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Each year, the XXXXXX State Office (XSO) sends out an annual data call requesting the types, numbers, and locations for temporary seasonal positions for the upcoming fiscal years’ recruitment.  Coordination within the Districts on projected needs is completed and submitted back to the XSO.  The requests are submitted to the designated Department recruiters; e.g. DOI FIRES, Denver NOC, for advertisement.

After the recruitment announcements close, applications are rated, certificates are sent out.  As a reminder, fire certificates will go out automatically, but non-fire certificates will need to be requested.  Selecting officials will review the certificates and applications, and contact with applicants is made.  With the advisement of HR, selection officials may make tentative offers of employment and negotiate entrance-on-duty dates.  

SF-52s are initiated and forwarded to the authorized official for signature, then forwarded to the XSO.  The SF-52 action should include the position description number, grade, certificate number the person was selected from, name, social security number and date of birth.  Information is input on the Hiring Matrix.

After tentative selections are made, the certificates and applications are sent to the XSO to ensure that proper selections were made with reference to veterans’ preference.  Lastly, the SF-52 is processed at the XSO to bring the employees on board.
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For mass recruitment of temporary seasonal positions, the Bureau requires us to use the automated QuickHire system.  Applicants must first register with USAJobs and once they apply to an open vacancy, will be redirected into the QuickHire system.  

Instructions for Non-Fire and FIRE Applicants:
Click on the button "Apply to this Vacancy" at the bottom of the Vacancy Announcement posting and login to my USAJOBS.

If you haven't already registered with USAJOBS, the system will require you to create a user name and password, in order to complete a questionnaire and a resume.

If you have already registered with USAJOBS and forgotten your login information, select the "Did you forget your username and/or password" link from the right side menu.

Please provide the following information in order to consider your application for a vacancy:

1. COMPLETE THE ONLINE APPLICATION before the cutoff dates and/or closing dates of the vacancy announcements at the USAJOBS website. The cutoff dates are provided in "REQUIRED DOCUMENTS" section of this vacancy announcement.

2. COPIES OF SUPPLEMENTAL APPLICATION DOCUMENTS (DD-214, transcripts, etc.)  Please remember to fax all supporting documentation using the Auto-Requested Fax feature described in the REQUIRED DOCUMENTS section of the vacancy announcement. Copies of the applicable documents must be submitted for each vacancy that you apply for.

Applications (resume, application questions) for these vacancies MUST be received on-line via the USAJOBS website by 11:59 PM Eastern Time on the cut-off date and/or the closing date of the vacancy announcement. Supplemental application documents must also be uploaded or faxed by 11:59 PM Eastern Time on the cut-off date and/or the closing date of the vacancy announcement.

For Fire Applicants only:
To easily find temporary fire jobs in Idaho, you can go to the FIRES website at www.firejobs.doi.gov  and click on “Search for Jobs”.  This will allow you to click on “Search for Fire Jobs open by DOI Fires” OR you can go directly to the job search screen by going to:  http://jobsearch.usajobs.opm.gov/a9fires.asp.  Click on Idaho and click on Bureau of Land Management.
Local Announcement (statewide) – These local announcements are used on a case-by-case basis for recruitment of harder-to-fill positions where only few selections will be made.  These announcements are issued by the XXXXX State Office and distributed to all BLM XXXXX employees, Job Service Offices statewide, and to the Selecting Officials for their own local recruitment.  These announcements are also advertised through USAJobs and QuickHire but are managed through the State Office.

Informational fliers for the field season are always available during the field season recruitment period (November through January).  HR will make these available for distribution to field offices and any interested applicants.  

Contact List:

Non-Fire
Yosemite Sam, (111) 555-5551
Bugs Bunny, (111) 555-5552
Daffy Duck, (111) 555-5553

FIRE
FIRES Help desk at (888) 364-6432, or email fa_fires@nifc.blm.gov
Minnie Mouse, (111) 555-5554
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Non-Fire Seasonal Certificates

Temporary Seasonal Announcements
Standard Operating Procedure
FY10

The National Operation Center (NOC), Division of Human Resources Services, Branch of Employment & Compensation will publish vacancy announcements for temporary seasonal non-fire positions for the Bureau.

· Annually during the month of October, the NOC will query Serving Human Resources (HR) Offices regarding the projected hiring needs for the upcoming field season for non-fire positions. 
· The NOC will develop announcements for the positions and locations and forward to the HR contacts for review and comment.
· Announcements will be posted from December 1st thru August 31st each year. 

Staging Areas

· Staging areas consist of applicants who have applied to a specific vacancy up to a specified date (usually monthly).  Applicants carry over to each staging area until they are selected. Staging areas will be established by the NOC on the first work day of each month starting in January.

Requesting Certificates

· All certificates must be requested through the assigned HR Assistant responsible for your District/Field Office.  Include vacancy number, location and grades at which to pull the certificate.
· Certificates will be generated using the most current staging area.
· Determining applicant’s veteran’s preference, eligibility or qualifications is the responsibility of the servicing HR Office.

Selections

· All selections from your certificates must be cleared through the assigned HR Assistant responsible for your District/Field Office.  To clear a selection the supervisor must return the original signed certificate with the selection annotated at the correct grade.
· The assigned HR Assistant will then qualify the applicant at the grade and series reflected by the certificate.  Depending on the month and/or pay period this may take anywhere from 5-7 business days.  
·  Certificates must be completely exhausted before a new certificate can be requested.  This means that every individual must have been considered.  Exhausted certificates must be returned to your assigned HR Assistant completely annotated and signed before a new one can be released.  




