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.01 Purpose. This Manual provides Bureau of Land Management (BLM) officials and employees
with instructions and guidance concerning temporary and seasonal appointments and benefits. It
describes the policies, procedures, and systems used for the Bureau’'s Temporary and Seasonal
Employment Program, and provides instructions and guidance for making initial appointments and
noncompetitive rehires. For purposes of this Manual, temporary employment is employment in a
short-term position, one that is not expected to last longer than 1 year. Seasonal employmentis
employment in a position performing annually recurring work that lasts lessthan 6 months
each year. Theinformation found in this manual appliesto the following excepted service
appointing authorities provided by the Office of Personnel Management (OPM) and the subsequent
noncompetitive rehire of former gopointees:

A. 213.3112(a)(4). Temporary, intermittent, or seasond field assistants a& the GS-7 level, orits
equivalent and below, in such areas as forestry, range management, soils, engineering, and fishery
and wildlife management, and with surveying parties. Employment under this authority may not
exceed 180 working days a year.

B. 213.3112(a)(5). Temporary positions established in the field service of the Department of the
Interior (DOI) for emergency forest and range fire prevention or suppression and blister rust control
not to exceed 180 working days ayear. Employees may work as many as 220 working days ayear
when employment beyond 180 days is required to cope with extended fire seasons or sudden
emergencies such asfire, flood, storm, or other unforeseen situations involving potential loss of life
or property.

.02 Objectives. The objective of this Manual isto provide for the orderly and efficient appointment
of aids and technicians to perform temporary and seasona work using the above appointing
authorities.

This manual does not apply to positions filled using other general excepted service appointing
authorities such as Student Temporary Employment Program or Handicap Employment Program. It
also does not apply to competitive service career seasonal and temporary appointment authorities.
However, managers and supervisors may want to consider these other appointing authorities to meet
their seasonal and temporary employment needs.
.03 Authority. Authority for this program comes from the following sources.

A. 5CFR 213, Excepted Service

B. 5CFR 339, Medical Qualifications Determinations

C. 370 DM 213, Excepted Service
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.04 Responsibility

A. The Director and Deputy Director have overall responsibility for the temporary and seasonal
employment program. Thisresponsibility is exercised through the Assistant Director, Human
Resources Management.

B. The Assistant Director, Human Resources Management, exercises policy guidance in the
development and gperation of this program and its integration with other human resources systems
and Bureau operations.

C. The Director, National Human Resources Management Center is responsible for planning,
developing, and implementing the program; providing policy advice and guidance; and making
recommendationsfor improvements or modifications.

D. State and Center Directors are responsible for operating the program in their respective
jurisdictions, making recommendations for improvements or modifications and participating in
evaluating its effectiveness.

E. Servicing Personnel Officers (SPOs) are responsible for assuring that the program is operated
in accordance with established regulations, policies, and procedures, and that the employment
program adequately meets the human resource needs of the various program areas.

F. Equal Employment Opportunity Officers (EEOQS) are responsiblefor assisting managers,
supervisors, and SPOs in recruitment and outreach efforts.

G. State Fire Management Officers are responsible for devel oping a state Strategic Recruitment
Plan, which will incorporate plans developed at the District/Field level.

H. Managers and Supervisors are responsible for:

1. Recruiting to attract a pool of qualified applicants that reflects gender and cultural
diversity.

2. Preparing a straegic recruitment plan describing the projected number, types, locaions,
and dates of positionsto befilled.

3. Determining the sdective factorsto be used in screening applicants for positions.

4. Following established procedures for submitting requests for referral for vacancies and
reporting on selections made.

5. Making selectionsin accordancewith established pdicies, procedures, and regulations.
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6. Assuring that employees are fully and properly utilized in accordance with the position
and grade level they are assigned.

7. Assuring that employees are advisad of the rules and regulations governing their
employment, including those regarding conduct, responsibility, and safety.

.05 References and Related Programs.

A. References.
1. 5CFR 211, Veterans Preference
2. 5CFR 213, Excepted Service
3. 5CFR 302, Employment in the Excepted Service
4. 5CFR 310, Employment of Relatives
5. 5CFR 339, Medica Qualifications Determinations
6. 5 CFR 810, Injury Compensation
7. OPM Operating Manual for Processing Personnel Actions
8. OPM Operating Manual for Qualifications Standards for General Schedule Positions
9. DOI Personnel Bulletin No. 98-4, dated Dec 11, 1998
10. 370 DM 213, Excepted Service
11. 370 DM 302, Employment in Excepted Service

B. Related Programs. The following sources contain information on related employment
programs that use may be more appropriate than the excepted service authority in 5 CFR 213.

