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25 October 2001                                    

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure E-02-01, for Filling Positions Through the Federal Career Intern Program  (Supersedes Previous SOP E-01-12)

1.  PURPOSE:  To establish procedures for using the Federal Career Intern Program (FCIP) to fill positions within the West Region.

2.  APPLICABILITY:  This guidance applies to managers, Civilian Personnel Advisory Centers (CPACs), and the West Civilian Personnel Operations Center (WCPOC).

3.  BACKGROUND:  The FCIP, created under EO 13162, is designed to help agencies recruit and attract exceptional individuals into a variety of occupations.  It is intended for use in any occupation that lends itself to a formal training/development plan with an entry grade level of GS-05, 07, or 09.  However, initial appointments may be made at other grade levels with an established training program with Office of Personnel Management (OPM) approval. 

Individuals selected for this program will receive an excepted service appointment not to exceed two years.  The Department of the Army may authorize an extension of the two-year appointment for up to an additional 120 days to cover rare or unusual circumstances.  OPM approval is required to extend internships for one additional year beyond the initial two years for additional training and/or developmental assignments.   Individuals who successfully complete all program requirements are eligible for conversion to a competitive service career or career-conditional appointment without further competition.  

 Candidate evaluation will include determining minimum qualification requirements in

 accordance with OPM’s Qualifications Handbook, ranking all eligible candidates to determine 

 best qualified candidates, and identifying applicable veterans’ preference.  Candidates will be  referred according to preference categories, e.g., preference and non-preference.  When filling positions covered under the Administrative Careers With America (ACWA), only candidates who have successfully passed the ACWA examination may be considered under the FCIP.  Candidates will be referred in numerical score order with applicable veterans’ preference applied.  OPM’s “rule of three” will only be applied in making selections for covered ACWA positions.  The Outstanding Scholar authority may not be used as an additional fill source under the FCIP.      
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During the internship period, employees may receive career promotions upon meeting all 

qualification requirements and recommendation from supervisor that performance is at least 

satisfactory.   

FCIP interns must be provided training and developmental opportunities to acquire the 

appropriate competencies needed for conversion.  These activities may include formal training 

classes, rotational or other job assignments, attendance at conferences and seminars, interagency 

assignments, etc.  A Training Plan must be developed to outline the type and duration of 

training and developmental assignments and performance requirements. 

     4.  RESPONSIBILITIES:

          a.  Manager will:

               (1) Initiate Request for Personnel Action (RPA) when they have identified a need to fill a

      position utilizing the FCIP program.

               (2) Forward any resumes they have received from individuals interested in being considered   

     for their position to the CPAC.

               (3) Ensure veterans’ preference is applied when making selections from FCIP referrals.

               (4) Initiate RPA to extend internship or convert employee to a career-conditional 

     appointment at least 2 pay periods before the termination date.  

               (5) Develop a Formal Intern Training Plan for selectee(s).

          b.  CPAC will:

               (1)  Issue FCIP announcement (sample at enclosure)

                     (a)  Announcement may be specific to one occupation, group of occupations, or any 

      combination identified by CPAC.

                         (b)  Announcement may be open continuously to facilitate continuous outreach or have a 

          specified open/close date (minimum open period is three days).

                     (c)  Post announcement in the CPAC as a minimum.

                     (d)  While there is no requirement to post announcement on CPOL or USAJOBS, 

      consider wider distribution of announcement to attract candidates for shortage category positions.  

      Contact WCPOC to post on CPOL/USAJOBS, when desired.
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                  (2) Accept applications from applicants and/or managers for those positions and locations covered by an open FCIP announcement they have issued; OR follow locally developed 

procedures for the initiation and distribution of FCIP announcements and acceptance of applications.

                  (3) Forward applications to the WCPOC and assure management has initiated and submitted an (RPA) when management has identified an individual for an internship.

                  (4)  Ensure an RPA is submitted to the CFD staffing team at least two weeks before the termination date of the internship if an extension of 120 days or less is required to cover rare or unusual circumstances.

                  (5)  Submit a written request to OPM for approval to extend internships for up to one additional year beyond the authorized two years for additional required training and/or developmental activities.

                         (a)  Advise the WCPOC CFD staffing team when such a request has been  initiated

                         (b)  Ensure an RPA and copy of the OPM approval is submitted to the WCPOC staffing team to process the extension. 

     c.  WCPOC CFD will:

                 (1)  Review application(s) received to ensure the applicant meets minimum Office of Personnel Management (OPM) qualification requirements, determine highly qualified candidates, and apply veterans’ preference, if applicable. 