Veterans

· The HR Assistant assigned to your District/Field Office will adjudicate ALL Veterans prior to issuing any certificates. 
· All Veterans, regardless of their answers to the questions, must be contacted and have either been offered and accepted or declined an offer of employment.  A reason for declination must be provided in writing to your assigned HR Assistant.  A declination e-mail from the applicant is preferred.
· Please contact your HR Assistant if you have a Veteran Passover request.  All requests to Passover a Veteran will be carefully reviewed.  Veterans Passovers will depend upon adequate justification for non-selection.  Veterans with CPS, CP and XP status must be reviewed and approved by the BLM Washington Office and the Office of Personnel Management.
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Temporary Seasonal Announcements
Standard Operating Procedure
FY10

The DOI FIRES Program Office (FPO) will publish vacancy announcements for temporary seasonal fire positions for participating offices in the BIA, BLM, FWS and the NPS.

· Annually during the months of September/October, the FPO will query Servicing Personnel Offices (SPO) regarding the projected hiring needs for the upcoming field season for fire positions. 
· The FPO will develop announcements for the positions and locations and forward to the HR contacts for review and comment.
· Announcements are generally posted from the first of December through the end of March each year with the possibility of early consideration dates.

Staging Areas

· Staging areas are set by the FPO and consist of applicants who have applied to a specific vacancy up to a specified date.  Applicants carry over to each staging area until they are selected. 

Certificates

· The FPO will automatically issue certificates within 5 business days after the closing of the announcement or early consideration cut-off date.
· If it is necessary to request a new certificate, your original certificates must be completely exhausted before a new certificate can be requested.  This means that there must be 2 or less qualified candidates available and all veterans have been cleared.  

Re-Announcements

· Supplemental announcement may be issued for identical positions and locations that have already been announced once one of the following criteria have been met:
· Original certificate has been returned and a minimum of 30 days has lapsed from the date or return or date of expiration, or;
· Original certificate has reached the maximum 120 days, or;
· Original certificate has 2 or less qualified candidates available.








Selections

· Selecting Officials:  
·  Annotate each selection and/or non-selection using the drop-down menu in the ‘disposition’ column on the certificate on the web.
· Select the ‘Submit to HR’ button at the bottom of the screen and complete all required fields.
· Send to the SPO at ‘minnie_mouse@blm.gov’
· SPO: 
· Review selections reported to ensure legal selections have been made and, if applicable, that proper justification has been provided.
· Ensure any veterans have been properly selected and/or cleared.
· Forward email along with any necessary changes to the FPO.
· FPO:
· Review & annotate disposition on certificates.
· Notify veterans of their disposition.
· Close certificate.

Veterans

· The FPO will adjudicate Veteran Preference prior to issuing any certificates.
· REMEMBER:  All veteran’s, regardless of their answers to the questions, must be contacted and have either been offered and accepted or declined an offer of employment.  The reason for declination must be provided in writing.  A declination email from the applicant is preferred.
· Please contact the SPO if you have a Veteran Passover request.  All requests to Passover a Veteran will be adjudicated by the FPO in coordination with the SPO.
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Vacancy Announcement Selections need to be approved by HR before a tentative offer is made.  The selecting official must send an email to their HR Contact, with the following information:  Selected Applicant, Cert Number, Position, Location, and Grade.  

Once qualifications have been verified, HR will send out an instruction email to the Selecting Official and the HR Liaison (See Figure 1.)  At this time the HR Liaison will send out the selection letter and hiring forms to the newly hired employee and the paperwork is to be returned to the Field Office.  A review is done and the completed forms are sent to the State Office.

New Hire Paperwork:
· A-23 Request for Official Mailing Address
· BLM 1400-105 Employee Certification (with copy of 43 CFR Part 20, Employee Responsibility and conduct)
· DI-1935 Applicant Background Survey (STEPs and 1039 Rehires only)
· Fast Start Direct Deposit form 2231 
· OF-306 Declaration for Federal Employment (Send a copy to HR EARLY, if section 16 is completed)
· SF-144 Previous Federal Service
· SF-181 Race and National Origin Identification
· SF-256 Self-Identification of Handicap
· W-4 Income Tax Withholding

Office specific/unique forms may include

· Notice Regarding Unemployment Insurance Benefits
· Physical verification (non-fire) - use when not taking a physical 
· Employee Notice of New Testing Requirement (For employees in testing-designated positions with a CDL)
· Previous Employer  Check (For employees in testing-designated positions with a CDL)  
· Special Conditions of Temporary Appointments
· Ethics and Conduct, Employee Certification

Mail these forms after you review for accuracy ASAP.  Hold the following forms for the first day.

Forms Required on the First Day (EOD):
· SF-61 Appointment Affidavit
· I-9 Employment Eligibility Verification (forward to SO when completed)
· OF-306 Declaration for Federal Employment (Original with both signatures)
· BLM 1400-111 Drug Testing and Security Program Form (Fire) w/ copy of Achieving a Drug-Free Workplace Employee’s Guide 

These four forms are required to be signed and completed on the first day and sent to the state Office within 5 business days.  An employee can not legally start without them.  To prevent any delay, review carefully before sending to HR.  If you have any questions regarding these forms, please give your HR Contact a call.