1. 5CFR 316, Temporary and Term Employment
2. 5CFR 332, Recruitment and Selection Through Competitive Examination

3. 5CFR 340, Other than Full-Time Career Employment (Part-Time, Seasonal, On-Call,
and Intermittent)

BLM MANUAL Rel. 1-1662
Supercedes Rel 1-1552 8/16/99



.06
1400-302 - TEMPORARY AND SEASONAL EMPLOYMENT

.06 Poalicy. The policy of the Bureau is to ensure that the temporary and seasonal employment
program isimplemented in accordance with all governing regulations. Managers must ensure that
there is no discrimination in selection due to race, color, sex, age, national origin, religion, disability,
marital status, political affiliation, or sexual orientation. Appointing officials must inform candidates
for temporary and seasonal employment of general living conditionsin the area and, if applicable,
the availability, condition, physical arrangement, and rental rate of the Government housing to which
they are assigned. Care must be taken to ensure that all candidates for a particular position are
apprised of those conditions and that, after being hired, employees (male and female) are provided
substantially equal facilities and rental subsistence in government housing.

.07 Files and Records Maintenance. All files and records must be maintained and disposed of in
accordance with the combined BLM/General Records Schedule 1, Item 15. These records are
nonpublic records, so, a Freedom of Information Act request is required for any member of the
public to gain access to the records. These records are covered under the Privecy Act System Notice
Interior/OS-79. All records must be maintained for a period of 2 years from the closing date of the
recruitment with the servicing personnel office. Thisincludesall applications, referral lists, and

sel ection documentation.

.08 Background.

A. ThisManual provides BLM officials and employees instructions and guidance concerning
the use of DOI excepted service Schedule A appointing authorities, specifically 213.3112(a)(4) and
213.3112(a)(5). It describes thepolicies, procedures, and systems to be used for the program and it
provides instructions and guidancefor making initial gopointments and noncompetitive rehiresinto
the excepted service.

B. On September 13, 1994, OPM issued new regulations regarding temporary employment.
These regulations changed the rules regarding temporary and seasonal employment in the excepted
and competitive services, limiting the total amount of time atemporary employee can work.

C. Infiscal year 1998, OPM conducted areview of DOI’s personnel management program,
including BLM’s program. Temporary and seasonal employment were part of their review. In their
report to the Department, OPM identified a number of concerns regarding the use of temporary and
seasonal appointment authorities throughout the Department.

D. ThisManua was written to include a variety of recruitment methods and to integrate the
changes mandated by OPM into the standard practices the Bureau follows in meeting its mission
requirements. It also addresses the concerns OPM identified in 1998.
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.09 Definitions.
A. Temporary positions. Temporary positions under the Schedule A appointing authorities are
short-term positions that are not expected to last longer than 1 year. Under these appointing

authorities, actual work timeis limited to 180 working days, including overtime and holidays, during
the year. There are two exceptions to these time limits.

1. First, atemporary position filled under 213.3112(a)(5) can be extended to 220 working
daysin a calendar year when employment beyond 180 daysis required to cope with extended fire
seasons or sudden emergencies such asfire, flood, storm, or other unforeseen situations involving
potential loss of life or property.

2. Second, an agency may not fill any position (or its successor) by any temporary
appointment in Schedule A, B, or C if tha position has been filled by temporary appointment(s) in
either the competitive or excepted service for an aggregate of 2 years, or 24 months, within the
preceding 3-year period, nor can atemporary position be filled beyond 3 years. If the positionis
needed beyond 3 years, it is either a seasonal, term, or permanent position and must be filled in
accordance with the appropriate regulation. Temporary positions by definition, do not indude
annually recurring work.

B. Seasonal positions

1. The CFR defines seasonal positions as positions involving annually recurring periods of
work of lessthan 12 months each year. Seasonal employment allows an agency to develop an
experienced cadre of employees to perform work that recurs predctably from year to year. Asa
result, career (permanent) seasonal is appropriate when the work is expected to last at least 6 months
during a calendar year. Thistype of employment is covered by 5 CFR 340.

2. Recurring work that lastslessthan 6 months each year, excluding training, is normally
best performed by temporary employees. While annually recurring work of less than 6 monthsis
seasona work by definition, both Schedule A temporary appointment authorities — 213.3112(a)(4)
and 213.3112(a)(5) — can be used to fill these positions.

3. SPOs must ensure that employees appointed to seasonal positions using these appointing
authorities work less than 6 months each service year, excluding training. According to5 CFR
213.104(b)(3), an individual may be in training status for up to 120 days following initial
appointment and up to 2 weeks a year thereafter following reappointment. Seasonal employees hired
using these authorities must be separated before they have completed 6 months of work, excluding
training. Training is tracked using FPPS Hours Code TRN.
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C. Term positions. Term positions are temporary positions that are expected to last more than 1
year but lessthan 4 years. These positions are filled using the term appointment authority described
in5 CFR 316. Term employees can be assigned to full-time, part-time, intermittent, or seasonal
work schedules.

