
Goddard Space Flight Center
Hiring Guidance

April 2010
(Due to changes in budget and Goddard missions, this policy may change at any time and will be updated to reflect such changes.)
Center Hiring Strategy
On February 23, 2010, each Directorate was issued an FTP/OTFTP (Full-Time Perm/Other Than Full-time Perm) FTE (full time equivalent) ceiling for FY10.  These ceilings include:

· FTE to cover Full-Time Perm (FTP), Part-time Perm (PTP) and Term employees 

· Pro-rated FTE to cover the Agency’s Early Career Hiring (ECHI) that were approved in FY09 (as appropriate),
· Student Program guidelines, and
· Overhires for directorates that have direct funding availability.

Directorates are expected to hire within their ceilings (unless approved for FY10 overhires) and CM&O guidelines, keeping in mind the Center’s Diversity goals.  

Center Diversity Goals
The goals include:

· increasing the Center’s percentage of Persons with Targeted Disabilities (PWTD) to 2% of the workforce by December 31, 2010; 

· increasing the term percentage of our S&E workforce to reach the goal of 15% by FY2013; and 

· ensuring that 50% of all hires are freshouts (defined as hired within 3 years of obtaining a degree or within 3 years of completing Post-doc work). 

In order to accomplish the second goal, the Center has established the following hiring policy for S&E positions:   
· All external S&E vacancies except supervisory positions, will be advertised as both permanent and term under one announcement with a requirement that supervisors must fully consider all the term applicants before receiving a certificate with applicants desiring a permanent position.  If a selecting official is not able to make a selection from the term certificate he/she must submit a written justification outlining the reasons for non-selection to the Directorate’s Human Capital Representative for approval, which should then be forwarded to the Talent Acquisition Office.  A certificate with those candidates pursuing a permanent appointment will then be issued.   
· All S&E co-ops will be converted to term positions and all S&E fresh-out vacancies will be advertised as term positions.

· Recognizing that there are a small number of unique, hard to fill positions that, through prior attempts to fill through a term appointment have failed to yield results, a manager may in this case, prepare a written request to advertise a permanent position only.  The request must indicate documented previous failed attempts to fill as a term.  The request will be reviewed and approved/disapproved by the Directorate’s Human Capital Representative.  (i.e., unique, hard-to-fill skill would be engineers with optical or laser experience.)
Request and approval of requests to offer payment of relocation expenses for permanent change of station (PCS):
The decision to authorize payment of relocation expenses is made at the time a vacancy announcement is posted.  Each vacancy announcement will state if relocation expenses are authorized.  If relocation expenses are not authorized, the Center will not be able to offer relocation expenses.  However, approval of a recruitment or relocation bonus may be appropriate.  For personnel actions not associated with a vacancy announcement, such as a reassignment of a NASA employee from another Center, the decision to authorize relocation expenses must be made.
Refer to the chart at the end of this section regarding allowable PCS relocation expenses. 

CM&O positions:
If the position is funded by CM&O, the funding responsibility will lie within the CM&O budget. OHCM is responsible for the management of these funds within the CM&O budget. Approval must be received from the Center Associate Director prior to posting an announcement offering PCS.  
Direct and/or Corporate funded positions:

If the position is direct funded or funded with Corporate G&A funding received from HQ (this will be included in Agency Management Operations (AMO) beginning in FY09), and the employee clearly supports one project, the project will be responsible for funding any related incentives. Due to system limitations, and to accurately track these incentives to the employee, only one WBS can be used for each incentive. If the employee will be working on more than one project, the project who owns the majority of the employee’s time will be responsible for funding the incentive. If the time is an equal split among two or more projects, the Project Managers are required to agree on the source of the funding. In the event that the funding source cannot be agreed upon by the Project Managers, the issue should be escalated to the Director Of for the final decision, and then to the Associate Center Director, if necessary. The Associate Center Director will be responsible for making the final determination as to where the funding responsibility lies in specific cases where the benefiting area is unclear.
The selecting official must work with the funding organization (Project/Corporate Office) to ensure that funding is available and identify the appropriate WBS. The note section of the FPPS action should contain the WBS, appropriate accounting data, and indication if funding is authorized for PCS expenses. 

Guidance for authorization of PCS expenses (as of April 2010):

The charts below outline relocation expenses that may be offered to prospective employees in accordance with Federal Travel Regulations and the Center’s policy as of April 2010.   