Example Email Figure 1

To:	Selecting Official and HR Liaison

(Selecting Official),

I have reviewed (Applicants Name)'s application for Announcement # NHRMC-2008-0012 Biology Tech/Aid (Fisheries) position and have determined that he/she does in fact qualify for the GS-05.

Please work with (HR Liaison) to establish effective dates, make the tentative offer, send a selection letter, and initiate the SF-52. Remember to inform them of any changes.

(HR Liaison),
(Applicants Name) has completed a Background Investigation.

OR

(Applicants Name) will need a Background Investigation (BI).  Please contact Donald Duck at (111) 555-5555, regarding any BI questions.
 
Please send the following information via email for the Background Investigation Information to the HR Assistants.  This information will be forwarded on to our Background Investigation team.
Applicant’s First, Middle Initial and Last name
Applicant’s telephone number (s)
Supervisor’s name and unit
Title of Position
Tentative EOD













FIELD OFFICE CHECKLIST FOR TEMPORARY NEW HIRES

Name:						       Effective date:				

FO     SO  
       	       	Initiate SF-52 #:				

	Information to include in SF-52 Notes:
	Certificate number hired from				
	Position Title	Grade		PD number		
	Qualifications verified _________Application material forwarded 	      Copy of certificate forwarded 	
	Organization:  					Duty Station: 					

New-hire Eligibility Checks:
       	       	Prepare P-67a (Drug Test Request Form) (if fire) – Fax or mail to SO	Cleared Drug Test:		  
       	       	Input pre-employment physical online (fire) (Send copy of clearance to SO for medical file)
       	       	SF-78 Certificate of Medical Examination (Non-Fire)
       	       	Letter and initial hire packet sent to selected person (include annotated checklist/addressed return envelope)
       	       	Enter pertinent employee information on Temporary Hiring Matrix – Keep up to Date!

New hire packets may/may not include the following:
       	       	A-23 Request for Official Mailing Address
       	       	BLM 1400-105 Employee Certification (with copy of 43 CFR Part 20, Employee Responsibility and conduct)
       	_NA	DI-1935 Applicant Background Survey
       	       	Fast Start Direct Deposit form 2231 
       	       	OF-306, Declaration for Federal Employment (HR will only need a COPY of the 17a Applicant signature)
 NA 	 NA	P-25 Notice Regarding Unemployment Insurance Benefits
       	       	P-28, Physical verification (non-fire) - use when not taking a physical 
       	       	P-45 Employee Notice of New Testing Requirement (For employees in testing-designated positions w/ CDL)
____	____	P-46 Previous Employer Check (For employees in testing-designated positions with a CDL)
       	       	P-50 Special Conditions of Temporary Appointments    
___	___	SF-144 Statement of Prior Creditable Service-Worksheet
       	       	SF-181 Race and National Origin Identification
       	       	SF-256 Self-Identification of Handicap
       	       	W-4 Income Tax Withholding

Complete On the First Day (Send to SO)
       	       	*SF-61 Appointment Affidavit 
       	       	*I-9 Employment Eligibility Verification 
       	       	*OF-306, Declaration for Federal Employment (ensure 2 signatures (line 17a Applicant) and (line 17b Appointee)
       	       	BLM 1400-111 Drug Testing and Security Program Form (Fire) w/ copy of Achieving a Drug-Free Workplace Employee’s Guide 

Orientation - Information to be provided / discussed with employee:
       	       	1400-71, Emergency Information Card (Kept at FO)
       	       	Employee Express (Brochure/Card)
       	       	Employee IDs, keys, credit cards (Master Card, telephone)
       	       	Employee maintains original of SF-50 for proof of employment in the future (will send to them through Spvr with copy of PD)
       	       	P-85, Ethics & Conduct, Employee Certification w/ “Ethics & Employee Guide Handbook- Send to Jeanne S.
       	       	How to deal with issues of concern (i.e., work ethics, conflicts, etc.)
       	       	Leave and Earnings Statement
       	       	NTE date (can be terminated prior to NTE date or can be extended)
       	       	On-the-Job Injury, CA-10
       	       	Parking (Hanger tag, designated spaces, visitor parking only)
       	       	Pay scale card 
       	       	Schedule 213.3112 (a) (4) or (5) employees, discuss rehire eligibility
       	       	Sick and annual leave, leave record card
       	       	Social Security tax to be withheld from salary
       	       	Work schedule options, Performance Plans (Supervisor needs to approve)
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Rehire Eligibility—to be eligible for rehire, the individual must have:

· Worked at least 60 calendar days in the previous year (season);
· Had at least satisfactory performance (or results achieved);
· Exhibited acceptable conduct; and
· Hired in the previous season by the Bureau under Schedule A authority 213.3112(a)(4) or 213.3112(a)(5).

If these conditions have been met, an individual has rehire eligibility at the grade they previously held and does not need to reapply to another recruitment notice.  However, reemployment is not guaranteed each year.  If the individual would like to be considered for a higher grade, they must apply and compete for the higher grade through a vacancy announcement.

Field offices will send re-hire letters out to eligible seasonal employees inquiring of their availability for employment for the following field season.  Included in the letter will be a deadline for return of rehire packets.  Packets will be returned to the Field Office.  They should be held until employment is confirmed.