D. Serviceyear. The service year isthe 12-month period that begins on the date of the
employee’sinitid appointment with the Department.

E. Working days. Working days are days for which the employeeis paid for service, leave, or
holidays. For example, an employeeworking 1 hour a day for 8 days uses 8 working days, not 1
work day. An employee working 8 hours of regular time and 8 hours of overtime in asingle day Hill
uses 1 working day. Days on which the employee does not work, such as Saturdays and Sundays, do
not count toward the limit on working days. Annual leave covered by alump-sum leave payment
does not count toward the limitation.

F. Intermittent positions.

1. Intermittent positions are positionsin which works recurs at sporadic or irregular
intervals so that an employee’ s tour of duty cannot be scheduled in advance of the administrative
workweek. To be eligible for unlimited rehire, an intermittent employee is limited to 1,039 hours of
work, excluding overtime and training, during a service year.

2. SPOs must ensure tha employees appointed to intermittent positions using these
appointing authorities work less than 1,039 hours each service year, excluding overtime and training.
According to 5 CFR 213.104(b)(3), an individual may bein training status for up to 120 days
following initial appointment and up to 2 weeks a year thereafter following reappointment.
Intermittent employees who are hired using these authorities must be separated before they have
completed 1,040 haurs of work, excluding training and overtime. Training istracked using FPPS
Hours Code TRN.
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.1 Positions Covered. The Temporary and Seasonal Employment Program covers aid and

technician positions GS-2 through GS-7, and wage positions WG-7 and below. These are normdly
referred to as IGS (Interior General Schedules) and IWG (Interior Wage Grade) to distinguish them
from regular GS and WG positions.

.11 IGS Position Title and Series. The following isalisting of the IGS temporary and seasonal

positions by title and series.

A.
B.

Archaeology Aid/Technician, IGS-102
Biological Aid/Technician, IGS-404 (in the following specialties: Wildlife Plants,

Fisheries, Sails)

AT IOMMOO

Cartographic Aid/Technician, IGS-1371

Engineering Aid/Technician, 1GS-802

Forestry Aid/Technician, 1GS-462 (Non-Fire and Fire)
Hydrologic Aid/Technician, IGS-1316

Physical Science Aid/Technician, IGS-1311

Range Aid/Technician, IGS-455 (Non-Fire and Fire)
Realty Aid/Technician, IGS-1101

Recreation Aid/Technician, 1GS-025

Surveying Aid/Technician, IGS-817

.12 IWG Position Series The following is alisting of the IWG temporary and seasonal positions

by series.

OZErAS~"IOMMUOD»

IWG-2064
IWG-3502
IWG-4749
IWG-4816
IWG-4840
IWG-5001
IWG-5035
IWG-5048
IWG-5413
IWG-5703
IWG-5716
IWG-5823

. IWG-6907

IWG-7404
IWG-7408
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.13 Position Descriptions.

A. IGS
1. All temporary/seasona appointees must be assigned to a position description (PD).

The standardized temporary/seasonal PDs issued March 8, 1989, for General Schedule positions,
Appendix 1, should be used for IGS positions filled using the Schedule A, 213.3312(a)(4) and
213.3112(a)(5) appointing authorities. An amendment may be used, if necessary, to reflect the
functioning of the program in that location. Other applicable PDs, such asthe OPM and DOI
approved PDs for primary and secondary coverage for firefighters, may also be used. However,
every effort must be made to use the standardized PDs.

B. IWG: States/Centers are required to prepare PDs for IWG positions.
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.2 Eligibility and Qualification Reguirements.

.21 Eligibility Requirements. Employees must meet the following eligbility requirements:

A. Citizenship. U.S. citizenship isrequired by the DOI Excepted Service Qualification
Standards.

B. Suitability. Suitability determinations must be made on temporary and seasonal
employees. National Agency Check and Inquiries (NACIs) are required if the person is appointed
for (or extended to) 180 days or more.

C. AgeRequirements Employees assigned to firefighting, hazardous, or other extremely
arduous positions must be at least 18 years of age. Employees assigned to positions that require the
operation of amotor vehicle must al be at least 18 years of age. Consult and comply with
applicable Fedeal and State labar laws.

.22 Qualification Standards for Appointments Under Schedule A, 213.3112(a)(4) and
213.3112(a)(5).

