PS 3308. 10 STUDENT TEMPORARY EMPLOYMENT PROGRAM ( CENTRAL OFFI CE
ONLY)



U. S. Departnent of Justice
Federal Bureau of Prisons

OPl: HRM
P r O g ram NUMBER ~ 3308. 10
DATE: 9/ 24/ 2001
SUBJECT: Student Tenporary
Enpl oynment Program

Statement (Central Cffice Only)

1. PURPCSE AND SCOPE. To provide students with exposure to
public service and enhance their educational experiences, through
tenporary enploynent at the Central Ofice while they continue

t heir educati on.

2. SUMVARY CF CHANGES. The follow ng changes were nade to this
Program St at enent :

# The criteria for pronotions have been increased to include
the G55 | evel.
# References to the Central Ofice Personnel Ofice (COPO

have been changed to the Central O fice Human Resource
O fice (COHRO).

3. PROGRAM OBJECTIVE. The expected result of this programis:

Fl exi bl e enpl oynent opportunities wll be provided to qualified
students pursuing high school, technical, or college degrees.

4. DI RECTI VES AFFECTED

a. Drective Rescinded
PS 3308. 09 Student Tenporary Enpl oynment (10/24/97)

b. Directives Referenced
PS 3000. 02 Human Resour ce Managenent Manual (11/1/93)
5 U S.C, Chapter 41
5 CFR Parts 213, 338, and 410
Fai r Labor Standards Act

O fice of Personnel Managenent Operating Manua
Qualification Standards
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5. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards
for Adult Correctional Institutions: None

b. Anerican Correctional Association 3rd Edition Standards
for Adult Local Detention Facilities: None

c. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO1C-07, 2-CO 1C 08,
2-CO-1C- 13, 2-CO-1C- 18, 2-CO-1C- 20, 2-CO-1C 21, and 2-CO- 1D-09

6. PROGRAM ELI G BILITY

a. Students enployed in the Student Tenporary Enpl oynent
Program ( STEP) nust:

(1) Be US. citizens or lawfully admtted to the U S. as a
per manent resident or otherw se authorized to be
enpl oyed,

(2) Be at least 16 years of age,

(3) Conformwth Federal, State, or local |aws and
standards governing the enploynment of a m nor,

(4) Be enrolled or accepted for enrollnment as a degree
(diploma, certificate, etc.) seeking student and be
taking at least a half-tinme (half-tinme as defined by
the school which the student is enrolled) course |oad,
and

(5 Mintain at least a "C' average in school.

b. H gh school students nust provide witten confirmation from
their counselors that participation in STEP wll not interfere
with their normal graduation. College students pursuing an
Associate’s or Bachelor's Degree nust be enrolled as full-tine
students or at least be carrying a half-tinme course | oad.

c. Students who need to conplete less than a half-tinme
academ c course |l oad imediately prior to graduation are stil
consi dered students for this Program Statenment’s purposes.

The period i mrediately prior to graduation is the only tinme
that students are allowed to conplete | ess than the required
anount of hours.
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7. RESPONSI BI LI TI ES

a. Central Ofice Human Resource Manager. The Central Ofice
Human Resource Manager is to designate the STEP Coordi nator, who
is to be responsible for nonitoring this program |If that
i ndi vidual is not a Human Resource Specialist, the responsibility
must be assigned, in witing, as a collateral duty.

b. Student Tenporary Enpl oynent Program Coordi nator. The STEP
Coordi nator is responsible for coordinating the program anong
Central Ofice supervisors, the Central Ofice Human Resource
Ofice (COHRO, the Enpl oyee Devel opnment O fice, students, and
| ocal schools. These functions include:

Est abl i shi ng and mai ntai ni ng program standards and

pr ocedur es;

Determ ni ng position allocation and pl acenent of
student s;

Visiting schools to conduct program business;

Locating qualified candidates for the program
Conducting pre-interviews and arranging job interviews
for students;

Coordi nating training opportunities for students;

Moni toring progress of students through contact

wi th work supervisors and school officials;

1 Coordinating intra-office transfers of students with
supervi sors and personnel;

Coordi nating student training wth supervisors,

Enpl oyee Devel opnent, Education, and Human Resour ces;
and

Coordi nating renedial training prograns to ensure there
are volunteer tutors avail abl e.

8. STUDENT TEMPORARY EMPLOYMENT PROGRAM ( STEP)

a. Personnel Ceilings. Positions under STEP count agai nst
regul ar personnel ceilings. Assistant Directors or their
aut hori zed representatives nust request student positions from
the Assistant Director, Human Resource Managenent Divi sion.

b. Pre-Enpl oynent Screening

1 A pre-enploynent interview nust be given to all STEP
appl i cants.
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Al'l applicants are to have a panel interview consisting
of no less than two people. After a successful panel
interview, the supervisor is to notify the STEP

Coordi nator of his or her intention to hire the

st udent .