Re-Hire Paperwork:

· A-23 Request for Official Mailing Address
· BLM 1400-105 Employee Certification (with copy of 43 CFR Part 20, Employee Responsibility and conduct)
· DI-1935 Applicant Background Survey (STEPs and 1039 Rehires only)
· Fast Start Direct Deposit form 2231 
· OF-306 Declaration for Federal Employment 
· SF 144 Previous Federal Service
· SF-181 Race and National Origin Identification
· SF-256 Self-Identification of Handicap
· W-4 Income Tax Withholding

Office specific/unique forms may include

· Notice Regarding Unemployment Insurance Benefits
· Physical verification (non-fire) - use when not taking a physical 
· Employee Notice of New Testing Requirement (For employees in testing-designated positions with a CDL)
· P-46 Previous Employer  Check (For employees in testing-designated positions with a CDL)  
· P-50 Special Conditions of Temporary Appointments



Mail these forms after you review for accuracy ASAP.  Hold the following forms for the first day:








Forms Required on the First Day 
· SF-61 Appointment Affidavit
· I-9 Employment Eligibility Verification (forward to SO when completed)
· OF-306 Declaration for Federal Employment (Original)
· BLM 1400-111 Drug Testing and Security Program Form (Fire) w/ copy of Achieving a Drug-Free Workplace Employee’s Guide 


These four forms are required to be signed and completed on the first day and sent to the state Office within 5 business days.  An employee can not legally start without them.  To prevent any delay, review carefully before sending to HR.  If you have any questions regarding these forms, please give your HR Contact a call.


FIELD OFFICE CHECKLIST FOR TEMPORARY RE-HIRE ELIGIBLES

Name:								       Effective date:				

FO     SO  
       	       	Initiate SF-52 #:				

 Rehire Eligibility Checks:
       	       	Was employee on the rolls a minimum of 60 days during previous employment period?  Y or N
       	       	Did the employee have more than 52 weeks break in service from previous employment period?  Y or N
       	       	Does the employee have a successful EPAP on file?  Y or N
       	       	Does the employee have adequate hours remaining in current service year?  Y or N

       	       	Prepare P-67a (Drug Test Request Form) (if fire) – Fax or mail to SO	Cleared Drug Test:		  
       	       	Input pre-employment physical online (fire) (Send copy of clearance to SO for medical file)
       	       	SF-78 Certificate of Medical Examination (Non-Fire)
___	       	Letter and re-hire packet sent to selected person (include annotated checklist)
       	       	Enter pertinent employee information on Temporary Hiring Matrix – Keep up to Date!

Re-hire packets may/may not include the following:
       	       	A-23 Request for Official Mailing Address
       	       	BLM 1400-105 Employee Certification (with copy of 43 CFR Part 20, Employee Responsibility and conduct)
            ___	DI-1935 Applicant Background Survey
       	       	Fast Start Direct Deposit form 2231 
___	___	OF-306, Declaration for Federal Employment (Send a copy to HR EARLY if section 16 is completed)
  NA 	 NA	P-25 Notice Regarding Unemployment Insurance Benefits
       	       	P-28, Physical verification (non-fire) - use when not taking a physical 
       	       	P-45 Employee Notice of New Testing Requirement (For employees in testing-designated positions w/ CDL)
___	___	P-46 Previous Employer Check (For employees in testing-designated positions with a CDL)
       	       	P-50 Special Conditions of Temporary Appointments
___	___	SF-144 Statement of Prior Creditable Service-Worksheet
       	       	SF-181 Race and National Origin Identification
       	       	SF-256 Self-Identification of Handicap
       	       	W-4 Income Tax Withholding

Complete On the First Day (Send to SO)
       	       	*SF-61 Appointment Affidavit 
       	       	*I-9 Employment Eligibility Verification 
       	       	*OF-306, Declaration for Federal Employment (ensure 2 signatures (line 17a Applicant) and (line 17b Appointee)
___	       	BLM 1400-111 Drug Testing and Security Program Form (Fire) w/ copy of Achieving a Drug-Free Workplace Employee’s Guide

Orientation - Information to be provided / discussed with employee:
       	       	1400-71, Emergency Information Card (Kept at FO)
       	       	Employee Express (Brochure/Card)
       	       	Employee IDs, keys, credit cards (Master Card, telephone)
       	       	Employee maintains original of SF-50 for proof of employment in the future (will send to them through Spvr with copy of PD)
       	       	P-85, Ethics & Conduct, Employee Certification w/ “Ethics & Employee Guide Handbook- Send to Jeanne S.
       	       	How to deal with issues of concern (i.e., work ethics, conflicts, etc.)
       	       	Leave and Earnings Statement
       	       	NTE date (can be terminated prior to NTE date or can be extended)
       	       	On-the-Job Injury, CA-10
       	       	Parking (Hanger tag, designated spaces, visitor parking only)
       	       	Pay scale card 
       	       	Schedule 213.3112 (a) (4) or (5) employees, discuss rehire eligibility
       	       	Sick and annual leave, leave record card
       	       	Social Security tax to be withheld from salary
       	       	Work schedule options, Performance Plans (Supervisor needs to approve)
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The Student Temporary Employment Program (STEP) is a program that employs students on a temporary, part-time basis during the school year and/or in the summer.  Students can work part time while in school and full time during summer months.  Students are given temporary appointments not to exceed 1 year or for any short period of time.  
Eligibility Requirements

· Appointee must be at least a part-time (using the school's definition of part-time) student at an accredited high school, technical or vocational school, 2 or 4 year college, university, graduate, or professional school. 
· Students must maintain a grade point average of 2.0 or above. 
· There is no financial need, no income criteria, or written test required. 
· If an employee ceases to be a student or otherwise fails to meet program requirements, (performance, conduct, etc.) separation will be processed without delay (in most cases, the end of the pay period or no later than the next pay period. 