A. Appendix 2 isthe DOI qualification standard for general schedule positions (other than
fire) while Appendix 3 isthe DOI qualification standard for general schedule fire positions.
Appendix 4 isthe DOI qualification standard for wage grade positions. These standards have been
approved by the Department for BLM use. No changes to these standardsmay be made unless
approved by the Washington Office and the Department. To differentiate these standards from
traditional standards and to identify positions covered by these standards, they will be referred to as
|GS as opposed to GS and IWG as opposed to WG.

B. These standardsare used to determine basic eligibility for IGS and IWG positions. Basic
eligibility is determined by comparing the applicant’ s education and experience with the approved
excepted service qualification standard. Applicants who meet basic eligibility requirements may be
further screened by using seledive factors.

C. Specific education and/or experience requirements essential to successful performance of
the duties of individual positions are defined as selective factors. Selective factors are generally used
for positions at IGS-5 and above. Selective factors are in addition to minimum qualifications and
must be job related.
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.23 Medical Reguirements.

A. The basic medicd requirement for all seasonal positionsis that qualified applicants must
be physically able to perform the duties of the position and not be a hazard to themselves or others.
The arduous/hazardous fire positions — smokejumpers and firefighters — have more stringent
medical requirements. The medical requirements are described in IM OF& A 98-010 dated
March 20, 1998, Wildland Firefighter Medical Examinations:. Interim Policy.

B. Pilots must also meet more stringent medical requirements. These are outlined in the
OPM Qualification Standards.

C. According to 5 CFR 339, agencies are required to pay for pre-employment physicals for
competitive service applicants. The Department requires the Bureaus to pay for pre-employment
physicals of applicants for these excepted serviceauthoritiesaswdl. Thisensures tha all
applicants, regardless of their current financid situation, will be considered for employment.

.24 Drug Testing. Temporary and seasonal employees in test-designated positions may be
required to have a drug test under the Department’ s Random Drug Testing Procedures. If a position
israndomly selected for drug testing, then the applicant tentatively selected for this position must
pass the drug test before they can enter on duty. Pending the drug testing results, applicants will be
considered tentatively selected.
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.3 Hiring Procedures. The Bureau has three procedures for hiring temporary and seasonal
employees under the excepted authoritiesin Schedue A, 213.3112(a)(4) and (a)(5). Use of these
procedures ensures that all referred applicants meet the appropriate qualificetion standard, that
veterans' preference is properly considered, and that selectees are eligible for rehire. States and
Centers may: (1) use their state employment offices to recruit, receive applications, qualify, rank,
and certify applicants; (2) use OPM to perform thesefunctions; or (3) use internal procedures to
recruit, receive, qualify, rank, and certify applicants. They may also use a combination of the three
methods if that best meets their needs.

.31 State Employment Offices (SEQOs).

A. Regulatory Requirements. Because SEOs must mest a number of Federal requirements
in helping to hire temporaries, and seasonal DOI employees that they would otherwise not have to
consider, it isincumbent upon the SPOs to ensure that SEOs are aware of specific rules and
regulations, and that these rules and regulations are properly applied:

1. Proper Application of Veterans' Preference. Not all veterans are eligible for vaerans
preference. Therefore, the SPO must ensure that all SEOs are provided information regarding
adjudicating veterans' preference. Qualified applicants must be referred in veterans' preference
order asoutlined in 5 CFR 302. Questions regarding the proper application of veterans' preference
must be adjudicated by the SPO.

2. Record Retention. In accordance with Bureau policy (General Records Schedule 1,
Item 15, for Personnel Records), all records must be maintained for a period of 2 years from the
closing date of the recruitment. Thisincludes all applications, referral lists, and selection
documentation. If the SEO is unable or unwilling to retain these records for this length of time, the
records must be transferred to the appropriate SPO within the Bureau.

3. Qualification Standards. SEOs must be provided with and required to use the
appropriate qualification standard.

B. Application Procedures.

1. Application is made by contacting an SEO to register for work in one or more
occupations. Both the Bureau and SEOwill provide information on application procedures. This
information should also be included on the Bureau’ s website career page.
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2. Unlessthe SEO has a specific application form, applicants may submit either a
resume, an Optional Application for Federal Employment, OF-612, or an Application for Federal
Employment, SF-171. Applicants should also be requested, though not required, to submit a
DI 1935, Applicant Background Survey form. To claim 5-point veterans preference, goplicants
must submit a DD-214, Certificate of Release or Discharge from Active Duty, or equivalent. To
claim 10-point veterans preference, applicants must attach an SF-15, Application for 10-Point
Veterans Preference, plus the proof required by that form.

3. Thereisno specified time period during which persons may apply for seasonal
positions. However, the SEO and the Bureau may establish application deadlines or cut-off dates for
certain positions and locations as necessary.