When al |l vouchering has been conpleted, a urinalysis
test for detecting illegal drugs nust be given to al
STEP applicants after a conditional offer of enploynent
is extended. A request is to be nmade to obtain an

O fice of Personnel Managenent (OPM investigation
nunber in order to initiate a background investigation.
An OPM investigation nunber is required before any
student is given a start date.

Refer to the Human Resource Managenent Manual for further
i nformation.

c. Appointnent. Students are appointed in the excepted
servi ce under Schedule B 213.3202(a). Students are appointed to
a position not to exceed one year. Appointnent under this
authority nmay be extended in one year increnents, provided the

original enploynent’s conditions are still net and the supervisor
concurs. Initial appointnents of students may be made at any
tine.

Students are not eligible for non-conpetitive conversion to a
career or career-conditional appointnent under this authority.

d. Qualifications. Operating Manual Qualification Standards
are to be used as guides for establishing student positions and
grade levels. While tests are not given ordinarily, students
applying for positions that have the title of typist nust
conplete a self-certification. Students may be required to take
a typing test admnistered by the O fice of Personnel Mnagenent
or at the school the student attends if the supervisor or Human
Resour ce Managenent O fice requests.

The final evaluation of a student's qualifications nust be
based upon the student's:

formal training,
educati on,

past work history, and
ability to do the job
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e. Cassification. COHROis to classify a student position at
a grade | evel based on the occupational series for which he or
she is hired. Gade level is to be set according to the criteria
in the appropriate GS or WG cl assification standard.

Under the STEP enpl oyees are eligible for enpl oynent in grades
GS-01 through GS-05, or at equivalent |evels under the Federal
Wage System

f. Starting Wrk. Students are to begin work at the begi nning
of a pay period. Supervisors are to ensure the position
descriptions and Request for Personnel Action forns (SF-52) are
forwarded to the STEP Coordi nator at |east two weeks before the
student is to begin work.

g. Conversion to Student Career Experience Program Students
may be converted nonconpetitively to the Student Career
Experi ence Program whenever they neet that program s requirenents
and the Bureau has an appropriate position avail abl e.

Work experience related to the student’s academ ¢ program and
career goals, gained while under the Student Tenporary Enpl oynent
Program nay be credited towards the 640 hours work experience
necessary for non-conpetitive conversion to a career conditional
or career appointnent.

9. HOURS, BENEFI TS, AND WORKI NG CONDI Tl ONS

a. Hours. A student's work schedule may be full-tine or part-
time, as long as the student's work schedul e does not interfere
with his or her academ c studies. Supervisors are encouraged to
work with students to arrange work schedul es and hours which
satisfy the supervisor and the student.

b. Overtinme. Odinarily, overtinme is not authorized. When
students are working full-tinme schedul es, overtinme may be
schedul ed only to neet energency conditions.

c. Holidays. Student enployees are entitled to holiday pay if
the holiday occurs within their regular tour of duty. They are
paid for the nunber of hours that they would normally have worked
t hat day.

d. Sick and Annual Leave. Sick and annual |eave benefits are
aut horized for students on a pro-rated basis (students in the
four-hour category accrue one hour of sick and annual |eave for
every 20 hours worked). Supervisors may not advance sick or
annual |eave to students.
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e. Benefits. Students in the STEP program are not eligible
to enroll in the (FEG.I) Federal Enployees’ Goup Life Insurance

and the (FEHB) Federal Enployees’ Health Benefits prograns.

f. Pronotions. Once a student has been hired, the foll ow ng
criteria, and those outlined in the OPM Qperati ng Manual
Qualification Standards, are to be used as gui des when pronoting

student s:

I Grade One. Individuals nust be enrolled as degree
seeki ng students, carrying at least a half-tine
academ c/vocational /or technical course load in an
accredi ted high school or technical school.

I Grade Two. Individuals nmust have graduated successfully
from high school. A supervisory recomendation is required.
I Gade Three. Individuals nust have conpl et ed

successfully one year of academ c training above hi gh school
study (30 senester hours or 45 quarter hours). A
supervi sory recommendation i s required.

I Gade Four. [Individuals nust have conpl eted
successfully two years of academ c training above high
school or hold an Associate’ s Degree (60 senester hours or
90 quarters hours). A supervisory recommendation is

required.

I Gade Five. Individuals nust have conpl eted
successfully four years of academ c training above high
school leading to a Bachelor’s Degree or hold a Bachelor’s
Degree (120 senester hours or 180 quarters hours). A
supervi sory recommendation i s required.

Students in the STEP programare in a Time Limted Appoi nt nent
and are not entitled to step increases. Normally, students are
expected to remain in a job assignnent for a m ni num of six
nmont hs bef ore bei ng considered for a job change, unless
transferred by managenent.