To get a STEP employee started the following information is needed by HR:  
· An updated Resume 
· Transcripts (Official)
· Enrollment Verification for Student Employment (completed by the school.)  
· Request from Supervisor indicating the Position, Grade, Organization, and Location

All this paperwork should be sent to the HR Contact for program eligibility review.  Once eligibility is verified an effective date can be set.  An email will then be sent to the supervisor and the HR Liaison with instructions similar to a 1039 New Employee.  New STEPs will also receive a New Hire Packet (Fire or Non-fire).

STEPs can remain on the rolls as long as they meet requirements for the STEP program.  At the end of the season they are placed on Leave Without Pay (LWOP) if they are expected to return the next season.  

At the end of the season HR will run a report to determine the remaining STEPs and request verification documents to determine continued eligibility.  If eligibility is not met, the STEPs will be terminated.


Return to Duty

A STEP can always return to duty with no additional paperwork required as long as the STEP is still on the rolls (LWOP).  The Field Office will need to notify the HR Liaison to initiate an SF-52 to return the STEP to duty.  A periodic check of STEP eligibility will be done by the State Office.   Eligibility is verified with current transcripts (unofficial transcripts are accepted as long as we have official in record) and a new P-95, Enrollment Verification for Student Employment form.


Higher Grade/New Position

A STEP employee can always be considered for other positions at a higher grade at the supervisor’s request.  To consider a STEP employee for a higher grade we will need the following:

-An email from the Supervisor requesting the movement to another position (higher grade) Consideration
-An SF-52 (Conv to Temp Appt) Use notes to explain the request
-An updated resume
-Updated transcripts (Official)
- Enrollment Verification for Student Employment

Forward the above information to the HR Assistant assigned to your District.

Movement to position that is a higher grade is not automatic and is not considered unless requested by the supervisor.  
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Emergency Critical Hiring:

Under 5 CFR 213.3102(i)(2), an agency may make 30-day appointments in the excepted service to fill a critical hiring need.   An agency may extend these appointments for an additional 30 days. This authority may be used to fill Senior Level positions, as well as positions at lower grades.  This includes both short-term positions and continuing positions that an agency must fill on an interim basis pending completion of competitive examing, clearances, or other procedures required for longer appointment.  Career Transition Assistance Plan (CTAP), Reemployment Priority List (RPL), and Interagency CTAP (ICTAP) requirements under 5 CFR part 330 do not apply to these appointments.  The appointments may not be used to extend the service limit of any other appointing authority.  An agency may not employ the same individual under this authority for more than 60 days in any 12-month period.
Supervisor will:
· Email HR Specialist with request for 30-day emergency hire to include: 
· Justification for the emergency hire, 
· Position description to be used, 
· Name of intended candidate, 
· Copy of their resume, and 
· Proposed effective date.
HR Specialist will:
· Check justification for emergency hire against CFR 213.3102 (i) (2),
· Verify if the candidate qualifies for the position and grade requested,
· Verify if the candidate has the necessary security clearance, 
· Email requesting Supervisor confirming approval or disapproval,
· If approved, negotiate effective date, 
· Request SF-52 from Supervisor, and
· Gather appropriate documentation for the HR Assistant:
· Position Description individual is to be hired at,
· Resume,
· Official Transcripts (if required),
· Copy of Security clearance, and
· Effective date.
HR Assistant will:
· Send out appropriate hiring paperwork with return envelope, and
· Process personnel action in FPPS.
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Field Offices (FO) record and track their temporary seasonal employees on a Hiring Matrix.  The population of data entered into the Hiring Matrix begins when Rehire letters are mailed out and the determination is made which employees will be returning from the previous season.   When applicants have been selected from a Certificate, they are considered a Competitive (Comp) Hire and their information is entered on the Hiring Matrix.  If there are STEP employees being hired, their information is entered accordingly, as well.  At the end of the season, update the Hiring Matrix with the appropriate separation dates.  The following items are required on the Hiring Matrix in column format:
· Employee’s first & last name
· Status (Competitive Hire/ Rehire, etc. – see key for full descriptions)
· Duty location
· Grade they will be hired at
· Entrance on Duty (EOD) - This is Very Important!
· Position Description Number
· CDL requirement – Y or N
· Rehire’s Service Year Date (Populated by State Office)
· Physical Examination Clearance Date
· Separation Date (this will be populated at the end of the season)
· Resume (Date the resume was sent, if Comp Hire)
It is critical that the Hiring Matrix be continually monitored, updated, and reviewed for accuracy. The State Office refers to this document daily during the hiring season and we rely on the accuracy of the information when processing the employees SF-50.  The information on the Hiring Matrix is the final determinate on what data we use.  If the Matrix is incorrect, the employee will be brought on incorrect.  Idaho typically brings on an average of 300 temporary seasonal employees each year.  We cannot stress enough the importance of an accurate Hiring Matrix!
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	Last
	First
	Status
	Duty Loc & Job Function
	2009
	2010
	EOD
	PD#
	CDL
	Med Exam
	Rehire’s Svc Year Date
	Separation Date
	Fingerprint 
Cleared
	Resume
Sent

