





Task Description�
Date�
Fund Source�
Staff�
Other Selection Criteria�
�
Assistance Notes By Type�
tech_asst.asst_dt�
tech_asst.fund_src_id�
tech_asst.asst_by�
To determine assistance note type:


tech_asst.asst_serv_tp�
�
HEL Determinations�
field_hel.hel_dtrmn_dt�
default to CTA, not stored in table�
field_hel.hel_dtrmn_by�
�
�
Wetland Determinations�
field_wet.wet_dtrmn_dt�
default to CTA, not stored in table�
field_wet.wet_dtrmn_by�
�
�
Wetland Certifications�
field_wet.wet_cert_dt�
default to CTA, not stored in table�
field_wet.wet_cert_by�
�
�
Requests for Alteration of Wetlands�
dter_rqst.det_req_dt�
dter_rqst.fund_src_id�
dter_rqst.new�
To constrain selection: 


dter_rqst.rqst_type = “A” (Alteration)�
�
Soil Map Units Inventoried�
soil_inv.new�
soil_inv.new�
soil_inv.new�
�
�
Identified Constraints By Type�
socio_inv.socio_feat_dt�
socio_inv.new�
socio_inv.socio_feat_by�
To determine constraint type:


socio_inv.socio_feat_tp�
�
Benchmark Systems & Effects Evaluated (a single time for the system and related effects)�
system.sys_dt�
system.plang_fund_src�
system.sys_by�
To constrain selection:


system.sys_phase = "B" (Benchmark)


	�
�
Alternative Systems & Effects Evaluated (a single time for the system and related effects)�
system.sys_dt�
system.plang_fund_src�
system.sys_by�
To constrain selection:


system.sys_phase = "A" (Alternative)


	�
�
Planned Systems & Effects Evaluated (a single time for the system and related effects)�
system.sys_dt�
system.plang_fund_src�
system.sys_by�
To constrain selection:


system.sys_phase = "P" (Planned)


	�
�
Compliance Status Reviews�
sr_tract.srt_rev_date�
default to CTA, not stored in table�
sr_tract.srt_reviewer�
�
�
Practice Units Installed — a separate time for each practice code�
pract_schd.instl_dt�
pract_schd.fund_src_id�
pract_schd.instl_cert_by�
To constrain selection:


pract_schd.pract_stat = “A” (Active)





To determine practice code:


sys_pract.pract_cd where syspract.sys_pract_id = pract_schd.sys_pract_id





To determine Number of Units Installed:


pract_schd.instl_num_units�
�
Contract Status Reviews�
contr_rvw.contr_rvw_dt�
contr_rvw.new�
contr_rvw.contr_rvw_by�
�
�
Contract Applications Received�
contr_app.app_rcvd_dt�
contr_app.fund_src_id�
contr_app.new�
�
�
Contract Applications Approved�
contr_app.app_aprvl_dt�
contr_app.fund_src_id�
contr_app.new�
�
�
Contract Applications Canceled�
contr_app.app_cncld_dt�
contr_app.fund_src_id�
contr_app.new�
�
�
Contracts Signed�
contract.new�
Use the funding source of the related contract application(s). If there is more than one application split equally among funding sources.�
contract.contr_by�
�
�
Contracts Completed�
contract.contr_cmplt_dt�
Use the funding source of the related contract application(s). If there is more than one application split equally among funding sources.�
contract.new�
�
�
Contracts Terminated�
contract.contr_cncl_dt�
Use the funding source of the related contract application(s). If there is more than one application split equally among funding sources.�
contract.new�
�
�
Distributions of Public Information�
distribution.distrib_date�
distribution.fund_src_id�
distribution.author�
�
�
Instances of Information and Education Assistance By Type (uses actual time)�
walkin.wkin_dt�
walkin.new�
walkin.wkin_by�
To determine type:


walkin.wkin_tp





To determine actual time: walkin.wkin_time_spent�
�
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