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BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES

Portland, Oregon

PERSONNEL LETTER 213-2                                                DATE:  January 13, 1999

SUBJECT:

Student Temporary Employment Program (STEP)

I. PURPOSE OF ISSUANCE:  This personnel letter establishes BPA policy and procedures regarding the Student Temporary Employment Program (STEP) a component of the Student Educational Employment Program including eligibility, selection, benefits, work schedules, promotion, conversion to Student Career Experience Program (SCEP) appointments, terminations, etc.

II. PURPOSE OF REVISION:  This personnel letter combines and/or supersedes the following previous publications:  BPAM Chapter 308A, Cooperative Education Program; Personnel Letter 308-1, Terminating the Employment of Cooperative Education Program and Federal Junior Fellowship Program Appointees; Personnel Letter 308-2, Procedures for Implementing the Financial Assistance Component of the BPA Cooperative Education Program; Personnel Letter 308-3, Procedures for Implementing the Financial Assistance Component of the BPA Federal Junior Fellowship Program.  

III.

REFERENCES:


A.
5 CFR 213, Subpart C, Excepted Schedules

B.
5 CFR Parts 338, 432, 752, 310 (Subpart A), 351.502, 410, 831.201, 842.105, 870, 890

C.
Personnel Letter 316-1, Temporary Limited Appointments

D.
Personnel Letter 530-1, Multiple Rate Pay Scale for Hourly Students

E.
Office of Personnel Management Operating Manual for Qualification 

F.
Standards for General Schedule Positions

IV. POLICY:  The Bonneville Power Administration is committed to the use of student employment programs to meet business challenges, achieve diversity goals, and support educational goals of the community and the Nation.  Use of the Student Temporary Employment Program provides both BPA and students with the maximum in flexibility to introduce students to the BPA environment, solve short-term staffing issues, and provide support to educational programs.  The STEP program is open to all students (high school, vocational/technical, business, college or graduate). The provisions of this policy apply only to eligible students appointed in the Student Temporary Employment Program.

V. DEFINITIONS:


A.
Academic Year:  The academic year is defined by the student’s academic institution, but typically an academic year constitutes 45 term hours or 30 semester hours.  

B.
Alternating Period of Study and Work:  Alternating academic terms of classroom study and periods of supervised employment.


C.
Parallel Periods of Study/Work:  Concurrent periods of classroom study and supervised employment carrying at least a half-time academic course load.


D.
Student:  An individual enrolled or accepted for enrollment as a degree-seeking student taking at least a half-time academic course load, as defined by the qualifying institution, in an accredited high school, technical or vocational school, 2-year or 4-year college or university, graduate or professional school.  Half-time is the definition provided by the academic institution in which the student is enrolled.

VI.
RESPONSIBILITIES:


A.
Managers and Supervisors identify potential staffing needs that can be met by STEP participants; advise their Human Resources Specialist of their desire to employ STEP students; and budget for, select, and make decisions regarding the conversion or termination of STEP students, as appropriate. In addition, managers and supervisors are responsible for reviewing this issuance, assigning appropriate work, providing appropriate coaching and development, and monitoring and evaluating performance and conduct of STEP participants. 


B.
Student Education Employment Program Coordinator (SEEP Coordinator),  Personnel Services, effects and administers Work/Study Agreements, recruits and counsels students, and maintains a program file on each STEP student; advises all students of their employee benefits (where eligible), and the performance and conduct standards procedures that pertain to them; and keeps BPA management apprised of the number of SEEP students, their academic fields of study, the occupations in which they are training, the organizations in which they are working, and the progress they are making with BPA.


C.
Students are responsible for reviewing and abiding by the provisions of this issuance.

VII.
STUDENT TEMPORARY EMPLOYMENT PROGRAM PROVISIONS:


A.
Work Schedules (i.e., full, part-time and alternating):  STEP is a year-round program, and appointments may be made at any time during the year, including summer.  Students may work full-time or part-time schedules (see minimum course load requirement, below).  They may work alternating academic terms of classroom study and periods of supervised employment, or parallel periods of classroom study and supervised employment carrying at least a half-time academic course load.  There are no limitations on the number of hours a student can work per week (i.e., other than general limitations covered in Hours of Duty policy and regulations in 5 CFR 610 and 630, and BPA Personnel Letter 610-5 and 630-1).  However, the student’s work schedule should not interfere with the student’s academic schedule.


B.
Status While in Non-Work Status:  Students are in a work status while performing their work experience and placed in LWOP when not in a work status.


