BONNEVILLE POWER ADMINISTRATION
HUMAN CAPITAL MANAGEMENT
Portland, Oregon


PERSONNEL LETTER (PL):  362-01	DATE:  November 13, 2012

SUBJECT:  BPA Pathways Internship Program

[bookmark: _Toc340581580]PURPOSE
This Personnel Letter establishes Bonneville Power Administration (BPA) policy and procedures for employing students under the BPA Pathways Internship Program. 

Revisions:
· Executive Order (E.O.) 13562 establishes the Pathways Program and includes an Internship Program that replaces the existing Student Career Experience Program (SCEP) and Student Temporary Employment Program (STEP).
· Pathways regulations became effective July 10, 2012.
· This Personnel Letter replaces PL 213-01, Student Career Experience Program (SCEP), and PL 213-02, Student Temporary Employment Program (STEP) in their entirety.

[bookmark: _Toc340581581]BPA BUSINESS OBJECTIVE
The Bonneville Power Administration relies on a highly skilled and talented workforce to help successfully deliver the agency mission and business.  Achieving our core value of operational excellence will place us among the best electric utilities in the nation.  A key objective of BPA’s Talent Management Strategy is to recruit, retain and develop critical skills and occupations.  
To support that objective and build bench strength, BPA uses the BPA Pathways Internship Program to employ students to help meet business challenges, achieve diversity goals, and create a source of talented high-quality candidates for career service with BPA.

[bookmark: _Toc340581582]POLICY SUMMARY
The BPA Pathways Internship Program provides BPA an opportunity to introduce students to the BPA environment and foster student interest in Federal careers.  It is also a means to assess and develop student competencies for potential BPA careers, to address short-term staffing needs, and to fill permanent staffing needs by allowing students to be converted to permanent positions in BPA consistent with merit system principles.  The Program is open to all students (high school, vocational/technical, business, college, or graduate) without regard to race, ethnicity, color, religion, sex (including pregnancy and gender identity), national origin, age, disability, sexual orientation, genetic information, or any other non-merit based factor.  Permanent positions available for student conversion from the BPA Pathways Internship Program are based on needs identified through BPA’s workforce planning.
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I. [bookmark: _Toc340581583]COVERAGE
This policy covers BPA student employees hired for the BPA Pathways Internship Program under Schedule D, excepted service hiring authority.  Both annual (General Schedule) and hourly positions may be filled under the Internship Program.
II. [bookmark: _Toc340581584]DEFINITIONS
Academic Year
Defined by the student’s academic institution, but 45 quarter hours or 30 semester hours typically constitutes an academic year.

Alternating Period of Study and Work
Period of classroom study alternated with period of supervised employment during the academic year.

Certificate Program
Post-secondary education, in a qualifying educational institution, equivalent to at least one academic year of full-time study that is part of an accredited college-level, technical, trade, vocational, or business school curriculum.

Half-time
Definition provided by the school in which the student is enrolled.

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

Qualifying Educational Institution
1. A public high school whose curriculum has been approved by a State or local governing body, a private school providing secondary education as determined under State law, or a home school allowed to operate in a State; or
2. An educational institution, including a technical or vocational school, a 2 year or 4 year college or university, a graduate or professional school (e.g., law school, medical school), or a post-secondary home school that has been accredited by an accrediting body recognized by the U.S. Department of Education.

Student
An individual accepted for enrollment or enrolled and seeking a degree (diploma or certificate) in a qualifying education institution on a full or half-time basis (as defined by the institution in which the student is enrolled), including awardees of the Harry S. Truman Foundation Scholarship Program under Public Law 93–842.  Students need not be in actual physical attendance, so long as all other requirements are met.  An individual who needs to complete less than the equivalent of half an academic/vocational or technical course-load immediately prior to graduating is still considered a student for purposes of this program.
III. [bookmark: _Toc340581585]RESPONSIBILITIES
A. Chief Human Capital Officer (CHCO) or delegate:
1. Develops policies and procedures to implement use of the BPA Pathways Internship Program. 
2. Advises managers on program objectives, requirements and administration.
3. Coordinates workforce planning to determine and report to Department of Energy (DOE) the positions anticipated to be available to convert to permanent employment the interns who successfully complete their program.
4. Recruits and counsels interns.
5. Technically reviews Pathways Participant Agreements with interns. 
6. Administers the program and tracks participation. 
7. Reports to DOE and the Office of Personnel Management (OPM) on Pathways Program activity, as requested.

