
BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES

Portland, Oregon

PERSONNEL LETTER 213-3                                                              DATE:  May 9, 2003

SUBJECT:  Community High School Occupational Outreach Program

I. PURPOSE OF ISSUANCE  

This personnel letter establishes Bonneville Power Administration (BPA) policy and procedures regarding the Community High School Occupational Outreach Program (CHSOOP) including eligibility, selection, compensation, and work schedules.

II.
REFERENCES:

A.  5 CFR Part 310 (Subpart A), Employment of Relatives 

B.  5 CFR Part 410, Training

C.  Personnel Letter 308-1, Volunteer Service

D.  OF Form 612e, Optional Application for Federal Employment

E.  SF 181, Race and National Origin Identification 

III.
POLICY

The BPA is committed to creating opportunities for student volunteer work experience to meet business challenges, achieve diversity targets, and support educational goals of the community and the nation.  Use of the Community High School Occupational Outreach Program provides BPA with maximum flexibility for introducing high-school student volunteers to the BPA environment and providing support to their continuing educational programs.  This two-year outreach plan is open to juniors at area high schools.  The provisions of this policy apply only to eligible student volunteers selected for this program.

IV.
DEFINITIONS

A. Academic Year:  The academic year is defined by the student volunteer’s academic institution.
B. Alternating Period of Study and Work:  Alternating academic terms of classroom study and periods of supervised employment.

C. Related Training: Assigned lessons associated with periodic classroom instruction in electrical-trade theory.

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 their high school.

E. Volunteer:  A person who does not meet the definition of employee and who volunteers or donates his/her service, the primary benefit of which accrues to the performer of the service.  Services performed by such a volunteer include personal services that, if left unperformed, would not necessitate the assignment of an employee to perform them.

F. Student Volunteer:  Service performed under 5 U.S.C. 3111, with the permission of the institution at which the student volunteer is enrolled, as part of a program established for providing educational experience for the student volunteer.
V.
ADMINISTRATION AND COMPENSATION

A. CHSOOP will be administered as a voluntary program in cooperation with local area high schools.  A written agreement between the two parties is required.  As such, BPA funding earmarked for the program will be administered by the high school with the school paying student volunteer participants their stipends.

B. Costs associated with required physical exams and drug tests will be paid by the Transmission Business Line (TBL).

C. These student volunteer participants, though not entitled to benefits or reimbursement, are nevertheless covered by injury compensation and tort claims as stated in Personnel Letter 308-1, Volunteer Service, as well as current U. S. Department of Labor oversight and restrictions.
VI.
RESPONSIBILITIES

A. Managers and supervisors are responsible for:

1. Identifying the educational and vocational program components to be offered to incoming student volunteers; 

2. Advising the TBL Education Coordinator of his/her desire to employ CHSOOP student volunteers; 

3. Budgeting for, selecting, and making decisions regarding the continuing or termination of CHSOOP student volunteers, as appropriate; 

4. Reviewing this issuance;

5. Assigning appropriate work;

6. Ensuring that the student volunteer’s duties are not similar to, or take the place of, hourly positions included in the CPTC bargaining unit.  For example, student volunteers may not operate equipment determined to be under the jurisdiction of the CPTC;

7. Providing appropriate coaching and development; and

8. Monitoring and evaluating performance and conduct of CHSOOP participants.

B. Managers and supervisors are also responsible for providing all necessary liaison, paperwork and security implementations, including IDs, badges, etc., to satisfy volunteer service requirements as detailed in Personnel Letter 308-1, Volunteer Service.

C. Regional Managers and BPA Training Center administrators provide direct coordination for student volunteers and the various electrical crafts with which they will participate.

D. TBL Education Coordinator is responsible for: 
1. Outlining program scope, goals, and objectives;

2. Managing and monitoring the budget associated with the grants to participating high schools;

3. Serving as liaison between the TBL and the school representatives;

4. Organizing outreach visits to the high schools to promote the program;

5. Participating in the application and interview process associated with Volunteer work experience under this program;

6. Completing the Pre-employment Physical and Drug Test Request form, submitting it to the Medical Program Manager and the Drug and Alcohol Testing Coordinator in Personnel Services (CHM) as soon as a tentative student selection has been made;

7. Preparing a “welcome letter” to be given to the volunteer student before service begins.  Letters must include a statement that volunteers are not Federal Employees under 5 U.S.C. 2105, and thereby are not appointed to a Federal position. (PL 308-1 X.B.3);

8. Facilitating team meetings with regional representatives and regular progress reporting, including time reporting for stipend purposes;

9. Providing developmental support to students participating in the program; and

10. Preparing a “thank you” letter when student volunteer service is concluded which contains:  inclusive dates of service and total hours or days worked.  A copy of this letter should be forwarded to Personnel Services. (PL 308-1 X.B.4)

E. Student volunteers are responsible for reviewing and abiding by the provisions of this issuance.

F. Manager, Human Resources, Diversity and EEO, through assigned staff, is responsible for periodic review of the program and ensuring that procedures associated with the program are being adhered to.