                 (2)  Prepare a referral list.

                        (3)  Forward the referral list to the CPAC within two workdays of receipt of the application(s).

                 (4)  Process the action once the referral and any required supporting documentation  

has been received. 


Encl                                                                     MARY M. RODRIGUEZ































































































































































                                                                            Director, West Civilian Personnel

                                                                                 Operations Center
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DISTRIBUTION:

CPAC, Fort Huachuca, ATTN: ATZS-CP

CPAC, Yuma Proving Ground, ATTN: STEYP-CS-CP

CPAC, Sierra Army Depot, ATTN: SIOSI-CP

CPAC, Fort Irwin, ATTN: ADZJ-CPCPO

CPAC, POM DLI, ATTN: ATZP-CPO

CPAC, COE, South Pacific Division, ATTN: CESPD-HR

CPAC, White Sands Missile Range, ATTN: STEWS-RM-H

CPAC, COE Northwest Division, ATTN: CENWD-NP-HR

CPAC, COE, Portland District, ATTN: CENWP-HR

CPAC, Tooele Army Depot, ATTN: SIOTE-RSH

CPAC, Dugway Proving Ground, ATTN: STEDP-DBO-PCA-RP

CPAC, COE, Seattle, ATTN: CENWS-HR

CPAC, Fort Lewis, ATTN: 1 Corps: AFZH-CP

CPAC, COE, Walla Walla, ATTN: Personnel Officer

Chief, Customer Focused Division I

Chief, Customer Focused Division II

Chief, Information Systems Division

Chief, Management Support Office

Chief, Human Resources Development Division
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CIVILIAN  POSITIONS  WITH  THE  U. S.  DEPARTMENT  OF ARMY, WEST REGION

Federal Civilian Internships for – 

CPACs, if you wish to utilize this program,  please insert the occupational series (you may wish to include the position title also) you have identified for this program



CPACs – please indicate the timeframe your announcement will be open.  The announcement can be open continuous or for any specific timeframe for a minimum of 4 days.  

Promotion Potential: Promotion to intervening grades and the full performance level is contingent upon satisfactory completion of training requirements and continuous satisfactory performance.  

Vacancy Locations: CPACs, please identify the locations of the position or positions you wish to fill through FCIP.

Travel and relocation expenses MAY be paid.  CPAC, please modify as appropriate for your position.


If you are interested in being considered for a Federal Internship for the positions covered by this announcement, submit your resume and college transcripts if applicable to the Federal manager or CPAC office.  CPAC, please modify as appropriate for your installation.

U.S. Citizenship is required.

Brief Description of the Program:


The Federal Career Intern Program is designed to help agencies recruit and attract exceptional individuals.  Individuals selected from this program will be appointed to a 2-year internship.  Those individuals successfully completing the program may be converted to a permanent Federal position.  This program will provide men and women with an opportunity to learn the Federal system and the chance for challenging experiences.  Individuals employed under this program will be hired at grades GS-5 through GS-9 depending on their qualifications and the needs of management.   
Benefits:


Vacation and Sick Leave Program

Health and Life Insurance

Paid Federal holidays



Retirement Plan &401K Equivalent

Family Friendly Leave 



Cost of Living Increases

Other Information:

1) All candidates MUST be citizens of the United States. 

2) Male applicants born after December 31, 1959, are required to complete a Pre-Employment Certification Statement for Selective Service registration prior to appointment. Failure to comply may be grounds for withdrawal of an offer of employment, or dismissal after appointment.

For additional information about these positions please contact:  CPAC PLEASE INCLUDE YOUR POC AND TELEPHONE NUMBER HERE.

Your application package will as a minimum include your resume, but could also include any or all of the following:

· college transcripts if you are using your education to qualify for a position (the CPAC representative or manager will be able to advise you)

· a copy of your military discharge (DD-214) and if applicable, a SF-15, Application for 10-point Veterans Preference with the supporting documentation identified on the form if you have active duty military service.
Your complete application package will be accepted by: 

CPAC PLEASE INCLUDE YOUR MAILING ADDRESS HERE. 

The Federal Government is an Equal Opportunity Employer. 

Applicants will receive appropriate consideration without regard to non-merit factors such as race, color, religion, sex, national origin, marital status, sexual orientation except where specifically authorized by law, age, policies or disability which do not relate to successful performance of the duties of this position. Otherwise qualified applicants with disabilities who need reasonable accommodation may notify the agency Point of Contact on this announcement of their need. 
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