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____________________________________________________________________________________________
This instruction contains policy for recruiting, hiring, and retaining STEP employees at Edwards AFB.
1.  REFERENCES:  5 CFR Parts 213 and 338

2.  RECRUITING: Recruiting efforts will be focused on schools within the local commuting area.  Applicants must 
submit applications and supporting documentation to the AF Personnel Center, General Announcement for AF 
Civilian Jobs, Bulletin AFSP.

3.  QUALIFICATIONS:
3.1.  Applicants must be continuing students and have a minimum cumulative Grade Point Average (GPA) of 2.50 in order to be referred for the program.  A continuing student is defined as, one who is continuing immediately after high school or college, from one college to another, or who has just recently entered college and has completed a minimum of one school term (semester).  Vocational schools are also included in this definition.  They must maintain a minimum GPA of 2.00 each school term for continued employment.  If the GPA falls below 2.00 at the end of the school term, the student will not be allowed to continue employment under the STEP.  If a student maintains a GPA of 2.00 or above, but receives a “D”, they will be placed on probation for one school term.  If a student receives an “F”, they will be removed from the program.  The grades of “D” and “F” will not be tolerated.

3.2.  Upon request from the STEP Coordinator, applicants must provide proof of at least half-time registration (to be defined by school officials) in an accredited high school, college/university, vocational or technical school in order to be eligible for referral.  Any student dropping below the half-time schedule will be terminated immediately.  College students must be enrolled in at least six units of study each school term.  Enrollment for on-line courses is allowed.  

3.3.  Qualifications for student positions will be determined in accordance with the Multi-series Student Trainee Qualification Standard for Schedule B Positions, the Group Coverage Qualification Standard for Clerical and Administrative Support Positions, the Group Coverage Qualification Standard for Technical and Medical Support Positions, and the Job Qualification System for Trades and Labor Occupations Handbook X-118C, Wage Grade 3500 Manual Labor Family.  Grade levels will be limited to GS-01 through GS-04, and WG-01 through WG-02.

3.4.   STEP positions are not included in the Acquisition Demonstration Project.

4. REFERRALS:
4.1.  Referrals will be made in accordance with 5 CFR 213.  Veteran’s preference rules apply.

4.2.  In accordance with 5 U.S.C. 2302, supervisors and managers will not appoint, employ, promote, advance a relative (or advocate appointment or promotion) in a position where the employee exercises jurisdiction or control as an official.

5. WORK SCHEDULES AND PERFORMANCE:
5.1.  High school students may work a maximum of 20 hours per week while school is in session.  Their schedules are to be determined by their supervisors and themselves.  They may, however, work full-time during holidays and summer breaks, and any period that school is officially closed, as long as work hours do not exceed 40 hours per week.

5.2.  College students may work a maximum of 32 hours per week while school is in session.  Their schedules are to be determined by their supervisors and themselves.  They may work full-time during school vacations as stated in paragraph 5.1.

5.3.  Twice a year – once in the spring and once in the fall – a letter will be sent to each student and supervisor requesting the previous semester’s grades and upcoming semester’s registration.  Each student will be notified that failure to provide the requested documents by the suspense date will result in termination from the program.

5.4.  Student employees with attendance and/or performance problems at work and/or school will be terminated immediately upon notification from supervisor or school counselor.  Supervisors must contact their Employee Relations Specialist for instructions.
5.5.  If a student must miss one term of school or a period of work for a valid reason (such as personal or family illness), a formal, written request for a break in the program must be submitted through the supervisor to the Edwards AFB Civilian Personnel Office.  Cases will be reviewed by the Civilian Personnel Officer for final approval or disapproval.

5.6.  During in-processing, each student will be required to sign a statement of understanding regarding being employed in a second government position.  (Atch 1)
6.  PROMOTIONS:  Supervisors must submit a Request for Personnel Action in order to promote a STEP employee.  A promotion will be processed as a conversion to excepted appointment not to exceed current employment period.  Qualifications will be verified by the STEP Coordinator, 95 MSS/DPCS.

7.  REQUESTS FOR WAIVERS:  If a supervisor wishes to request an exception to a locally established program rule, such as work schedule or GPA requirement, he/she must submit a letter of justification to the Civilian Personnel Officer for final approval or disapproval.

WILBERT D. PEARSON, JR., Major General, USAF

Commander

1 Atch

Statement of  Understanding
STATEMENT OF UNDERSTANDING (Attachment 1)
Title 5 U.S.C. Section 5533a states that a civilian employee is not entitled to receive basic compensation from more than one civilian office or position of the government of the United States for more than an aggregate of 40 hours of work in one calendar week.

The intent of the law is generally to prohibit an individual from holding more than one full-time government position.

A part-time employee may be employed in another government position as long as the total hours worked in all jobs do not exceed 40 hours per week.

This restriction applies to all positions within the United States Government, including appropriated fund (civil service), Non-Appropriated Fund (NAF), and Army and Air Force Exchange Service (AAFES) positions.

I understand that failure to comply with this law could result in garnishment of pay or collection of wages.

__________________________________________                  ________________________
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