G. Manager, Personnel Services, through assigned staff, is responsible for:

1. Providing advice to the TBL Education Coordinator regarding volunteer service requirements;

2. Scheduling the pre-employment physical and drug tests, notifying the student volunteer applicant, and mailing the appropriate paperwork for the exam; and

3. Upon completion of the physical exam and drug test, notifying the TBL Education Coordinator whether or not the results are acceptable.

VII.
COMMUNITY HIGH SCHOOL OCCUPATIONAL OUTREACH PROGRAM PROVISIONS

A. Eligibility Requirements:

1. Age:  Appointed student volunteers must be at least 16 years of age.  In addition, all other applicable requirements of individual states regarding age requirements must be met.

2. Citizenship:  Student volunteers must be citizens of the United States.

3. Education Requirements:

a. Enrolled in a local area High School and involved in the Electrical Technology Program leading to a high school diploma.

b. Good academic standing, with a 2.5 cumulative grade point average.  This average must be maintained while participating in the program.

c. Enrolled, at a minimum, in a half-time academic course load, as defined by their high school. 

4. Physical requirements:

a. Good physical condition and capable of performing demanding tasks. (See Section VII L.)

b. Student volunteers selected for the program will be required to pass a physical examination and a drug test.

5. Student volunteers must possess a valid state driver’s license.

B. Required Forms and Applications Materials:

1.  A resume or Optional Form 612e, Optional Application for Federal Employment;

2.  Student Supplemental CHSOOP Questionnaire, to aid BPA administrators in the candidate selection process;  

3.  Official High School transcript;

4.  An essay describing experiences outside of traditional class work that have generated or contributed to an interest in electrical crafts and/or engineering;

5.  Three (3) letters of recommendation.  One must be from a community member, one from an official/teacher at their school, and one from anyone else supporting their candidacy.  One of these recommendations must be from one of the student’s electrical technology teachers; and

6.  A statement of parental consent.

7.  Background check:

Student volunteers under the age of 18 do not receive a full background check.  However, the letters of recommendation must address the student volunteer’s capability as a worker, as well as his/her character and trustworthiness.  A copy must be furnished to the security office at the time paperwork for a badge is submitted.  Student volunteers 18 and older are required to complete                 BPA F 3296.01e, IR Access Background Screening Request for Non-BPA Employees.
C. Selection:
1. Student volunteers will be selected for further screening on the basis of their resume or job application, essay, and letters of recommendation.  Grammatical clarity, completeness of expression, and narrative content will be evaluating criteria.

2. Those selected will complete a round of interviews with representatives from TBL’s Technical Training Center, Educational Outreach Staff, regional managers, and craft crewmembers.

D. Work Schedules:

1.  CHSOOP is a two-year program designed to provide area high-school juniors with a limited but enriching exposure to at least three electrical crafts:  Operations, Line Maintenance, and Substation Maintenance.  The goal of the program is to encourage these student volunteers to pursue further electrical academic and vocational studies, with the ultimate goal of future BPA employment in their chosen craft. Selected juniors will participate in a curriculum involving a rotation between the crafts with significant exposure to each.  Other craft opportunities, as well as interaction with the TBL engineering staff, may be included as they become available to interested student volunteers.  The curriculum will encompass both academic pursuits, including classes on trade theory, and actual field experience.  Exposure to actual working conditions will be closely supervised and limited to tasks considered safe for a teenage student volunteer lacking in experience.  These tasks have been generally summarized in a list of duties and restrictions shown below.

2.  Student volunteer participants in years one and two will undergo a progressively challenging exposure to electrical practice and theory as they rotate through their craft assignments.  

3.  Work schedules are specifically designate for summer participation and the student volunteer is expected to work between 30 to 40 hours a week.   Student volunteers must prearrange absence with their current supervisor.  Time reports will be maintained for each student volunteer by the Crew Foreman or Chief Substation Operator.  Time and Progress reports will be shared with the school counselor on a regular, but not less than monthly, basis.  Excess, non-approved, absences will be grounds for removal from the program. 

E. Job Descriptions and Classification:
1. The purpose of this temporary student volunteer employment is to provide the incumbent an opportunity to gain hands-on experience in the different electrical hourly crafts.  This position is assigned to the Transmission Business Line Technical Training Center, which is responsible for electrical apprenticeship programs at BPA. 

