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PERSONNEL LETTER (PL):  316-01	DATE:	March 5, 2012

SUBJECT:  Temporary Limited Appointments 

[bookmark: _Toc302049437]PURPOSE
This Personnel Letter provides guidance on temporary limited appointments.


Revisions
· Adds a business objective.
· Provides additional information about the recruitment process.
· Supersedes Personnel Letter 316-01 dated January 26, 2009.

[bookmark: _Toc302049438]BPA BUSINESS OBJECTIVE
The Bonneville Power Administration (BPA) relies on a highly skilled workforce to deliver its mission, business goals and objectives.  Term appointments allow the Agency to maintain a workforce to meet short-term staffing needs consistent with strategic initiatives.

[bookmark: _Toc302049439]POLICY SUMMARY
BPA employs individuals on temporary appointments for an initial specified period not to exceed one year.  Temporary time-limited appointments are appropriate to meet a current business need when there is no expectation for permanent employment.
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I. [bookmark: _Toc302049440]COVERAGE
	This policy covers all hourly jobs and annual positions (GS) in the competitive service.
II. [bookmark: _Toc302049441]DEFINITIONS
Temporary Limited Appointment:
A non-status appointment to a position in the competitive service for a period not to exceed one year which may be extended for up to one additional year (24 months in total).  Temporary limited appointments are not permanent in nature, but are necessary to meet fluctuations in workload or business need.
III. [bookmark: _Toc302049442]RESPONSIBILITIES
A. Chief Human Capital Officer, through his or her delegates:
1. Ensures hiring manager or supervisors make appointments in conjunction with applicable regulations.
2. Manages the competitive hiring process.
3. Grants extensions provided the duration of the temporary appointment does not exceed 24 months in total.
B. Manager or Supervisor:
1. Determines non-permanent situations warranting temporary limited appointments and compares with other methods of accomplishing work to determine which method is the most beneficial to BPA, taking cost and efficiency factors into account such as workforce, workload needs, business needs, recruitment, training, and benefits.
2. Establishes expected duration of the appointment as the minimum amount of time BPA will need or fund the position not to exceed one year.
3. Manages incumbent and monitors performance.
4. Submits written certification the employment need is truly temporary and the proposed appointment meets regulatory time limits.
IV. [bookmark: _Toc302049443]POLICY
A. Time Limit
1. A manager or supervisor may use a temporary appointment to fill a non-permanent job or position expected to last not more than one year.
2. The manager or supervisor may request extension based on need up to an aggregate of two years (24 months).
3. BPA may not fill a position by temporary appointment if BPA has previously filled that position by temporary appointment(s) for an aggregate of 2 years, or 24 months, within the preceding 3-year period.
4. Temporary appointments that have a seasonal work schedule may be exempt from time limits outlined in 1 through 3 above (see 5 CFR 316, Subpart D).
5. Office of Personnel Management (OPM) must authorize any exceptions beyond the 24-month total when necessitated by major reorganizations or other unusual circumstances.
B. Reasons.  Reasons for making a temporary limited appointment include, but are not limited to:
1. To fill a short-term position not expected to last longer than one year;
2. To meet an employment need expected to change due to reorganization, scheduled contracting out of the function, completion of a specific project, or reduction in funding; and
3. To maintain a position for a permanent employee on temporary assignment to another position or military service.
C. Recruitment
1. BPA may fill a temporary limited appointment using competitive hiring procedures (i.e., delegated examining) or noncompetitively with an individual eligible for non-competitive appointments such as an eligible veteran, a former temporary employee originally hired under competitive procedures, and others as specified in regulation.  See Human Capital Management (HCM) for additional information.
2. The HCM staff recruits for the temporary limited position in compliance with all regulations, as well as any applicable collective bargaining agreement provisions regarding internal advertisement of vacant position opportunities.
3. Filling a temporary appointment over 120 days in duration is subject to the employment restriction of BPA’s Career Transition Assistance Plan and Inter-Agency Career Transition Assistance Plan (see related policies).
V. [bookmark: _Toc302049444]CONDITIONS OF TEMPORARY LIMITED APPOINTMENTS
A. Benefits:  Employees on temporary appointments limited to one year or less are not eligible to enroll in health benefits. However, such employees become eligible if the appointment extends beyond one year without a break in service of more than five days.  An employee who has successive temporary appointments totaling more than one year without a break in service of more than five days will also meet the requirement for health benefits enrollment.  Eligible temporary employees are responsible for paying both the government and employee share.
B. Business Need:  A manager or supervisor may terminate an employee prior to the appointment expiration if there is no longer funding or a need for the position.  The manager or supervisor should notify the employee in writing two weeks in advance. The manager or supervisor may shorten the notice period for sound business reasons, but the supervisor or manager must notify the employee in writing on or before the effective date.
C. Leave:  Temporary limited appointment employees earn sick leave and annual leave on the same terms as regular employees.
D. Performance:  A manager or supervisor should contact a member of the Employee Relations staff for assistance in addressing any performance issues. Temporary limited appointment employees are not covered by BPA’s Performance Appraisal Policies (PL 430-01 and PL 430-02).
E. Reduction In Force (RIF):  Employees under temporary limited appointments in the competitive service serve at the will of BPA and can be terminated without regard to the RIF regulations.
F. Status:  A temporary limited appointment does not confer competitive status and temporary limited employees are not eligible for transfer to other agencies or reinstatement, or any other status appointment based on employment as a temporary employee.
G. Termination – Appointment Expiration:  An employee may not work beyond the expiration date of the temporary limited appointment, and employment automatically terminates on that date. 
H. Within Range Increases (WRI):  Temporary limited appointment employees are not eligible for WRI.
I. Work Schedule:  Temporary limited appointment employees may work on a full-time, part-time, or intermittent basis.
VI. [bookmark: _Toc302049445]REFERENCES
· 5 CFR 316, Temporary and Term Employment
· 5 CFR 330, Subpart F, 330.601
· PL 330-01, Career Transition Assistance Program
· 5 U.S.C. 4303 and 5 U.S.C. 7511