C. Recruitment Procedures.

1. Primary responsibility for recruiting rests with the individual managers and
supervisors who have seasonal positions. SEOs, SPOs, and EEOOs provide assistance to managers
and supervisors by aerting them to the fact that BLM has opportunities for seasonal employment.

2. SEOstypicaly follow their established methods to recruit candidates. These may
include: posting the announcement in their offices/automated systems and announcing vacancies
through newspapers, radio and television, and other media. Managers and supervisors should work
with their local SEOs to determine which methods they should be using to recruit candidates.

3. SPOs should supplement the recruitment efforts of managers, supervisors, and SEOs.
This could include participating in job fairs, providing information to partner organizations,
recruiting potential candidates at local colleges and universities, as well as partner schools across the
country, and placing recruitment information on Internet sites such as USAJOBS and the BLM
Careers page.

.32 Office of Personnel Management (OPM).

A. Regulatory Requirements.

1. Record Retention. In accordance with Bureau policy, General Records Schedule 1,
Item 15, all records must be maintained for a period of 2 years from the closing date of the
recruitment or in accordance with OPM procedures, whichever islonger.
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2. Qualification Standards. OPM must be provided with the appropriate Departmental
Qualification Standard and be required to use it.

B. Application Procedures. Application is madeby contacting OPM toregister for work in
one or more occupations. Both the Bureau and OPM will provide information on application
procedures. Thisinformation could also be included on the Bureau’ s website career page.

C. Recruitment Procedures.

1. Primary responsibility for recruiting rests with the individual managers and
supervisors who have seasonal positions. OPM, SPOs, and EEOOs provide assistance to managers
and supervisors by alerting them to the fact that BLM has opportunities for seasonal employment.

2. SPOs should supplement the recruitment efforts of the managers, supervisors, and
OPM. This could include participatingin job fairs, providing information to partner organizations,
recruiting potential candidates at local colleges and universities, aswell as partner schools across the
country, and ensuring that seasonal recruitment information can be found on Internet sites such as
USAJOBS and the BLM Careers page.

.33 Internal Procedures. States/Centers may choose to centralize the recruitment and hiring
process in the SPO or elect to have field offices take the lead on recruiting, referring, and seleding
applicants.

A. Regulatory Requirements.

1. Proper Application of Veterans' Preference. Not all veterans ae eligible for veerans
preference. Therefore, the SPO must ensure that all rating officials (e.g., managers, supervisors
personnel liaisons) are properly trained on adjudicating and applying veterans' preference Qualified
applicants must be referred in veterans' preference order as outlined in 5 CFR 302. Questions
regarding the proper application of veterans' preference must be adjudicated by the SPO.

2. Record Retention. In accordance with Bureau policy, General Records Schedule 1,
Item 15, all records must be maintained for a period of 2 years from the closing date of the
recruitment with the servicing personnel office. Thisincludesal applications, referral lists, and
sel ection documentation.

3. Qualification Standards. Rating officials must be provided with and required to use
the appropriate qualification standard.
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B. Application Procedures.

1. Application is madeby contacting the gppropriate BLM office to apply forwork in
one or more occupations. The Bureau will provide information on application procedures to anyone
contacting aBLM office. Thisinformation could also be included on the Bureau’ s web site career
page. Internal procedures should be established to ensure that each field office and SPO process
applications the same way.

2. Applicants may submit either aresume, an Optional Application for Federal
Employment, OF-612, or an Applicationfor Federal Employment, SF-171. Applicants should also
be requested, though not required, to submit a DI 1935, Applicant Background Survey form. To
claim 5-point veterans' preference, applicants must submit a DD-214, Certificate of Release or
Discharge from Active Duty, or equivalent. To claim 10-point veterans preference applicants must
attach an SF-15, Application for 10-Point Veterans Preference, plus the proof required by that form.

3. Thereisno specified time period during which persons may apply for seasonal
positions. However, the State/Center may establish application deadlines or cut-off dates for certain
positions and locations as necessary.

C. Recruitment Procedures.

1. Primary responsibility for recruiting rests with the individual managers and
supervisors who have seasonal positions. SPOs and EEOQOs provide assistance to managers and
supervisors by alerting them to the fact that BLM has opportunities for seasonal employment.

2. SPOs should supplemert the recruitment efforts of managers and supervisors. This
could include advertising positions inthe media, providing information to partner organizations,
participating in job fairs, recruiting potential candidates at local colleges and universities aswell as
partner schools across the country, and ensuring that seasonal recruitment information can be found
on Internet sites such as USAJOBS and the BLM Careers page. Partner organizations can be
particularly hdpful inidentifying nontraditional candidates.