Relocation expenses allowable for new hires (selectees that are not current federal employees):

	MANDATORY PCS 

New hires

(If PCS authorized, all are authorized)

	1.  Transportation for employee and immediate family member(s)

	2.  Per diem for employee only

	3.  Transportation & temporary storage of household goods

	4.  Extended storage of household goods

	5.  Transportation of a mobile home or boat used as a primary residence in lieu of the transportation of household goods


Relocation expenses allowable for current federal employees:
	MANDATORY PCS

Current NASA and federal employees

(If PCS authorized, all are authorized)
	DISCRETIONARY PCS 

Current NASA employees only

(May be authorized individually)

	1.  Transportation & per diem for employee and immediate family member(s)
	1.  House hunting per diem & transportation, employee and spouse only

	2.  Miscellaneous moving expense
	2.  Temporary quarters subsistence expense (TQSE)

	3.  Sell or buy residence transactions or lease termination expenses
	3.  Shipment of privately owned vehicle (POV)

	4.  Transportation & temporary storage of household goods
	4.  Use of a relocation services company

	5.  Extended storage of household goods
	5.  Property management services

	6.  Transportation of a mobile home or boat used as a primary residence in lieu of the transportation of household goods
	6.  Home marketing incentives

	7.  Relocation income tax allowance (RITA)
	


Request and approval of recruitment and retention incentives:

At the time of selection and job offer, managers may realize the need to offer a recruitment incentive to encourage a selectee to accept a job offer.  Recruitment incentives include:
· Recruitment Bonuses  - New appointees to the federal government
· Relocation Bonuses – Federal and NASA employees transferring outside their geographic area
· Redesignation Bonuses – Federal employees transferring within the same geographic area (Ex. An employee transferring from Ft. Meade to Goddard)
· Qualifications Pay – Current federal employees within and outside NASA
· Enhanced Annual Leave – New appointees to the federal government
· Enhanced Travel/transportation expenses for New Hires – New appointees to the federal government (This permits new hires to critical positions to receive the same mandatory and discretionary PCS expenses as current NASA employees under the current Goddard policy)
Managers may realize the need to offer an incentive to retain a current Goddard employee.  A retention bonus may be offered to a highly-skilled Goddard employee in a mission critical position who may leave the Center to pursue employment elsewhere.  
In any of these cases, the selecting official will prepare a Recruitment and Retention Incentives package.
Funding recruitment, relocation, redesignation and retention bonuses:

If the hire or retention is directly related to an area funded by CM&O, the funding responsibility will lie within the CM&O budget. OHCM will continue to be responsible for the management of these funds within the CM&O budget. Approval must be received from the OHCM prior to offering a recruitment or retention incentive.  The approval will be documented on the NASA/GSFC Employment Recruitment/Retention Incentive Form. This form will ensure that all requests meet the appropriate criteria and justification for recruitment/retention incentives.
If a hire or retention is for Codes 400, 500, 600, 800, other direct funded positions, or funded with Corporate G&A funding received from HQ, and the employee clearly supports one project, the project will be responsible for funding any related incentives. Due to system limitations, and to accurately track these incentives to the employee, only one WBS can be used for each incentive. If the employee will be working on more than one project, the project who owns the majority of the employee’s time will be responsible for funding the incentive. If the time is an equal split among two or more projects, the Project Managers are required to agree on the source of the funding. In the event that the funding source cannot be agreed upon by the Project Managers, the issue should be escalated to the Director Of for the final decision, and then to the Associate Center Director, if necessary. The Associate Center Director will be responsible for making the final determination as to where the funding responsibility lies in specific cases where the benefiting area is unclear.
The selecting official must work with the funding organization (Project/Corporate Office) to ensure that funding is available and identify the appropriate WBS. The note section of the FPPS action should contain the WBS, appropriate accounting data, and indication that funding is authorized for an incentive. For recruitment, redesignation, relocation and retention incentives, OHCM will provide the WBS, employee name, and enter on duty date or incentive pay period date(s) to the Regional Finance Office (RFO) when the job offer is made or retention incentive is offered. 

Approval Processes:
All Employment Recruitment/Retention Incentive packages must be routed through the Directorate and to OHCM for concurrence and approval.  
· Center Director approves:

· Qualification Pay increase of 3 steps or more 

· All Retention Bonuses and 

· All other Bonuses above 20%

· OHCM Director approves:

· Qualifications Pay increase up to 2 steps 

· All bonuses (except Retention Bonuses) below 20%

· Enhanced annual leave

· Enhanced Travel/transportation Expenses for New Hires
Hiring Authorities and Options:

The Center has the ability to hire employees using various types of appointments.  Managers should consult with their HRS to determine the hiring options and appropriate type of appointment for the position to be filled.
	External Hiring Authorities

	Hiring Authority
	Brief Description
	Require vacancy announcement?
	Possibility of conversion to perm?