2. The incumbent of this temporary position will be assigned by the Supervisor of Technical Training to a field Foreman III or Chief Substation Operator.  The student volunteer will perform a variety of duties of a routine nature, under direct supervision, to assist and support the craft journeyman.

3. Student volunteers entering the program as juniors for their first summer will receive a stipend equivalent to a GS-1, step 1 employee that will be paid on an hourly rate basis for each hour in a duty status.  Seniors, participating in their second summer of employment will receive a raise in stipend equivalent to a   GS-2, Step 1 hourly rate of pay.

F. General Duties:

The student volunteer participant will assist in a variety of lesser skilled tasks, as determined by the appropriate craft supervisor, to be incidental but relevant to the work of a journeyman in gaining knowledge of the craft.  Examples include the following:

1. Becoming familiar with the job requirements of a journeyman in each of the Crafts.

2. Identifying tools and equipment and their uses.

3. Keeping work areas and vehicles clean and tools put away.

4. Assisting journeyman in the completion of paperwork--maintenance reports, material orders, inspection reports--and filing as required.

5. Completing related training assignments as required by Technical Training staff.
G. Job Characteristics

1. Student volunteers work under the direct supervision of the appropriate Journeyman craftsperson or foreman from each craft.  They perform a variety of tasks designed to enhance technical knowledge and skill in the use of the tools and equipment of the trade.  They perform all duties in compliance with government regulations and the BPA Accident Prevention Manual.

2. In addition to satisfactorily completing the on-the-job training portion of the program, participants will complete assigned lessons associated with periodic classroom instruction in electrical-trade theory. 

3. Satisfactory completion of each step and associated related training is mandatory for advancement to the next step.  Failure to perform the required related training satisfactorily might be sufficient cause for removal from the program.  

H. Tasks

The student volunteer, under direct supervision, observes and assists with specific tasks, where appropriate, as indicated below for each craft:

Job Title:  Operations, Substation Operator Trainee

	LEARNINGS
	DUTIES
	RESTRICTIONS

	
	Assist with inspections.
	No unescorted access to 

switchyard.

	
	Complete station condition 

checks.
	

	
	Computer work relative to the following:

Station Instructions;

Charts or spreadsheets;

Inventory;

Billing and/or records;

Inter-regional communication.
	

	
	Non-electrical maintenance of 

buildings and grounds.
	

	
	Assist with security or perimeter

checks.
	


Job Title:  TLM Lineman Trainee

	LEARNINGS
	DUTIES
	RESTRICTIONS

	Full spectrum of TLM 

maintenance jobs
	Assist installation of culverts and

gates.
	No climbing.

	Safety 
	Observe working patrols.
	No handling of explosives.

	Tool identification & use
	Assist in tree and brush removal.

	No chainsaw operation.

	Crew environment
	Observe bucket work.
	No split-axle vehicles.

	
	Assist drilling.
	

	
	Computer work relative to work 

reports and Pen Base Familiarity.
	

	
	Observe poles and cross arms

changeouts.
	

	
	Assist repair steel structures,

gates, and conductors.
	

	
	Assist maintenance of line 

switches.
	


Job Title:  Maintenance and Construction Electrician Trainee - Untanking Tower/Complex Crew

	LEARNINGS
	DUTIES
	RESTRICTIONS

	
	Assist w/xfmr overhaul and 

re-gasketing.
	Must be escorted on job site.

	
	Assist with heat-line maintenance.
	No power tools without

 training.

	
	Observe work practices.
	Limit exposure to solvents and 

fumes.

	
	Observe building remodeling

and wiring.
	No live-circuit work.

	
	Electrical blueprint basics, i.e., 

motor operator.
	

	
	Assist w/ inside rewiring of oil 

trailers.
	

	
	Safety training opportunities.
	

	
	Tool ID and use.
	


Job Title: Ross Sub-Maintenance Trainee 

	LEARNINGS
	DUTIES
	RESTRICTIONS

	
	Clean yard, tool trucks, trailers, 

etc.
	No live-circuit work.

	
	Go out with crew and assist at 

work site. 

Roll up grounds.

Observe taking of oil samples.

	Stay on ground.

	
	Assist with crating of bushings.
	

	
	Drive light truck to and from job

site. 

Full spectrum of sub-maintenance

jobs on the ground.
	Limit to light trucks only--no 

big rigs!

	
	Assist with training, cutting, and

drilling and/or mounting of items  relay or control panels.
	


Job Title: Switchboard Shop Electrician

	LEARNINGS
	DUTIES
	RESTRICTIONS

	
	Cut and crimp wire.