	Smith
	John
	Comp Hire
	Disney (MVO)
	GS-5
	GS-6
	05/01/10
	DOI006
	Y
	04/15/10
	XXXX
	TBD
	04/01/07
	03/01/10

	Jones
	Jill
	Rehire
	Universal (Engine)
	GS-3
	GS-3
	05/01/10
	DOI003
	N
	04/01/09
	
	TBD
	03/15/08
	02/01/10

	Bug
	Sue
	STEP-Up
	Pluto (Hot Shot)
	GS-2
	GS-3
	05/01/10
	DOI003
	N
	02/15/10
	XXXX
	TBD
	03/01/08
	



Key:  
Comp Hire – selected from a certificate
Rehire – rehire from previous year at same grade
STEP – student
STEP (Up) – returning STEP with an upgrade
New Hire - selected from a certificate
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The following is the methodology for completing the Drug Test Request Form, P-67a (see Figure 2) for testing designated positions (TDPs).
 
1.  Selection for testing of seasonal personnel will be based on the last digit of the applicant’s social security number.

2.  Every Monday, two numbers (from zero to nine) will be randomly picked by an official of the Drug Program Coordination Staff in the presence of a second official of that office.

3.  The numbers will be effective the week in which they are picked (Monday-Sunday).  The Bureau Drug Program Coordinator (Shelly Wood) will be notified of the numbers on Monday.

4.  Shelly will be responsible for notifying the field offices of the weekly numbers.

5.  Any seasonal applicant who does not have a CDL tentatively selected that week for appointment is set for a random drug test. (See Item 1 and Item 8) 
 
6.  Seasonal applicants not selected for testing may be hired immediately.  For documentation purposes a Drug Test Request Form, P-67a (see Figure 2), is still submitted to the State Office with an indication that the applicant is not selected to take the drug test.

7.  Seasonal applicants selected for testing cannot be hired until their test result is reported negative.  (Exception:  Applicants holding a CDL see Item 8.)  Applicants who test positive will not be selected for employment.  Departmental Manual (370 DM 792)

8.  Seasonal applicants who possess and will require use of a CDL in their position are all required to take a Department of Transportation Drug Test.  An employee may start before the result of the drug test is determined, but the employee will not be allowed to perform safety-sensitive functions until the test is completed.

9.  The field offices will notify the State Office HR Assistants of all seasonal applicants tentatively selected for employment by creating and maintaining their seasonal Matrix.  The field office will submit a copy of the P-67a for every employee in a TDP.  

10.  The HR State Office maintains all requests in order to provide an audit trail to ensure that all applicants required to be tested were in fact tested.  Every other Thursday before employees start, HR will send out an email of possible issues of employees set for Random or CDL testing.

If an applicant is not contacted after the request has been sent to the SO or the wrong information is provided on the request, the applicant may call Pembrooke at 1-877-284-2990.  This number should not be given out unless testing is certain and as a last resort.



Figure 2
Please PRINT Legibly				Test		 No Test		



BUREAU OF LAND MANAGEMENT
XXXX STATE OFFICE
DRUG TEST REQUEST FORM

Complete this section for ALL drug test requests.  Fax or mail completed form to the SPO as soon as possible.

Donor’s SSN:           000-0X-XXXX		Date:	    		         	            

Donor’s Name:   			     		   	Gender:  			

Donor’s Home #:	            	    				Work #:   			     
                                                                 
Donor’s Email:     										

Type of Test (Check one):	 		Applicant Test (AT)
		Random Test (RT)
				 		Follow up Test (FU)
				 		Accident or Unsafe Practice Test (AU)
				 		Reasonable Suspicion (RS)
				 		DOT/CDL

Collection City, State, and Zip Code:								 
                           
Requesting District:										

Requestor’s Name:	  					Phone: 				 	                      

Remarks:											

                   			 EOD:		   						


Submit Request To:
XXXX State Office - Human Resource Management
FAX Number (111) 555-5550
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BASIC PHYSICAL INFORMATION:
Non-Fire:
Any positions that perform fieldwork require SF-78s, Certificate of Medical Examination before the initial appointment.  Rehired employees require a physical every three years.  Sedentary or desk jobs do not require SF-78s.  Standard SF-78’s statements of duties are available on Q:\loc\admin\HR\Seasonal Hiring\Non-Fire Physical Templates.  All physicals are paid by the hiring office.  An applicant has the option to pay for their physical and be later reimbursed, or make arrangements with the district.   
Fire: 
Due to the lapse of a service contract for the Interagency Medical Standards Program (IMSP), the following will apply for firefighter medical examinations.  During the transition period of March 14, 2009 and until the contract for medical services has been re-established, the following interim process has been established as a condition of employment: 
 All temporary fire positions are required to complete the Health Screen Questionnaire (HSQ).  If any “yes” answer is indicated on the HSQ, a medical examination is required prior to the employee taking the Work Capacity Test (WCT).   Medical examinations will be performed utilizing the Certificate of Medical Examination Form, SF-78, and the supplemental form Physical Requirements for Firefighter and Smokejumper Positions.   Exam costs will be paid for by Fire and Aviation through the code LLFA401000 LF10000PP.HT0000 LXSS005R0000. 