B. Managers:
1. Identify staffing needs that can be met by hiring Pathways interns and advise the Student Program Coordinator in Human Capital Management (HCM).
2. Determine FTE and budget levels in relation to hiring, converting or terminating interns, as appropriate.
3. Develop, review and execute Pathways Participant Agreements with interns.
4. Assign work, coach and develop interns.
5. Monitor conduct and academic progress.
6. Evaluate performance.
7. Determine if interns will be retained, converted, or terminated.
8. Submit requests to change student work schedules to HCM and/or the Payroll organization.

C. Pathways Interns:
Sign the Pathways Participant Agreement (Attachment A) and meet all program requirements described therein.
IV. [bookmark: _Toc340581586]PROGRAM ADMINISTRATION
A. Workforce Planning:  The Pathway’s Internship Program can fill both short-term project staffing needs and long-term staffing needs.  This program supports the long-range strategic direction of BPA’s Talent Management Strategy to ensure the agency has a workforce that is the right size, has the right skills and works in the right environment.  It is a management tool for succession planning and knowledge transfer to mitigate loss resulting from an increase in employee retirements.    

Hiring for the BPA Pathways Internship Program is based on BPA’s workforce planning projections of occupations and permanent staffing levels.  

BPA is required to report through DOE to OPM the types and numbers of positions that will be filled under the BPA Pathways Internship Program, and estimates of how many interns will be converted to permanent BPA positions.

B. Pathways Participant Agreement (PPA):  BPA will enter into a written Participant Agreement (Attachment A) with each intern, including those given temporary appointments not to exceed (NTE) one year.  Agreements will clearly identify and address the following:
1. General description of the duties to be performed;
2. Work schedules;
3. Length of appointment and termination date;
4. Mentorship opportunities;
5. Training requirements, as applicable;
6. Evaluation procedures to be used for the participant;
7. Requirements for continuation and successful completion of the Program;
8. Requirements for noncompetitive conversion to term or permanent appointment in the competitive service from the BPA Pathways Internship Program;
9. Target position and career ladder (upward mobility) advancement (promotion) opportunity; and
10. Work group specific requirements, as applicable.
V. [bookmark: _Toc340581587]EMPLOYMENT PROVISIONS
A. Eligibility Requirements:
1. Age:  Interns must be at least 16 years of age.  In addition, all state or local laws and standards governing the employment of minors must be met.  Guidance on standards governing the employment of minors can be obtained from the Student Program Coordinator. 
2. Citizenship:
a) Non-citizens may be appointed to the BPA Pathways Internship Program provided they are lawfully admitted to the United States as a permanent resident or otherwise authorized to be employed.
b) Interns must be U.S. citizens at the time they are non-competitively converted to a career, career-conditional, or term appointment.
3. Suitability:  Interns must be determined suitable for Federal employment in accordance with PL 731-01, Suitability Determinations.
4. Education Requirements:
a) Students may be appointed to the BPA Pathways Internship Program if they meet the definition for student (see section II of this Personnel Letter) and are attending a qualifying educational institution (see definition in section II of this Personnel Letter); and
b) They must be in good academic standing with a cumulative grade point average (GPA) of at least 2.5 on a 4.0 scale, or equivalent.

5. Qualification Requirements: 
a) Interns considered for annual (General Schedule) positions must meet OPM Qualification Standard for the position being filled (series and grade). 
b) Interns considered for hourly positions must meet OPM Trades and Labor Occupations job standards for the position being filled.  A written test and physical requirements are required by BPA for certain hourly occupations.