	Career and Career conditional 
	Permanent
	Yes
	N/A

	Term 
	From 13 months to 6 years
	Yes
	Yes

	Temporary
	Up to 1 year
	Yes
	No

	NASA Excepted (NEX)
	Up to 3 years initially
	No
	No

	Schedule A 
	Two years initially
	No
	Yes

	Veterans’ Recruitment Appointment (VRA)
	Two years initially
	No
	Yes

	Student Temporary  Employment Program (STEP)
	Stay in School
	No
	No

	Student Career Employment  Program (SCEP)
	Co-op
	No
	Yes

	Federal Career Intern Program (FCIP)
	Two years initially
	Yes
	Yes

	NASA Contracting Intern Program (NCIP)
	Two years initially
	Yes
	Yes


Career and Career conditional appointment – permanent position
Individuals without prior federal work experience are placed on career conditional appointments.  After 3 years of successful service, career conditional employees are converted to a career appointment. 

Term Appointment – time limited position for a period of at least 13 months, up to 6 years (encouraged for S&E workforce)
The need for an employee’s services is not permanent.  Appropriate reasons for offering a term appointment include, but are not limited to: project work, extraordinary workload, scheduled abolishment, reorganization, contracting out of the function, uncertainty of future funding, or the need to maintain permanent positions for placement of employees who would otherwise be displaced from other parts of the organization.  
A NASA term employee may be converted to a career or career-conditional appointment without going through the competitive examination process normally used to make such appointments.  This can occur through noncompetitive conversion or through selection under internal (i.e., merit promotion) competitive procedure.  However, in both circumstances, all of the following three basic requirements must be met in order for a term employee to be converted to permanent status.
1. Announcement stated that the individual selected could be converted to a permanent appointment.

2. Completed at least 2 years of continuous service under a term appointment in the competitive service.

3. The employee’s performance is at least fully successful or equivalent.

Temporary appointments – time limited appointment for no longer that one year 

The appointment may be extended up to a maximum of 1 additional year.  

NASA Excepted (NEX) Appointments

NASA Excepted appointments are time limited appointments in the excepted service.  A NEX appointment does not confer competitive status, i.e., the employee acquires neither eligibility nor entitlement to placement in a competitive service position as a result of this appointment. 
Under the NEX authority, an individual can be placed into a non-clerical position.  The authority cannot be used for positions that exceed the GS-15 level of responsibility.  
The intent of the NEX authority is that it should be used when other available appointment authorities are not appropriate or not adequate to meet the needs of the situation. It NEVER should be used to circumvent the competitive process. For example, using the authority to hire an individual after a delegated examining activity failed to place the desired candidate within reach would be an inappropriate and risky use of the authority. 

Current policy limits use of NEX for short term or project-type needs, not for continuing positions.  Exceptions require the Administrator’s approval.  A recognized and acceptable use of the authority is for NASA GS employees serving on overseas assignments. NEX authority allows setting the employees’ salary to offset the loss of locality pay while assigned outside of the continental United States.
Schedule A Appointments
We may also use the Schedule A authority to hire applicants with targeted physical or mental disability to fill any job in which the person is able to perform with or without reasonable accommodation. Applicants with disabilities frequently apply for consideration under Schedule A.  Schedule A authority can be used to hire these individuals on a "trial" basis. Then, after 2 years of successful performance, the employee can be noncompetitively converted to a permanent appointment in the competitive service or they may remain on the excepted service appointment. 

Veterans' Recruitment Appointment (VRA) 

The VRA is a special authority by which agencies may, if they wish, appoint an eligible veteran without competition to a position up to the GS-11 level. The candidate does not have to apply for a specific position, but must meet the basic qualification requirements for the position. VRA appointees initially are hired for a 2-year period. Successful completion of the 2-year VRA appointment leads to a permanent civil service appointment.  
Re-employed annuitants

A retired federal employee can return to work for the federal government as a civil servant.  They can return to a similar position from which they retired, or to a different position.  A re-employed annuitant may have to apply to be considered for a different position or for a similar position at the higher grade.   Normally, a re-employed annuitant is limited to be paid the difference between their annuity and the salary of the position to which they are hired.

Part-time appointments
A part-time permanent employee serves on a career or career-conditional appointment (or a permanent appointment in the excepted service), works between 16 and 32 hours each week (or between 32 and 64 hours a pay period) on a prearranged schedule. Part-time permanent employees are eligible, on a prorated basis, for the same benefits as full-time employees: leave, retirement, and health and life insurance coverage.

Job sharing arrangements

Job sharing is a form of part-time employment in which the schedules of two or more part-time employees are arranged to cover the duties of a single full-time position. Generally, a job sharing team means two employees at the same grade level but other arrangements are possible. Job sharers are subject to the same personnel policies as other part-time employees. Job sharing does not necessarily mean that each job sharer works half-time, or that the total number of hours is 40 per week.