Firefighters who are to receive a medical exam using the SF-78 process, provide the following documents:  
* SF-78 http://www.nifc.gov/medical_standards/NWCG_transition.htm;
* BLM Supplemental Form 1400-108, “Physical Requirements for Firefighters and Smokejumper Positions” http://www.nifc.gov/medical_standards/NWCG/1400-108.pdf
* BLM Cover Letter to Physicians http://www.nifc.gov/medical_standards/NWCG/BLM_CL_Physicians.doc
* Essential Functions and Work Conditions for Wildland Firefighters http://www.nifc.gov/medical_standards/NWCG/essential_functions_arduous_fftr.pdf
* A completed Health Screen Questionnaire (HSQ). http://www.nifc.gov/medical_standards/NWCG/OMB%200596_0164_HSQ.pdf

Firefighters who have “limiting conditions” noted on the SF-78 from their examining physician will not be eligible to participate in the work capacity test (WCT), and thus may not participate in wildland firefighting at the arduous level. Those firefighters will be required to participate in the IMSP when the new medical exam contract for services is available. 

When the new firefighter medical exam contract for services is available, the protocols of the Interagency Medical Standards Program will be resumed. 

For more information, please refer to the Interagency Medical Standards Program website (http://www.nifc.gov/medical_standards/NWCG_transition.htm).
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On The First Day
New employee orientation should occur on the employee’s first day of employment.  This can be done in a group or individually – whichever works best in your particular office.    
Items to be given to each employee
· Leave Record Card 
· Ethics Handbook
· CA-10, What a Federal Employee Should Do When Injured at Work
· Employee Express Brochure 
· Welcome to the BLM  - Local instructions/orientation provided at the District level
· Basic Work Week Schedule Request 
Key Items Needed for Employee to Start work
· OF 306 – Ensure employees sign and date the back of the form on the second line labeled “appointee.”
· Appointment Affidavit – Ensure all fields are filled out prior to employee taking the oath and signing the form.
· I-9 – Ensure employee has the appropriate documentation and that required fields are filled in correctly.
Key Items to be Discussed
· SF50s – Retain their SF50s for proof of employment in the future – PDs are normally attached.
· Leave & Earnings Statement (LES) – Employees must go to: www.employeexpress.gov to view/print their LES (no hardcopy mailings will be sent).  They will receive a PIN in the mail to access their account.   Instruct them to review their LES information closely (SSN/DOB/grade/name spelling, etc.)  Bring any errors to the attention of HR as soon as possible.  The sooner a mistake is corrected – the better for the employee. 
· Annual Leave - They will earn 4 hours of annual leave each pay period if they have less than 3 consecutive years of federal employment. This includes any military time reflected on their DD 214, unless they are retired.  If they have more than 3 years but less than 15 years, they will earn 6 hours each pay period.  If the employee has more than 15 years, they will earn 8 hours of annual leave each pay period.  
· Sick Leave - They will earn 4 hours of sick leave each pay period.  If they are full time but do not work a full 80 hours in a pay period, they will not accrue sick or annual leave for that pay period.  For part-time employees, sick and annual leave are prorated.
· Family Friendly Leave Policy – See brochure
· OWCP – Discuss CA-10 (see above)
· Taxes - Social Security, Federal and State taxes are withheld from salary.  Unless specified otherwise, Federal & State elections will be the same.
· Rehire Eligibility - Employees need to know that re-hire eligibility, for a 1039 appointment, is based on four requirements:  
· Achieving satisfactory on their performance appraisal, 
· 2) Working at least 60 calendar days, 
· 3) Staying within the 1039 hour time limit, and 
· 4)  Acceptable conduct.

· STEP Appointments-Can be informed of their eligibility to remain on the rolls as long as they:
· 1)Achieve a satisfactory performance appraisal, 
· 2)Maintain a 2.0 GPA or above
· 3) must be at least a part-time student(using the school's definition of part-time) 
· 1039 Appointment - They can be terminated prior to the NTE date on their appointment SF50 for reasons such as lack of work or funding.
· Employee Assistance Program (EAP) - Let the employee know how to deal with personal issues of concern such as work ethics and conduct and the availability of resources.
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Animation District – Bo Peep / Marvin Martian
Ranger Rick, Supervisory Range Technician (Fire)	(222) 222-2221		Fire Hiring
Smoky Bear, Management & Program Specialist		(222) 222-2222		Fire Hiring	
Sponge Bob, Administrative Assistant			(222) 222-2223		Non-fire Hiring

Avatar District – Tom Mouse / Jerry Cat
Elmer Fudd, Administrative Assistant			(333) 333-3331		Fire & Non-fire Hiring
Daisy Duck, Fire Management Specialist			(333) 333-3332		Fire Hiring

Magic District – Hughie Duck / Louie Duck
Nemo, Fire Program Assistant (OA)			(444) 444-4441		Fire Hiring
Dory, Support Services Manager 			(444) 444-4442		Non-fire Hiring