B. Recruitment and Selection:  BPA selects interns for the BPA Pathways Internship Program based on merit system principles set forth in 5 USC 2301(b) to ensure equity and fairness.
1. BPA will ensure appropriate competition for positions in the Pathways Internship Program by providing public notice of the employment opportunity through BPA’s Talent Acquisition process, DOE and OPM, and by recruiting adequate numbers of well-qualified students for consideration.
2. Applications will be rated and ranked, and applicants will be notified of assigned ranking.
3. Procedures to fill intern positions will comply with requirements in 5 CFR Part 302 and veterans’ preference laws. 
4. Applicants will not be solely selected based on their relatives working at BPA, whether that be mother, father, uncle, aunt, or best friend.

C. Appointments:  Interns are appointed under excepted service Schedule D authority 213.3402 (a).  
1. Appointments may be for a period expected to last more than one year (no NTE date); however, an end date, generally the intern’s projected graduation date, must be specified in the Participant Agreement (see section IV.C).  These appointments should be to positions with duties related to the intern’s academic or career goals.
2. Interns may be given a temporary appointment NTE one year if the assignment is to complete temporary work or a project, perform labor-intensive tasks not requiring subject matter expertise, or accomplish work that is a traditional summer job.  Temporary NTE one year appointments may be extended by contacting the Student Program Coordinator.  
3. Temporary intern appointments may be changed to an intern appointment expected to last more than a year (no NTE date) by contacting the Student Program Coordinator.  Reappointments should be to positions with duties related to the intern’s academic goals and are made in accordance with the provisions in 
5 CFR 362 subpart B.  

D. Employment of Relatives:  Relatives of BPA employees may be employed under the BPA Pathways Internship Program provided there is no direct reporting relationship and the relative is not in a position to influence or control the intern’s appointment, employment, promotion, or advancement.

E. Classification/Pay:
1. Annual positions are classified to the General Schedule (GS) as student trainees (099 series) of the appropriate annual occupational group.  For example, an engineering student would be classified into the 899 series.
2. Annual students are paid at the classified grade level for their position; however, special salary rates of pay may apply once education requirements have been met (e.g., engineers who meet degree requirements).
3. Hourly jobs will be established using appropriate job standards; pay is set according to negotiated rates in collective bargaining agreements, where applicable.

F. On-boarding:  Interns participate in BPA’s on-boarding program.

G. Work Schedules (i.e., full-time, part-time, and alternating):
1. Interns may work full-time or part-time schedules.  They may alternate periods of classroom study and supervised employment during the academic year, or work parallel periods of classroom study and supervised employment while carrying at least a half-time academic course load.
2. Managers must follow PL 340-01, Part-time Career Employment, when making work schedule changes and coordinate changes with the Student Program Coordinator in the HCM Talent Acquisition (NHQ) organization.
3. Hours of duty and work schedules are established in accordance with 5 CFR 610 and BPA policy (i.e., PL 610-05, Hours of Duty, and PL 340-01, Part-time Career Employment).
4. Interns’ work schedules should not interfere with their academic schedule.

H. Work Status:  Interns that alternate periods of work and study are in a work status while performing their work experience and placed in leave without pay (LWOP) when attending school.

I. Promotions:  Interns may be promoted if they meet the qualification requirements for the position to which promoted and have a current performance rating of at least fully successful.  Time-in-grade restrictions do not apply.  Interns on a temporary appointment NTE one year are advanced to a higher grade by conversion to a new appointment.

J. Within-Grade Increases (WGI):  Interns on appointments expected to last more than one year (no NTE date) are eligible for WGIs when they meet all the requirements in PL 531-01, Requirements for Granting and Denying Within-Grade Increase (WGI).

K. Quality Step Increases (QSI):  Interns on appointments expected to last more than one year (no NTE date) are eligible to receive a QSI based on PL 531/451, Quality Step Increase.

L. Travel and Transportation Costs:  Managers may pay travel and transportation costs for pre-employment interviews and relocation to the first post of duty in accordance with BPA relocation and travel policy as described in PL 572-01, Travel and Transportation Expenses: First Post of Duty and Interviews.
VI. [bookmark: _Toc340581588]PERFORMANCE AND CONDUCT
A. Interns are subject to performance management provisions specified in 5 CFR Part 430.  Accordingly, managers will establish performance standards and rate interns’ performance consistent with policy and requirements described in PL 430-01, Employee Performance Appraisal Program.