Make up lugs.

Intro to prints, check point-to-

point wiring.
	Drill press observation only.

Limit material-handling duties.



	
	Assist preparation to ship 

product.
	




Job Title: Substation Electrician Trainee

	LEARNINGS
	DUTIES
	RESTRICTIONS

	
	Identify tools and their uses.
	

	
	Lay out hand line, tools, 

equipment, or hardware and 

hand them to workers as needed,

pick up old materials.
	

	
	Have proper tools and material 

on hand to perform the assigned

jobs.
	

	
	Keep work area and tools clean 

and put away.
	

	
	Acquire materials and prepare 

retired and/or excess materials 

for shipment.
	


	
	Use common hand tools and 

small power tools (drills, power 

hacksaws, pipe threaders, etc.) 

necessary for incidental 

work (i.e., cut and thread 

conduit, cut bus, clean up bus 

fittings).
	

	
	Hoist material and tools to 

workers by means of a hand line.
	

	
	Perform housekeeping chores 

such as cleanup of worksite, 

vehicles, and shop.
	

	
	Perform excavation and backfill 

work for anchor holes, grounds, conduit, etc.
	

	
	Repair material and/or tools.
	

	
	Complete paperwork:  material 

orders, yard inspection reports, 

etc., and file reports, as required.
	

	
	Perform yard inspections.
	


I. Working Conditions

Working conditions vary by task.  Most work is performed outside in all kinds of weather, but some work is done inside under normal shop conditions.  Work may be performed around energized equipment, such as switchboards containing critical control circuits, high-voltage equipment, or machinery with moving parts where carelessness could cause a serious injury as well as a system disturbance or outage.  Work may be performed from ladders or platforms and on slippery or uneven surfaces, rock or gravel roads, inclines, or in cramped quarters.   It may require extensive bending, pushing, pulling, reaching, and climbing; occasional crawling and working in cramped confined positions.  At times, the work may be physically demanding.  The work environment may occasionally include high noise levels. 

J. Responsibilities

Work is performed under the direct supervision of a Journeyman craftsperson or foreman who outlines the assignments and the objectives and discusses the work.  The work is closely reviewed for conformance to instructions, accuracy, completeness, and appropriateness of any actions taken. When working near energized equipment, supervision will be direct and detailed.  Guidance will be provided through operating instructions, and the student volunteer participant will become familiar with, and follow the safety practices of, the BPA Accident Prevention Manual to help insure personal safety and safety of the crew.  Student volunteer participants are accountable for government-owned and/or assigned personal property.  They will be responsible for the proper care of tools, vehicles, and other work equipment that they use.  They must comply with all relevant management directives.

K. Working Relationships

Relationships outside the crew normally consist of contacts with members of other crafts, utility personnel, contractors, and the general public. Conduct in these relationships is expected to be exemplary.  The student volunteer must be able to perform as a responsible and reliable member of a crew. The ability to work cooperatively and harmoniously with fellow crewmembers, general public, and others is essential.  The student volunteer is expected to be helpful and courteous on the job and to follow implicitly the instructions and guidance of supervisors responsible for student volunteer training.

L. Physical Requirements 

1. Incumbents must be physically able to efficiently perform the duties of the position, with or without reasonable accommodation, and without hazard to themselves or others.  

2. The work may require extensive bending, pushing, pulling, reaching, prolonged standing, sitting, crouching, and frequent walking.  Some tasks involve heavy manual labor.  Incumbents must be able to distinguish clearances around machinery with moving parts.  They must be able to perform strenuous tasks that include loading or unloading crates from storage locations, removing or replacing heavy assemblies in relatively inaccessible locations, and moving bulky or awkward objects such as extension ladders, bales of rags, reels of wire, or test apparatus weighing up to 50 pounds.  Incumbents must be able to work with both arms overhead.  They must be able to climb and work from stairs, platforms and ladders up to 10 feet, and work at heights in excess of 50 feet.  Work may be performed on slick or uneven surfaces and under varying climatic conditions. The student volunteer must be able to periodically wear protective apparel.

3. Incumbents must have distance visual acuity of at least 20/40 and have the ability to read printed material the size of typewritten characters. They must have the ability to hear the conversational voice.  Their speech must be suitable for clear communication by telephone.

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.  Volunteer students may regularly travel with crews on days where crews travel to work locations and return the same day.  Overnight travel is not encouraged and would require permission of the school and the volunteer student’s parents, as well as a signed release of liability.

Questions regarding the Community High School Occupational Outreach Program should be referred to BPA Training Center Administrators. 

Godfrey C. Beckett

Manager, Human Resources, Diversity and EEO
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