C.
Service Computation Date (SCD):  If LWOP time exceeds 6 months in a calendar year, their SCD must be adjusted.  Service credit is granted for up to 6 months LWOP per calendar year. 


D.
Career Tenure:  Work experience does not count towards career tenure if converted into a SCEP appointment.


E.
Other Requirements:



1.
Appointments:  Appointments are not to exceed 1 year but may be extended in 1-year increments until the student graduates. 



2.
Age:  Appointed students must be at least 16 years of age.  In addition, all other applicable requirements of individual States regarding age requirements must be met.



3.
Citizenship:  Agencies may appoint non-citizens to the STEP provided that the student is lawfully admitted to the United States as a permanent resident or otherwise authorized to be employed.



4.
Classification:  Classification of students appointed under this program is based on the occupational series for which they are hired.  Grade level for annual employees is to be set according to the criteria in the appropriate classification standard.

5. Education Program Requirements:  Students may be appointed if they are  enrolled in one of the following accredited educational programs:




·
High School Diploma or General Equivalency Diploma (GED);




·
Vocational/Technical Certificate;




·
Associate/Baccalaureate/Graduate/Professional Degree; or




·
Participants in the Harry S. Truman Foundation Scholarship Program (PL-93-842) 

AND ARE:




·
Enrolled in an accredited educational institution; 




·
In good academic standing (i.e., 2.5 grade point average);




·
Qualified under the appropriate qualification standards, and meet suitability and fitness requirements for the position; and




·
Considered (at a minimum) a part-time student (as defined by the participating educational institution).



6.
Employment of Relatives:  A student who is a relative of a BPA employee may be employed by Bonneville, provided there is no direct reporting relationship and the relative is not in a position to influence or control the student’s appointment, employment, promotion, or advancement in accordance with 5 CFR Part 310.



7.
Minimum Hours of Work Requirement:  Student employees under STEP are not required to complete a minimum hours of work requirement.


8.
Probationary Period:  Work experience while in a STEP appointment does not count towards the initial 1-year probation period if later converted to a SCEP or other career-conditional appointment.


9.
Program of Study:  Work need NOT be related to the student’s academic program of study.

10. Promotions:  Students are eligible for promotions if they meet the qualification standards.  Promotions are documented as a conversion to another excepted appointment, citing the same authority used for the original appointment and maintaining the original NTE date.

                        Time-in-grade restrictions do not apply to STEP students while in the

                        excepted service.



11.
Qualifications:  Students are evaluated by OPM qualification requirements for the position to which appointed.


12.
Reduction in Force:  STEP participants are covered by the regulations in 5 CFR 351.502 for purpose of RIF.  Students, provided they have completed 1 year of current, continuous service are in excepted service Tenure Group III.

VIII. TRAVEL AND TRANSPORTATION:  Travel and transportation expenses between the duty station and school, or for pre-employment interviews, are not covered under this program.

IX.
BENEFITS

A.
Retirement:  Students are not eligible for retirement coverage.  Appointments limited to 1 year or less are excluded from retirement coverage and are not creditable towards retirement.


B.
Health Insurance:  Students are eligible to enroll for health benefits, after completing 1 year of service, but must pay full subscription charges, including both the individual share and the Government contribution.  


C.
Life Insurance:  Students are not eligible for life insurance.  Employees serving in appointments limited to 1 year or less are excluded from life insurance coverage.


D.
Leave:  Students are eligible for sick and annual leave under the same provisions as permanent employees.

X. CONVERSION TO CAREER/CAREER-CONDITIONAL APPOINTMENT:

A. Students may NOT be converted into a non-competitive career or 

                 career-conditional appointment.  However, they may be converted into the

                 Student Career Experience Program provided they meet the requirements of

                 the program and BPA has an appropriate position available.  Hours worked in 

                 a STEP appointment are credited towards the SCEP 640 hour requirement if 

                 the work/degree during that time are the same as the duties/degree of the SCEP

                 appointment.


B.
Conversion to a SCEP position is contingent on budget issues, availability of FTE, or other factors.  When conversion is not feasible, BPA may recommend the student for conversion in another Federal agency.  Conversely, BPA may accept a student for conversion from other Federal agencies when it is in the best interest of the Government.  Work experience hours transfer with the student.

XI. TERMINATION OF EMPLOYEES


STEP employees are considered temporary employees, and are covered under termination of temporary appointees in Personnel Letter 316-1.

Questions regarding the Student Temporary Employment Program should be referred to the SEEP Coordinator. 

Godfrey C. Beckett

Manager, Human Resources, Diversity, and EEO Services