B. Interns whose performance or conduct is unacceptable may be subject to 5 CFR Part 432 and/or 5 CFR Part 752 and BPA policies and procedures outlined in PL 432-01, Unacceptable performance; and PL 752-01, Discipline, Adverse Actions, and Alternative Discipline. 

C. Managers must consult with an Employee Relations Specialist in HCM Performance Enhancement before taking a performance related or conduct related action to ensure due process is accorded interns.
VII. [bookmark: _GoBack][bookmark: _Toc340581589]ACADEMIC STANDARDS AND REQUIREMENTS
Interns who do not maintain academic standards and requirements listed in this section are subject to termination.  Managers will consult with an Employee Relations Specialist in HCM Performance Enhancement prior to terminating a student since in certain cases the student may be covered under adverse action procedures described in 5 CFR 752 with appeal and grievance rights.

A. Transcripts:  The student will provide the Student Program Coordinator a copy of his/her transcript/grade report within 2 weeks or when available from the student’s academic institution after completion of each school term.  

B. Grade Point Average (GPA):  Interns must maintain a minimum cumulative GPA of 2.50 on a 4.0 scale or equivalent to demonstrate satisfactory academic progress.  The Student Program Coordinator will advise the intern’s manager in writing if an intern’s transcript indicates the requirement is not met.  The intern will have one term/semester to bring his/her GPA to 2.50 or equivalent and may be terminated if he/she fails to do so.  

C. Reasonable Progression:  Interns must make satisfactory progress toward their stated degree in order to accomplish their educational program within a reasonable and appropriate timeframe.  An intern’s program of study/career experience end date is indicated in his/her Participant Agreement.  The intern’s manager determines whether the intern is reasonably progressing in relation to the end date shown in the intern’s Participant Agreement.   

D. Break in Program:  Interns who discontinue their education are no longer eligible for the BPA Pathways Internship Program and will be terminated immediately.  Students who temporarily suspend their attendance at school (e.g., due to illness or maternity) but remain enrolled at the academic institution may be terminated depending on the circumstances of the particular case.  The intern’s manager will make a decision regarding program continuation after consulting with the Student Program Coordinator.  Interns wishing to continue in the BPA Pathways Internship Program must request approval from their manager and the Student Program Coordinator prior to suspending school attendance for periods longer than two weeks.

E. Change of School/Degree Program:  Interns must notify the Student Program Coordinator if they change their school status (e.g., school change or change in degree program).  Such changes may require modification to the Pathways Participant Agreement and could result in terminating the intern’s employment if BPA determines the changes are not aligned with BPA’s workforce planning needs.  Interns will notify the Student Program Coordinator prior to changing their degree program.
VIII. [bookmark: _Toc340581590]BENEFITS
A. Retirement/Thrift Savings Plan (TSP): 
1. Interns on temporary appointments (NTE one year):  These interns are excluded from the Federal Employees Retirement System (FERS), but are covered by Social Security and subject to Old Age, Survivors and Disability Insurance (OASDI) taxes. 
2. Interns on appointments expected to last more than one year (no NTE date):  These interns are generally covered by FERS unless excluded by law or regulation.  Employees covered by FERS can contribute to the TSP and receive the government matching funds.

B. Health/Life Insurance:
1. Interns on temporary appointments (NTE one year):  These interns are excluded from Federal life insurance coverage.  They are also excluded from Federal health benefits coverage unless/until they have completed one year of current continuous employment, excluding any break in service of five days or less.  For example, an intern whose temporary one year appointment is extended at the end of one year or who is converted to another temporary one year appointment without a break in service is eligible to enroll in Federal health benefits.  There is no provision for temporary employees to be eligible for Federal life insurance coverage; however, temporary interns converted to an appointment expected to last more than one year (no NTE date) under the BPA Pathways Internship Program may be eligible for Federal life insurance as described in paragraph 2 below.
2. Interns on appointments expected to last more than one year (no NTE date):  These interns, when scheduled to be employed under the BPA Pathways Internship Program for at least one year and who are expected to be in a pay status for at least one-third of the total time from initial appointment to completion of the program, are eligible for Federal life insurance (including optional) and health benefits.  The length of the intern’s appointment and the period expected in a pay status can be determined from the Participant Agreement signed upon initial appointment.  The one year calculation will include the 120 day opportunity period for conversion to career-conditional, career or term appointment after completion of academic study.
The Student Program Coordinator will determine an intern’s eligibility for life and health insurance and advise other HCM staff of such determination so that enrollment can be processed, when appropriate.  Life insurance will continue without premium charge to the student while on LWOP up to 365 days.  Health insurance will cease while the intern is on LWOP unless he/she pays the employee share of the cost.  Arrangements for continued health insurance coverage must be made by the intern through Human Capital Management.  
PL 340-01, Part-time Career Employment describes the impact on health and life insurance benefits for students employed on a part-time basis.

