SUMMER EMPLOYMENT PROGRAM

Preparation of RPAs  

RPAs should be submitted in accordance with established procedures in your district.  For specific appointment type; Nature of Action and required forms see the “Type of Temporary Appointment / Required Forms / RPA Information” section.  Sample Gatekeeper checklists are attached.

Please make sure that the RPA and Gatekeeper checklist are completely filled out to avoid a delay in processing.  

The following is pertinent information commonly overlooked when submitting RPAs: 

     *  Type of action requested:  Recruit/Fill
     *  Proposed effective date:  complete on each RPA

     *  Work schedule: Full Time or Part Time 

    (If Part Time, please include the applicant’s proposed tour      of duty and part-time hours in the “Gatekeeper Supplemental Position Data” section).

*  Include the position number on the Gatekeeper checklist.

RPAs with incomplete documentation must be returned by the CPOC to the initiator.

Start / End Dates and Notification for employee to begin summer work.

Summer Employees may report to work: Only after CPAC has extended job offer and established a report date.  

   Note: Once the CPOC in Ft. Riley verifies the candidate’s qualifications and clears the “Stopper” list, they will notify the CPAC to make a job offer and set a tentative entrance on duty (EOD) date.  The EOD date will be tentative pending receipt of supporting documents (supporting documents should be sent to CPOC) and passing of physical examination, Standard Form 78, if applicable.

NOTE: Do not allow any employee to start work until you are 

             notified to do so by a representative from the  CPAC.  

             The CPOC will not give approval for employees to start

             work until they receive the following appointment 

             documents:  

1. Application for Employment (SF-171, OF-612, Resume) for

     those candidates NOT applying under the announcement.

2. Copy of official college/university transcripts or proof of enrollment (or letter of intent to attend school) for a Student appointment, if applicable.

3. DD 214 for Veterans Preference, if applicable.

Physical Examinations 

1. As required by Management for maintenance and laborer 

Positions (indicate in “Remarks” on the Gatekeeper checklist whether this is required).

2. Not required on those candidates who have a medical     examination on file in the district Safety Office.

Job Descriptions

The common job descriptions indicated below may be used  (please review descriptions for applicability to your needs).
	POSITION
	SERIES
	GRADE
	JOB NUMBER

	Park Ranger


	GS-0025


	01
	AH303

	
	
	02
	AH500

	
	
	03
	AH499

	
	
	04
	AH498

	
	
	05
	AA265

	
	
	07
	08524

	Clerk


	GS-0303


	01
	AH324

	
	
	02
	AH389

	
	
	03
	AH468

	
	
	04
	AH201

	Office Automation Clerk


	GS-0326


	01
	AG718

	
	
	02
	AH505 

	
	
	03
	AD628

	
	
	04
	AE707

	Engineering Aid
	GS-0802
	01
	AH466

	
	
	02
	AH465

	
	
	03
	AH464

	Engineering Technician


	GS-0802


	04
	AH463

	
	
	05
	AG767

	Laborer


	WG-3502
	01
	AE942

	
	
	02
	AH447

	
	
	03
	AH083

	Maintenance Worker
	WG-4749

WG-4749
	05
	AF882

	
	
	06
	06415


Type of Temporary Appointment / Required Forms / RPA Information.

______________________________________________________________________________

Summer Rehire 
(A candidate management is interested in hiring who has previous summer work experience in the Federal government.  This candidate is NOT required to apply under the summer announcement in order to be selected at the same grade previously held – if applying for a higher grade than previously held, candidate MUST apply under the announcement.) 

Required Forms (Send originals to:  CPOC POC and a copy to CPAC POC- see last page)

1.  Application, OF612 or SF171, or resume

1.  Standard Form (SF) 50, Notice of Personnel Action, from 

     previous summer employment.

  Note:

1.  Place RPA number on each required form listed above.
2.  Rehire applicants can only be placed in the same grade level

    previously held.

___________________________________________________

Name Request or Referral List Selection
(A candidate management is interested in hiring who has no Federal summer employment experience or non-student candidates who have previous Federal summer employment experience and are applying for a higher grade than previously held.  This candidate MUST apply under the summer employment announcement - must compete and be referred - in order to be selected).  Rule of three and veterans preference applies.  For each vacancy you may consider only the first three candidates for appointment.  You may not choose a non-preference eligible ranked below a preference eligible candidate.
Required Forms see Vacancy Announcement.

 Note: 

Name requests based on non-competitive authorities, i.e., VRA, 30% Disabled Veterans, EO 12721 eligibles (EO 12721 allows appointment based on service overseas while a family member of a civilian employee, a nonappropriated fund employee, or a uniformed service member who is serving overseas), reinstatement eligibles, etc., will require application/resume and applicable documentation to verify eligibility (DD214, SF-15 with supporting documentation (if claiming 10 point veteran preference), SF-50s verifying appointment eligibility (if claiming EO 12721 and reinstatement eligibility))

___________________________________________________

Student Temporary Employment Program Appointment (STEP)
(A student candidate that management is interested in hiring. 

 This candidate is NOT required to apply under the summer announcement in order to be selected.)
Required Forms (Send originals to:  CPOC POC and a copy to CPAC POC- see last page)

1. Application OF612, SF171, or resume

2. Copy of official college/university transcript(s) or Proof of  

enrollment in school (or letter of intent to attend school).  Official transcripts for the spring semester should be sent to CPOC as soon as the student receives it.

3. Latest copy of  SF 50, Notice of Personnel Action, from  

previous summer employment, if applicable.

Note:

  Place RPA number on each required form listed above.

___________________________________________________

Summer Employment Program POC’s
CPAC POC’s: 

The following individuals are the POC’s for the summer program.  They will receive copies of documentation and copies of the Request for Personnel Action (RPAs) and can answer specific questions pertaining to RPAs submitted.

Lula Cobb  817-886-1199,  Fax: 817-886-6418 or 6419 – Little Rock District
Rena Whitlock  817-886-1194, Fax: / 817-886-6418 or 6419 – Fort Worth District and Galveston District

Brenda Maxwell  817-886-1172,  Fax: 817-886-6418 or 6419 – Tulsa District

CPAC address (to send copies of RPAs and forms):

USAED, Southwestern

P.O. Box 17300

(819 Taylor Street)

ATTN: CESWD-HR, Rm 2A14 (Summer POC)

Ft. Worth, TX 76102-0300

CPOC (Ft. Riley) POC:

Tina Newbanks

CPOC address:  (Overnight Mail Recommended)

Department of the Army

SWCPOC

Staffing & Services Division

301 Marshall Avenue

ATTN: BIN 11 – Tina Newbanks (Summer Documents)

Ft. Riley, KS 66442-5004

Double click the attached icons for sample Gatekeeper checklists
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