/s/ Roy B. Fox

Roy B. Fox
Chief Human Capital Officer


Attachments (1) – Appendix

[bookmark: _Toc302049446]
APPENDIX


Job Aid:  Temporary Limited Appointment and Term Appointment Chart

	
	Temporary Limited Appointment
PL 316-01
	Term Appointment 
PL 316-02

	Time Frame
Extensions
	· One year or less
· One extension; maximum of two years
	· More than one year but less than four
· OPM must approve any extensions beyond four years

	Purpose
	· Fill a short-term work need 
· Meet an employment need if the need is expected to end in 1-2 years due to reorganization, abolishment, or the completion of a specific project or peak workload
· Temporarily backfill a position normally held by a non-temporary employee who is on another temporary assignment or on leave
	· Project work
· Extraordinary workload
· Scheduled abolishment of a position
· Reorganization
· Uncertainty of future funding
· Contracting out the function expected
· Temporarily backfill a position normally held by a non-temporary employee who is on another temporary assignment or on leave

	Status
	· No probationary period
· Not eligible for within-grade increase
· Not eligible for promotion, reassignment, or transfer
· Does not confer competitive status
	· First year is considered trial period
· Eligible for within-grade increase
· Eligible for promotion or reassignment to another position authorized to be filled by term appointment
· Protection against adverse action under 5 U.S.C. 4303 and 5 U.S.C. 7511 except during the trial period and upon expiration of the appointment

	Selection
	· Open competitive process
· Noncompetitive to reinstatement eligibles, disabled veterans, etc.
	· Open competitive process
· Noncompetitive to reinstatement eligibles, disabled veterans, etc.

	Benefits
	· Leave (sick, annual)
· FEHB after one year, but employee pays full cost
· No FERS/FGLI
	· Term employees are eligible to earn leave and generally have the same benefits as regular federal employees, including health and life insurance, within-grade increases, and Federal Employees Retirement System (FERS) and Thrift Savings Plan coverage, subject to eligibility and vesting requirements

	Notes
	A temporary limited or term limited appointment is of specified, limited duration and cannot convert to a regular position.  If the manager or supervisor determines there is a need for a regular position, the manager or supervisor must go through the regular posting and recruitment process.  Any current temporary or term limited employees may then apply for the vacancy through the normal competitive process.



See http://www.usajobs.gov/ei/temporaryappointments.asp for additional information.
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