[image: C:\Program Files\Microsoft Office\MEDIA\CAGCAT10\j0335112.wmf]  ISO Human Resources Contacts
Bo Peep, HR Assistant					(111) 111-1110
Tom Mouse, Administrative Assistant			(111) 111-1111
Hughie Dick, HR Assistant				(111) 111-1112
Marvin Martian, HR Specialist				(111) 111-1113
Jerry Cat, HR Specialist					(111) 111-1114
Louie Duck, HR Specialist				(111) 111-1115




[image: C:\Program Files\Microsoft Office\MEDIA\CAGCAT10\j0199755.wmf]Office of Worker’s Compensation (OWCP) Coordinators

Animation District
Cinderella Ashe (non-fire)						(222) 222-0000
Mickey Mouse (fire)							(222) 222-0001

Avatar District
Red Ridinghood								(333) 333-0000

Magic District
Buzz Lightyear  								(444) 444-0000
Woody Andy (backup)							(444) 444-0001
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Fingerprints should be cleared within 10 business days but will be checked daily.
The entire fingerprint clearance process, in the best of times, during the off-season can take 20 business days from the date the Designated Hiring Personnel (DHP) sends the selection packet to the HR Assistant.  DHP’s must plan for 4-5 weeks before a start date can be confirmed.
Waivers:
· Waivers will only be granted for replacements because of no shows.  
· Waivers will not be granted for delays in the process caused by DHP or Applicants.  
· Any other delays will be reviewed on a case-by-case basis.


eQIP Statement of Procedure (SOP)

Temporary Hire Steps
· 1.  DHP makes selection with tentative Enter on Duty Date (EOD) and faxes/overnights HR Assistant the following information ASAP. - Do immediately after tentative selection is made (don’t wait to send a group of names at one time):
· Applicant’s First name, Middle Initial and last name
· Applicant’s telephone number(s)
· Supervisor’s name and unit
· Title of Position 
· Tentative EOD
· Resume (transcripts may be requested if needed for qualifications)
· 2.  HR Assistant - Complete by next business day during off-season, within 3 business days from April - June
· Verify qualifications 
· Approve selection
· Review/negotiate tentative EOD 
· Forwards DHP’s email with any comments/changes to Investigation Coordinator with a cc to Investigation Lead, Supervisor and HR Liaison requesting Background Investigation (BI) check.
· 3.  Investigation Coordinator - Complete by next business day during off-season, within 2 business days from April - June
· Checks to see if current BI is on record
· If yes:
· Email information to Investigation Lead with BI information
· Investigation Lead will verify and send email notification to:
· Supervisor, Unit Smart Card Team, HR Liaison, HR Assistants (3)
· HR Liaison will update their matrix with information from email
· If no:
· Investigation Coordinator will contact applicant via telephone only for initiation information:
· Email address
· Place of birth
· SSN
· DOB
· Full Name
· Investigation Coordinator will request a copy of applicants resume from HR Assistant
· Investigation Coordinator will verify in PIPS that the applicant does not have a current BI on file
· If yes, see “If yes” above
· If no, will proceed to next step
· Will use resume to check for breaks in service
· 4.  Investigation Coordinator will initiate BI in eQIP - Complete within 1 business days during off-season, within 3 business days from April - June
· Notify Cheryl it has been completed
· Log in database
· Create BI folder
· 5.  Investigation Lead will review initiation - Complete by next business days during off-season, within 2 business days from April - June
· Send email to applicant (return receipt)
· Update database
· 6.  Applicant - Complete by due date
· Will complete BI on eQIP
· Print, sign and mail hard copy documents to Investigation Coordinator
· Notify Investigation Lead and Coordinator by telephone or email that their BI is ready for review in eQIP
Note:  If Investigation Lead does not hear from applicant by due date he/she will contact the applicant via email/telephone to check the status.  Additional delays will result in a delayed EOD.
· 7.  **Investigation Coordinator  - Complete by next business day during off-season, within 2 business days from April - June
· Scan hard copy documents
· Notify Investigation Lead
· Update database
· Add to BI folder and give to Investigation Lead
· 8.  Investigation Lead - Complete by next business day during off-season, within 2 business days from April - June
· Reviews completed BI in eQIP
· Uploads hard copy documents
· If approved:
· Releases to WO/OPM
· Send email to applicant, cc: Supervisor, HR Liaison, HR Assistant and Investigation Coordinator
· Mail hard copy fingerprints to OPM with eQIP control number
· Update database
· If there are errors:
· Enters comments regarding corrections to be made in eQIP
· Rejects BI in eQIP
· Send email to applicant with reminder to print, sign and mail new certification documents with correct control number
· Update database
Note:  If Investigation Lead does not hear from applicant within 3 calendar days he/she will contact the applicant via email/telephone to check the status.  Additional delays will result in a delayed EOD.
· Repeat from **
· 9.  Investigation Coordinator will check daily for fingerprint clearance
· Send email once cleared to Supervisor, Unit Smart Card Team, HR Liaison, HR Assistants (3)
· Update DOIAccess
· Update database
· 10. Investigation Lead will do final adjudication (NACI) once hard copy is received by OPM
· Send email once cleared to Supervisor, Unit Smart Card Team, HR Liaison, HR Assistants (3)
· Update database
· Update FPPS
· Update DOIAccess
· File hard copy documents
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