C. Leave:  Interns who have a regularly scheduled tour of duty will accrue annual and sick leave.  This includes interns on a temporary appointment.  BPA’s leave provisions apply to interns, including military leave (see PL 630-01, Chapters 1-12).  

D. Holiday Pay:  Interns receive pay on holidays that correspond to the days and hours of their regularly scheduled tours of duty.
IX. [bookmark: _Toc340581591]CONVERSION TO CAREER, CAREER-CONDITIONAL, OR TERM APPOINTMENT
A. Interns who have met all program requirements may be non-competitively converted to career, career-conditional or term appointment within 120 calendar days after satisfactory completion of degree requirements.  Students non-competitively converted to a term appointment may subsequently be non-competitively converted to a career or career-conditional appointment before the term appointment expires.  Appointments under the BPA Pathways Internship Program may not be extended beyond 120 calendar days after students have successfully completed the academic requirements of their program.

B. To be eligible for non-competitive conversion, interns must:
1. Complete course requirements conferring a diploma, certificate or degree from a qualifying educational institution;
2. Complete at least 640 hours of work experience acquired through the BPA Pathways Internship Program before completion of graduation requirement; except that:
a) [bookmark: 5:1.0.1.2.56.2.18.4]Up to 320 hours may be credited for the 640 hour service requirement if acquired through a comparable non-Federal internship experience in a field or functional area related to the intern’s target position.  For additional information about experience that is creditable under this provision see 
5 CFR § 362.204 (c)(1); and/or
b) Up to 320 hours of the 640 hour service requirement may be waived when the intern completes 320 hours of career-related work experience under the Internship Program and demonstrates high potential by outstanding academic achievement and exceptional job performance as described in 
5 CFR § 362.204 (d).
c) BPA may not grant credit or waiver (or combination of credit and waiver) totaling more than 320 hours of the 640 hour service requirement;
3. Meet all BPA specific requirements specified in the intern’s Participant Agreement;
4. Be recommended for conversion by their supervisor; and 
5. Meet the qualification standards for the position converted to under OPM standards.  

C. BPA will make an effort to place students into a position for which they have been trained or other position for which they qualify; however, there is no obligation for conversion.  Conversion is at management’s discretion and is subject to position availability, budget, FTE, favorable recommendation by the intern’s supervisor, and other factors.

D. [bookmark: 5:1.0.1.2.39.8.12.2]Interns converted to career-conditional or career appointment are required to serve a one-year probationary period.  Prior Federal civilian service, including service in the Pathways Internship Program, will be credited in compliance with the requirements described in 5 CFR § 315.802.
X. [bookmark: _Toc340581592]TERMINATION
Interns will be terminated from employment based on their appointment expiring as a condition of employment for Pathways intern appointments.  Termination, as applicable, will be close of business:

A. On the 120th day after the intern has completed the designated academic course of study unless converted noncompetitively to a career, career-conditional or term appointment; or

B. Upon expiration of the temporary internship appointment.
XI. [bookmark: _Toc340581593]TUITION ASSISTANCE FOR ACADEMIC DEGREES
A. [bookmark: _Toc330896248][bookmark: _Toc331517070]Information about BPA’s Tuition Assistance for Academic Degrees (TAAD) program that provides funds for interns to obtain an academic degree is in PL 410-02.