.34 Passing Over Veterans. When a selecting official proposes to select a nonveteran ahead of a
veteran, the reasons for passing over the preference eligible must be approved and certified by the
SPO as having met justifiable reasons for pass over. These reasons must be related to the
gualifications of the veteran for the position. A copy of the reasons for pass over must be given,
upon request, to the preference eligible or a designated representative. Although OPM’s approval of
the pass over is not required, the reasons for it must be fully documented in case there is an audit or
inquiry. Additional information can be found in 5 CFR 302.
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4. Rehire Authority.

.41 Rehire Eligibility. To be eligible for rehire, the individual must have:

worked at least 60 calendar days in the previous year (season),

had at least satisfactory performance (or results achieved),

exhibited acceptable conduct, and

been hired by the Bureau under Schedule A authority 213.3112(a)(4) or 213.3112(a)(5).

If these conditions have been met, an individual has rehire eligibility and does not need to reapply to
another recruitment notice. However, re-employment is not guaranteed each year. Noncompetitive
rehireis one of anumber of options Bureau management can use to fill temporary and seasonal
vacancies.

42 Limits on Rehire Eligbility for Temporay Employees. A temporary employeeislimited to
24 months of servicein a 3-year aggregate (except when extended by OPM to meet an emergency
situation) in the same or successor position. There are no rules limiting the number of times a
seasonal employee can be rehired.

.43 Location and Grade Limitations.

A. Veterans. Former employees who meet the criteriain .41 above and are veterans may be
rehired in any seasonal position and at any grade level (GS-2 through GS-7 or equivalent) for
which they qualify and at any BLM field location. Such rehires may be made without regard to the
type of preference.

B. Nonveterans.

1. Former employees who meet the criteriain .41 above may be rehired in any seasonal
forestry, range, or survey position and at any grade level (GS-2 through GS-7) for which they
qualify and in any BLM field office location without regard to veterans' preference.

2. Former employees who meet the criteriain .41 above may be rehired in any seasonal
position, regar dless of seriesor pay plan, and at any grade level (GS-2 through GS-7 or
equivalent) for which they qualify at any BLM field office location in states where they have
previously competed for a seasonal appaointment, without regard to veterans' preference.
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5 Employee Benefits and Pay.

.51 Employee Benefits.

A. Temporary and seasonal employees are eligible for annual and sick leave if the
appointment is for 90 days or more and the employee is placed on aregular work schedule. They
also receive paid holidays. Temporary and seasonal employees having a not-to-exceed date of 1 year
or lessare not eligible for the Federal Employees Retirement System (FERS) or health insurance or
life insurance coverage. If atemporary employee’ s appointment is extended beyond 1 year, they are
eligible to enroll in the health insurance program.

B. Temporary and seasonal employees are covered by the Federal Employee’s
Compensation Act for injuries sustained in the performance of duties and may establish eligbility
for unemployment compensation.

.52 Pay. All temporary and seasonal employees are paid at the established rate for thier grade.
Premium pay may be authorized when appropriate.

.53 Payroll Deductions. Temporary and seasonal employees are subject to payroll deductions for
Federal income taxes, state income taxes based on the employee’ s duty stations, FICA tax, and
subsistence and/or quarters (when appropriate). Deductions may also be withheld for other benefits
for which employees may qualify.

.54 Direct Deposit. All temporary and seasonal employee paychecks will be deposited directly
into their personal account, unless one of the following circumstances apply.

A. No Financial Institution. Paychecks for employees who certify that they do not have an
account at any financial institution will be mailed to their official correspondence address.

B. Undue Hardship. Employees who, because of an undue hardship, have had the direct
deposit requirement waived by the Assistant Director, Business and Fiscd Services, will have their
paychecks mailed to their officid correspondence address.
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.6 Employee Performance and Discipline.

.61 Performance Evaluation. Performance evaluations are required for all temporary and
seasonal employees who work 60 days or more, in part to determine rehire eligibility. Each
employee must be advised during orientation that their performance will be appraised during
employment and must be told the purpose of the appraisal. Each employee must also be provided a
copy of their performance standards within 30 days of appointment. The DI-2002, Employee
Performance Plan and Results Report (EPPRR), may be used to document performance. The
EPPRR has two ratings. a“results achieved” or “resultsnot achieved.” Supervisors should discuss
performance with their employees periodically. If asupervisor would not recommend rehiring an
employee because of their work performance, the performance evaluation must be fully documented
to show the reason. Temporary and seasonal employees whose performance is rated as “results not
achieved” should be removed. The supervisor should contact the SPO as soon as they become aware
of a performance problem.

