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HRSC-SW Operating Procedure 12300.41

Subj:  JOB SEARCHES

1.  Purpose.  To delineate the responsibilities for conducting job searches to support   Office of Workers’ Compensation Programs (OWCP), employee relations, reassignment, disability retirement, and/or discontinued service retirement (DSR) actions.

2.  Procedure.  The HRSC-SW and the customers it serves (i.e. HROs, management, and employees) are responsible for executing the procedures outlined below.

    a.  Management Responsibilities.

         (1) Contact the HRO as soon as management becomes aware that an employee may not be able to perform the essential duties of his/her position; coordinate, as necessary, with the HRO.

         (2) Obtain medical documentation outlining the nature of the problem, diagnosis, prognosis, restrictions/accommodation needed, treatment options, etc. as required.  

         (3) Analyze medical documentation to determine if the employee could perform the essential functions of his/her position with job restructuring.  If job restructuring the employee’s current position is not feasible or causes undue hardship, work with the HRO to conduct a job search.

         (4) Take appropriate administrative action based on the results of a job search.

    b.  Employee Responsibilities.

         (1) Employees are responsible for completing appropriate forms to apply for OWCP disability retirement, or retirement benefits.  Follow local established procedures for applying for OWCP.  

         (2) Forward disability retirement and retirement application packages to the HRSC SW, Code 43 for processing.  When requested, obtain and forward appropriate supporting medical documentation to your manager and/or the HRSC SW, Code 43.

         (3) Prepare updated qualifications statement and forward as directed for the purpose of determining qualifications for vacant positions.

    c.  HRO Responsibilities.

         (1) Upon notification from management that the employee can no longer perform the essential duties of his/her position, the PMA works with the manager to conduct a job search.  The purpose of the job search is to determine whether there is a vacant position for which the employee is qualified and could perform in light of his/her limitations.  Job searches must be conducted at least Activity-wide and must be completed prior to initiating any employee relations or separation action.  Job searches may be conducted by letter, memo, or email, as long as written records of the results are maintained.

         (2) Work with the manager to obtain any necessary medical documentation needed to support the job search and/or any subsequent administrative action.  Coordinate with the HRSC SW, Code 53 servicing team if assistance is needed in identifying vacant positions in the personnel databases.

         (3) If there are vacant positions that are not being filled immediately and for which a Request for Personnel Action (RPA) may not have been initiated, explore the possibility of placing the employee into one of these positions.

         (4) If a placement can be made and the RPA has not yet been initiated, forward it to the HRSC SW Code 53 servicing team to reassign the employee into the vacant position.

         (5) If a placement is made into a position in which a RPA has already been forwarded to the HRSC SW, notify the Code 53 servicing team Staffing Specialist via email as to the employee’s name and the appropriate RPA number to use to effect the reassignment.

         (6) If the job search does not result in a placement, separation options may need to be explored.  Separation actions may be management or employee initiated.  Management initiated actions are removals under Chapter 752 or 432 procedures, or reduction-in-force (RIF) procedures.  Employee initiated actions are retirement, resignation, and resignation in lieu of involuntary action (ILIA).

         (7) Complete and sign off on the Agency Certification of Reassignment and Accommodation Efforts (Standard Form 3112D) upon notification from the HRSC SW Code 43 that the employee has filed a disability retirement application.  Complete and sign off on the DSR, Chapter 44 Certification of Agency Offer of Position and Required Documentation (OPM Form 1510) to support a request for DSR due to an involuntary separation from Federal service.  

         (8) Upon request from the HRSC SW Code 43, following notification of disability retirement approval, forward the separation RPA to the HRSC SW, Code 43.  Include a remark on the RPA addressing the Activity’s reasonable accommodation and reassignment efforts.  The following remark may be used:  “A job search of vacant positions within the Activity (and/or commuting area in some cases) was conducted.  No positions exist for which the employee is physically qualified to perform and for which placement can be made.”

         (10) Forward the RPA to the HRSC SW Code 53 servicing team for removal, RIF, resignation and resignation ILIA.

    d.  HRSC SW, Code 53 Responsibilities.

         (1) Upon receipt of a written request from the HRO, coordinate with HRSC SW, Code 20 to obtain vacant position listings by UIC, HRO appointing authority, commuting area, etc.

         (2) Provide vacant position listings to the HRO to assist in job search efforts.

         (3) Make qualifications determinations on job search candidates, coordinating with the HRO as necessary.

         (4) Process removal, RIF, resignation, or resignation ILIA separation actions and forward SF-50s to the HRSC SW Code 43 to support DSR application.

    e.  HRSC SW, Code 43 Responsibilities.
         (1) Review for completeness the results of Activity reasonable accommodation, reassignment, and/or job search efforts.  Coordinate with the HRO if any additional supporting documentation is needed.  

         (2) On disability retirement application packages, forward the appropriate forms (i.e. Standard Form 3112D) and any requests for supporting medical documentation to the HRO for completion.  On DSR packages, forward the SF1510 to the HRO for completion.

         (3) Forward disability retirement and discontinued service retirement packages to OPM.

         (4) Upon receipt of OPM approval, process and effect retirement separation actions.

         (5) Coordinate with the HRSC SW Code 53 servicing team on separation actions where Code 43 processes a DSR application.

3.  Effective date:  3 July 2001
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