B. Information about tuition assistance for specific academic courses related to interns’ official duties is in PL 410-01.
XII. [bookmark: _Toc340581594]REFERENCES
· 5 CFR Part 213 – Excepted Service
· 5 CFR Part 362 – Pathways Programs, Subpart B – Internship Program
· 5 CFR Part 842 – Federal Employees Retirement System – Basic Annuity
· 5 CFR Part 870 – Federal Employees’ Group Life Insurance Program
· 5 CFR Part 890 – Federal Employees’ Health Benefits Program
· 5 U.S.C. Section 2301 – Merit System Principles 



/s/ Roy B. Fox

Roy B. Fox
Chief Human Capital Officer


Attachments (1):  Attachment A – Pathways Participant Agreement

BPA Personnel Letter 362-01
Human Capital Management
November 13, 2012
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[bookmark: _Toc340581595]ATTACHMENT A – PATHWAYS PARTICIPANT AGREEMENT




BPA Pathways Internship Program Participant Agreement

	Appointee’s Full Name: 


	Appointing Agency/Sub-Agency:



	Appointment Date (s):
	Work Schedule:

	
Entrance on Duty (EOD) Date : 

___________________________________

Appointment Not to Exceed (NTE) Date: 

___________________________

Program NTE Date: 

____________________________________________
 
	
Monday          ________________________________
Tuesday          ________________________________
Wednesday     ________________________________
Thursday        ________________________________
Friday             ________________________________


	Position Title, Series and Grade



	Pay

	Target Position (Title, Series Grade and Bargaining Unit)



	Eligible for career ladder advancement/promotion (check one)  _____Yes           _____No

	Intern’s Responsibilities (refer to PL 362-01 for additional guidance):
	Hiring Official’s/Supervisor’s Responsibilities (refer to PL 362-01 for additional guidance):

	
· Provide proof of enrollment as necessary
· Notify the agency of any change in your enrollment status and/or work schedule
· Maintain at least a half-time course load as defined by the educational institution
· Remain in good academic standing
· Maintain a GPA of 2.5 on 4.0 scale or equivalent and above 
· Adhere to an established work schedule
· Adhere to the Intern Program requirements
· Participate in agency training classes or programs 
· Perform, successfully, the assigned duties listed in your position description
· Observe all workplace rules

	
· Complete a Participant Agreement with each Intern
· Verify enrollment and eligibility for continued participation in the Program
· Provide  information on the Intern Program requirements
· Identity job duties and responsibilities; provide a copy of the position description. 
· Provide information on any special training requirements
· Identify performance goals and evaluation criteria 
· Establish a mutually agreeable work schedule that does not interfere with the Intern’s academic schedule
· Supervise daily work activities of the Intern


	
	· If position offers conversion to the competitive service, identify the eligibility requirements for conversion and ensure your Intern is converted within the applicable timeframe (120 days from completion of all academic requirements).
· Provide regular, ongoing feedback and coaching 


	Work Assignments  (Enter brief description of duties or attach a position description)

	










	Program Requirements  (Enter requirements for continuation and successful completion of Program, including any work group specific requirements, as applicable)

	










	Training Requirements  (If applicable)

	









	Mentoring (Suggested for Interns on appointments lasting more than 1 year)

	











	Evaluation Procedures (Interns serving on appointments expected to last more than 120-day are covered by Personnel Letter 430, BPA’s Performance Planning and Review System)

	









	Minimum Eligibility Requirements for Noncompetitive Conversion (if any).  (Include any specific requirements for your organization)

	
To be eligible for conversion to the competitive service, an Intern must:
· Be a U.S. citizen.
· Successfully complete academic course of study.
· Complete a minimum of 640 hours of work experience under the Internship Program.
· Meet the OPM Qualification Standard for the position the Intern may be converted to.
· Maintain acceptable performance under the BPA’s approved performance management system.
· Receive favorable recommendation for conversion from supervisor.

It is important to remember that eligibility for conversion does not guarantee that BPA will decide to opt for conversion.


	
SIGNATURES:



Intern:



	                                                 Print Name
	Signature                                                                                           Date

	
	

	


Hiring Official/Supervisor:


	

	                                                   Print Name
	Signature                                                                                          Date

	
	

	
	

	


Student Program Coordinator:


	

	                                                  Print Name
	Signature                                                                                          Date
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