.62 Discipline. Disciplineis both aserious and a delicate matter. Prior to taking a disciplinary
action, the supervisor must discuss theissue with their SPO. Disciplinary actions are taken bath to
correct offending employees and maintain discipline and morale among the other employees. There
are varying kinds of disciplinary measures that may be used to correct an employee’s conduct or
behavior. However, any measuretaken must directly relate to the severity of the problem. Thereisa
range of disciplinary actions, from oral or written admonitions to written reprimands, suspensions,
demotions, and removal. Care must beexercised in using these various adions; the use each is
specifically defined by regulations.

.63 Serious Miscondud. Supervisors should contact the SPO as soon as they become aware of a
serious misconduct problem. SPOs are responsible for assuring that procedural requirements are met
when considering removal or discharge actions against temporary or seasonal employees. Most
actions can be finalized by the SPO. Prior Bureau or Departmental level approval is not required for
termination of employees for failure to report to work or for poor work performance. However,
SPOs must be aware that there are specific circumstances that do require Bureau and Departmental
involvement.
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APPENDIX 2

DOI QUALIFICATION STANDARDS FOR GENERAL SCHEDULE POSITIONS (other
than fire)

Excepted-Qual Std. No. 250 (Revised)
Approved: September 12, 1989
Schedule A, 213.3112(a)(4)

Aid/Technician Positions

Archaeology, Biology, Cartography, Engineering, Forestry, Physical Science, Hydrology, Range,
Recreation, Realty, and Survey.

All Grades: Must be acitizen of the United States; must be at least 18-years old to be employed in a
hazardous position.

GS-2: No experience requirement.

GS-3. Six (6) months of any kind of work experience; or 45 quarter/30 semester hours credit of
college or technical school education; or a combination of work experience and college or
technical school education.

GS-4. Twelve (12) months of related experience, e.g., in forestry, engineering, biology, etc., or 90
guarter/60 semester hour credits of college or technical school education; or a combination of
work experience and college or technical school education. Six (6) of the twelve months of
related experience must have been equivalent

GS-5: Twelve (12) months of related work experience that demonstrates the ability to perform the
duties of the position without more than normal supervision; or 180 quarter/120 semester
hours credit of college or technical school education; or a combination of work experience
and college or technical school education.

GS-6: Twelve (12) months of related work experience that demonstrates the ability to perform the
duties of the position without more than normal supervision; or 12 quarter/9 semester hours
credit of graduate education directly related to the work of the position.

GS-7: Twelve (12) months of related work experience that demonstrates the ability to perform the
duties of the position without more than normal supervision; or 24 quarter/18 semester hours
credit of graduate education directly related to the work of the position.

BLM MANUAL Rel. 1-1662
Supercedes Rel 1-1552 8/16/99



Appendix 3-1

1400-302 - TEM PORARY AND SEASONAL EMPLOYMENT
APPENDIX 3

DOI QUALIFICATION STANDARDS FOR GENERAL SCHEDULE FIRE POSITIONS
Excepted-Qual Std. No. 215 (Revised)

Approved: December 15, 1994
Schedule A, 213.3112(a)(5)

Range/Forestry Aid (Fire Control), GS-455 & 462-2/3
Range/Forestry Technician (Fire Control), GS-455 & 462-4/5/6/7
Forestry Technidan (Smokejumper), GS-462-5/6/7

All Grades: Must be acitizen of the United States. Must be at least 18 years old to be employed in a
hazardous position.

Description of Work:

The incumbents of these positions perform duties that involve varied work in wildland fire control
such as fire engine crew member, helitack, smokejumper, air attack, prevention, detection, logistical
support, dispatching, etc. Incumbents may perform as afirst-line supervisor (crew boss) on large
fires and/or support projects. Operation and maintenance of various hand and power toolsis
required. Most positions will require the operation of motor vehicles. Work isroutinely performed
In mountainous terrain conditions.

Smoke jumper positions, in addition to the above, are required to make parachute jJumps over
mountainous terrain and other hazardous areas, landing in timber and other rough and precipitous
landscapes.
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Experience Requirements:

APPENDIX 3

Range/Forestry Aid/Technician

GS-455/462-2/3/415/6/7

Candidates must have had experience as described below.
(Education may be substituted for general experience.)

Grade General Experience Specialized Experience Total Experience
(seasons) (seasons) (seasons)
Wildland Fire
Suppression
GS2 1 None 1
GS3 2 None 2
GS4 2 1 3
GS5 2 2 4
GS-6 2 4 6
GS7 2 6 8

General Experience: (1) Any type of work that demonstrates the applicant’s ability to perform the

work of the position, or (2) experience that provided afamiliarity with the subject matter or
processes of the broad subject area of the occupation.

Specialized Experience: Experience involving some combination of work characteristic of fire

presuppression and/or suppression duties. Emergency firefighter experienceis given full credit.
Credit will also be given to urban firefighters where wildland fuels were involved.