Supervi sors may request pronotions based on skills and
performance as outlined above. Supervisors nmust request
verification of student's academ c record and class standing from
t he STEP Coordi nator prior to submtting a formal reconmendati on

for pronotion.
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g. Restrictions. Students under 18 years of age are subject
to the sanme restrictions on hazardous occupations as those
determ ned by the Secretary of Labor under the authority of the
Fai r Labor Standards Act.

h. Travel. Wth the appropriate Assistant Director's
approval, students 18 years or older are permtted to travel in
connection with their official duties, provided school is not in
session. Students under the age of 18 in STEP are not permtted
to visit Federal prisons.

i. Retirenment. Students are not eligible for coverage under
t he Federal Enployees Retirenent System

10. SUPERVI SOR S RESPONSI BI LI TIES. Supervisors are essential to
this program s success because this usually represents the
student's first neaningful job experience. Supervisors nust
devel op on-the-job training standards and good work habits in
their STEP enpl oyees.

1 Position Description. Supervisors are required to
provide a position description for each STEP position.
Each vacancy requires a Request for Personnel Action
(SF-52) requesting the position be filled and a copy of
a current position description for the position to be
filled. If filling behind a resignation or
term nation, appropriate docunentation nust be included
with the SF-52.

Performance Logs and Eval uations. Supervisors are
required to maintain performance | ogs for STEP

enpl oyees. Students are to receive, at a m ni nrum
quarterly entries for each elenent in the performance
| og. Probationary students nust receive three-nonth
si x-nont h, nine-nonth, and final eval uations.

The final evaluation is to be the rating of record and
must be sent to the Human Resource Managenment O fice to
be processed and placed in the student's performance
file.

When the next rating period begins, the student is to acknow edge
the new set of standards. The new rating period, after a
successful probationary period, will end on March 31 as it does
for all GS non-probationary enpl oyees.
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11. STUDENT' S RESPONSI BI LI TIES. Each student is required to be
in good academic (nmaintaining at least a "C' average) standings
with his or her school. STEP Coordinators may grant a wai ver
fromthis requirenent to handi capped students on a case-by-case
basis. Prospective student enployees nust bring a copy of their
current grades when reporting for the initial job interview

1 Students are responsible for notifying their
supervi sors and the STEP Coordi nat or when they graduate
from hi gh school or conplete one or nore years of
coll ege. Students nmust notify their supervisors and
t he STEP Coordi nator of any changes in school status.

Receiving less than a “C’ average grade, suspensions,
or non-attendance at school are grounds for
term nation.

Hi gh school students must turn in grades to the STEP
Coordi nator no | ater than Decenber 31, February 28,
May 31, and July 31 of each year. College students
must turn in grades to the STEP Coordi nator no |ater
t han January 31 and June 30 each year.

Each student enployee nust sign a limted Privacy Act
statenent authorizing Bureau representatives access to
his or her academ c records.

When a student wants to resign fromthe program he or
she shoul d informthe STEP Coordi nator and al so furnish
an SF-52 to COHRO two weeks before the final
resignation date. At that time the student will be
given a C earance Sheet to process out and an Exit
Interview wi |l be schedul ed.

On the resignation date, students are required to turn
in their identification cards.

12. TRAINING  Supervisors nust provide students with on-the-job
training. Students are eligible to attend governnent-sponsored
trai ni ng courses.

Agencies may use their training authority in 5 U S C Chapter 41
and 5 CFR part 410 to pay all or part of a student's training
expenses.

Both the STEP Coordi nator and the supervisor are to determ ne the
need for formal or remedial training. Supervisors should
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determ ne which courses, if any, would assist the student in
devel opi ng better skills needed for the work pl ace.

D agnostic and self-study prograns are to be available for those
students whose reading, mathematics, and witing skills hinder
their effectiveness on the job. Supervisors are authorized and
encouraged to allow students to participate in these prograns
during duty hours.

However, if for any reason, official tine is not available for
this training, students should be prepared to participate on
their own tine.

These prograns are nmade avail abl e through the | ocal Enpl oyee
Devel opnent O fice. Nomnations to participate in any program
are to be approved by the student's supervisor.

Student invol venent in the remedi al programrequires prior
consultation wth the student's school counsel or.

13. TERM NATI ON FROM THE PROGRAM

1 Once the requirenents for obtaining a high schoo
di pl oma, trade school certificate, GED certificates, or
Associ at e/ Bachel or’ s Degree have been net, the student
is no longer eligible to participate in the program
If enrolled or accepted for enrollnment in an additional
educati onal program he or she may be given a new
appoi nt nent .

Graduat es bel ow t he Bachel or’s Degree | evel nmay serve
out the unexpired portion of their appointnment if they
intend to continue their education the next senmester or
quarter.

Students who fail to be in good academ c standi ngs
(maintaining at least a "C' average) with their school
for two consecutive senesters may be term nated from
t he STEP.

Students who di scontinue their education nust be
termnated fromthe programno |later than the | ast day
of the pay period in which the student |eaves school.

A student may be discharged fromthe programfor
performance or conduct rel ated reasons.
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A student experiencing performance or conduct rel ated
difficulties nust be notified as soon as possible and normal |y

gi ven an opportunity to inprove prior to a term nation deci sion.
Supervisors are to have adequate docunentation on file supporting
a performance or conduct-related term nation.

Students being term nated nust process out through COHRO during
the | ast week of enpl oynent.

/sl
Kat hl een Hawk Sawyer
Director