Student Temp Employment Program (STEP)

STEP is a program in which current students are appointed on a temporary basis to jobs that may or may not be related to the student's academic field. The intent is to provide maximum flexibility and opportunity to agencies and students that will meet varying needs on a short-term basis.  These appointments are temporary appointments that could last up to a year and are renewable.  This type of appointment does not lead to permanent employment.  These appointments are commonly referred to as Stay-In-School (SIS) appointments at Goddard.
Because Center ceilings do not include students, the Agency has stated that the goal is to maintain a healthy feeder program for future capabilities.  Student programs should not be used as a means to augment the workforce on a short-term basis (e.g. using SIS students to address a secretarial shortfall).  Due to the Agency’s position on this, no Directorate should increase its current number of “clerical” SIS students, but can replace those who leave. 
Student Career Employment Program (SCEP)

SCEP is a program to hire current students in a position related to their degree area which will give them experience while in school and allow their non-competitive conversion to a permanent position when they graduate.  This program is commonly referred to as the Co-op program at Goddard.
***The student must be able to complete 640 hours of career-related work prior to graduation. ***
Federal Career Intern Program (FCIP)
The Federal Career Intern Program is designed to help agencies recruit and attract exceptional individuals into a variety of occupations.  It was created under Executive Order 13162, and is intended for positions at grade levels GS-5, 7, and 9 or other trainee positions.  In general, individuals are appointed to a 2-year internship.  Upon successful completion of an internship, the intern may be eligible for permanent placement within an agency. 
NASA Contracting Intern Program (NCIP)
 The NASA Contracting Intern Program was developed in an effort to serve as a training ground for future professionals within the NASA procurement community.

 FAQ’s on hiring
1.  Why is so much emphasis being placed on funding?

Due to severe constraints within the CM&O budget and renewed attention on managing our workforce totals and FTE, every effort must be made to offset costs utilizing direct funds.  CM&O guidelines cannot be exceeded because funding does not exist to cover any overages. 
2.  Why are we focusing on hiring S&E’s as term appointments?  

NASA Agency workforce strategy includes evolution to a “more flexible and scalable Civil Service workforce” using term appointments.  This addresses staff imbalances resulting from varying project work, extraordinary workload or uncertainty of future funding.  It allows Centers to adjust the number of different types of FTE to “quickly” meet changes in future demand through time-limited appointments.

In order to meet the challenges resulting from mission changes and a constrained budget environment, the Agency asked Centers to “evolve toward achieving and maintaining a minimum profile of 15% term/temporary workforce for S&E positions by 2013.”  This does not include students or co-ops.  

Currently, only 4% of Goddard’s S&E workforce is term (79 of 1912 S&E employees).  Assuming that the on-board S&E population remains constant at 1912, a total of 287 term positions are required to meet the metric by 2013.  This requires approximately 40 term hires this year and all subsequent years.

3.  How does a combined permanent/term vacancy announcement work?
All applicants for jobs at NASA are asked if they would accept term employment.  HR Specialists will first prepare and issue certificates to the selecting official with those applicants who indicate on their resume that they would accept a term position.  The selecting official must interview and consider the candidates from the term certificate.  If a suitable candidate is not identified from the term certificate the selecting official must submit a written justification outlining the reasons for non-selection.  Upon review and approval by the Directorate’s Human Capital Representative, a certificate with those candidates pursuing a permanent appointment will be issued.   Those applicants who indicated that they would accept a term position would then be rated and ranked with the applicants who indicated that they only wanted to be considered for a permanent position.
4.  Can an employee in a permanent part time position change their work schedule to full time?

Yes, with approval from their Directorate, an employee in a permanent part time position may change their work schedule to full time.  The change in work schedule of a permanent part time employee (not an employee in a student program) moves the employee from other than full time permanent (OTFTP) to full time permanent.  The Directorate must ensure that changes in work schedule do not cause the Directorate to exceed the number of full time permanent positions for which it is authorized.

5.   What is the difference between an external hire and an internal hire?

An external hire is defined as a hire that adds to the Center federal workforce.  An internal hire is defined as a hire from within the current Center federal workforce.  Conversions of Goddard employees who are currently on time-limited appointments (for example term and Federal Career Intern Program appointments) are considered internal hires.  Co-op conversions are considered external hires, but are generally planned each fiscal year in the Directorate Staffing Plans.  If you have questions, please contact your Human Resources Specialist (HRS). 

HISTORY LOG
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	Updated to reflect FY 2010 FTE ceiling information, revised policy on payment of relocation expenses and revised FAQ’s

	
	

	
	

	
	


PAGE  
8
04/2010