Seasonal Experience: A season of experienceis considered to be afire season of continuous

employment from 3 to 6 months. Shorter periods may be combined to make a season, provided a
total of at least 3 month’s experience is obtained. For any period where the work exceeds 6 months,

the excess work is credited toward an additional season of experience.
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APPENDIX 3

Quality of Experience:

GS-4 one (1) season of specialized experience must have been comparable to GS-3 in the
Federal Service.

GS-5 One (1) season of the two (2) required of specialized experience must have been
comparable to GS-4 in Federal Service.

GS-6 Two (2) seasons of the four (4) required of specialized experience must have been
comparable to GS-5 in the Federal Service.

GS-7 Two (2) seasons of the six (6) required of specialized experience must have been
comparable to GS-6 in the Federal Service.

For any grade, the required amount of experience and/or education will not in itself be accepted
as proof of qualification for the position. The candidate’s record must clearly demonstrate the
ability to fully perform the duties of the position being filled.

Substitution of Education for General Experience only:

GS-2 Graduation from afull 4-year or senior high school may be substituted in full for the
experience requirements.

GS-3through 7  Successful completion of 1 academic year of post-high school education may
be substituted in full for the 2 seasons of general experience. This education
must have been obtained in an accredited business or technical school, junior
college, college or university for which high school graduation or the
equivalent is a prerequisite.
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Experience Requirements

Forestry Technidan (Smoke umper), GS-462-5/6/7

Grade Genera Experience Specialized Experience Total Experience
(seasons) (seasons) (seasons)
Wildland Fire
Suppression/
Smokejumping
GS5 2 1 3
GS6 2 2 4
GS-7 2 3 5

General Experience: General experience which is qualifying for other fire positionsis also qualifying
for smokejumper positions.

Specialized Experience:

GS5 One (1) season of wildland fire suppression experience (preferably as a membe of a Type
| Hot Shot Crew, a helitack crew, or afire engine crewman).

GS-6 Same asfor GS-5 smokejumper position, plus one (1) additional season of
smokegumping. Experience must have included 1) advanced safety training in wildland
fire suppression, fire behavior, safety, and first aid; 2) parachute jump training equivalent
to that received by smokejumpers employed by Federal agencies, and 3) performance of
actual jumps and firefighting under operational condtions.

GS-7 Sameasfor GS-5 smokejumper position, plus two (2) additional seasons of
smokejumping, one of which is at the GS-6 level. Experience is the same type as
described in GS-6 above.

Physical Reguirements for Fire Control and Smokejumper Podtions:

The duties of these positions normally require sustained, arduous physical exertion under rigorous
and unusual conditions. Persons appointed will be potentially subject to extreme physical danger
and to irregular and protracted hours of work. The health of individuals must be such that they have
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the capacity to meet demands for performance commensurate with the specific position they are
applying for. The physical requirement for the Forestry Technician (Smokejumper) series, as
specified in the OPM Qualification Standards Handbook, will be adhered to. Aninitial pre-
employment physical examination isrequired. Failure to meet any of the required medical
gualifications will be considered disqualifying for employment or a basis for termination of an
incumbent. Candidates and incumbents must successfully complete physical fitness tests of their
cardiorespiraory endurance and muscular fitness.
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DOI QUALIFICATION STANDARDS FOR WAGE GRADE POSITIONS
Excepted-Qual Std. No. 252

Approved: January 30, 1990
Schedule A, 213.3112(a)(4) & (8)(5)

Minimum Qualification Requirementsfor
Excepted ServiceTemporary Seasonal Wage Grade Positions
Equivalent to GS-7 and Below

The standards are approved for use by the Bureau of Land Management, to fill positions equivalent
to WG/IWG-T and below, in the following series:

WG/IWG-2064 WG/IWG-5001 WG/IWG-5716
WG/IWG-3502 WG/IWG-5035 WG/IWG-5823
WG/IWG-4749 WG/IWG-5048 WG/IWG-6907
WG/IWG-4816 WG/IWG-5413 WG/IWG-7404
WG/IWG-4840 WG/IWG-5703 WG/IWG-7408

For All Positions:

Must be a citizen of the United States

To be employed in a nonhazardous job, must be 18 years old or 16 years old and a high school
graduate; must be 18 years old before employment in a hazardous job.

All of the following must be shown in the goplication process:

Demonstrated ability to perform the work of the position without more than normal
supervision.

Knowledge of the tools, equipment, and/or machinery necessary to do the job.
Ability to follow oral and/or written directions, instructions, and guidance.

For L eader Positions:

Must have demonstrated ability to lead and/or supervise, in addition to the foregoing.
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