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HRSC-SW Operating Procedure 12300.5

Subj:  PROCESSING SELECTIONS

Ref:   (a) 5 CFR Part 731

1.  Purpose.  To establish the procedures for processing selections including pre-employment paperwork, drug tests, physical examinations, securing release/start dates and transfer data, 180-day waivers for hiring retired military, security clearances, criminal history background checks, suitability determinations and credentialing.

2.  Cancellation.  HRSC-SW SOP 12300.4 of 10 Jul 02.

3.  Background.  Procedures for processing selections are established to ensure that cognizant parties clearly understand their respective areas of responsibilities and to promote efficient completion of these processes which can have a significant impact on how quickly the employee enters on duty.

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

    a.  HRSC-SW Responsibilities:
         (1) Make tentative and final job offer, unless there is a memorandum of understanding delegating that authority to an HRO.  

         (2) Obtain necessary paperwork from applicant to establish appointment eligibility and pay (i.e., SF-50, DD-214, SF-15, etc.).

(3) Provide pre-employment paperwork to selectee, review completed paperwork and follow up on pending action items (i.e. drug test results, physical examination results).

         (4) Provide new employees with general employment information such as annual and sick leave accrual rates, benefits information, holidays, etc. as part of the pre-employment package.

(5) Provide the Declaration of Federal Employment (OF-306 Rev 1/01) to the selectee as part of the pre-employment package.  The form must be returned to the HRSC-SW prior to setting an official EOD.  If there is any possible suitability issue, the form is sent to the HRO and their respective Security Office for management's determination as to whether the selectee is suitable for government employment.  Such determinations on merit promotion selections are to be made in accordance with subpart D of reference (a).   If the selectee is found suitable, the HRO provides written notification to the HRSC-SW who will then make the final job offer.  If management determines that the selectee is not suitable for government employment, the HRSC-SW will rescind the tentative job offer, in writing, upon receipt of written documentation that reference (a) has been followed.  In the event of a suitability issue on a Delegated Examining Unit (DEU) selection, Subpart C of reference (a) will be followed.  Whether involving a Merit Promotion or DEU selection, the rescission notice will also provide the selectee with his/her Merit System Protection Board (MSPB) appeal rights.  
         (6) Schedule physical examination and notify selectee of date/time.

         (7) When SF-78 (Certification of Medical Examination form) is received from Occupational Health with results, fax to HRO for completion of Part E and return via fax.

         (8) Coordinate drug testing with activity Drug Program Coordinator and notify selectee of test date/time.  HRSC-SW will notify HRO if selectee cannot be hired based on drug test results.

         (9) Provide written notification to applicant of management decision to withdraw a job offer, when applicable.

         (10) Request release date from HRO and secure transfer (SF-75) data from appropriate HRO/HRSC-SW.

         (11) Coordinate credentialing with the appropriate office.

         (12) Upon receipt of in-processing documents from HRO, set pay and process EODs in a timely manner.

         (13) Ensure requirements for critical acquisition positions are met.

         (14) Establish and notify HRO of firm entry on duty date.

    b.  HRO Responsibilities:
          (1) Assist management in making suitability and security determinations for selectees when suitability/security results are received.  Ensure suitability determinations are made in accordance with reference (a) and that documentation is forwarded to the HRSC-SW Code 53 servicing team in the event of an adverse suitability determination.

          (2) Assist management in preparing justification for 180-day waiver for hiring retired military.  When necessary prepare supporting documentation, finalize, and forward request for 180-day waiver to approving authority.  Advise management and HRSC-SW of response to the waiver request and fax copy to HRSC-SW when received.  

(3) Assist managers with documentation needed for superior qualification determinations. 

         (4) Complete Part E of SF-78 (Certification of Medical Examination form) when received from HRSC-SW and return via fax.

         (5) Administer Oath of Office when required, complete the Appointment Affidavits, and forward to your HRSC-SW, Code 53 servicing team via mail, Director, Human Resources Service Center-Southwest, Attn: Code  53x, 525 B Street Suite 600, San Diego, CA 92101-4418.

          (6) As required on the Form, I-9, Employment Eligibility Verification, visually review the appropriate documents as provided by the new employee, complete the certification, and forward to HRSC-SW, Code 53 via mail.

          (7) Complete the personnel office sections and submit Questionnaire for Non-Sensitive Positions (SF-85), Questionnaire for Public Trust Positions (SF-85P), or Questionnaire for Sensitive Positions (SF-86).  Forward the forms to USOPM-FIPC, 1137 Branchton Road, P.O. Box 618, Boyers, PA 16018-0618.  Obtain fingerprints of new employee. Forward the fingerprint chart with the background questionnaire to USOPM-FIPC.

         (8) Coordinate initiation of criminal history background checks.

         (9) Execute any locally required inprocessing such as issuing identification badges, activity orientation, hours of work, labor agreement requirements, local facilities, etc.  HRSC-SW will only provide new employees with general information such as benefits entitlements, holidays, annual and sick leave accrual, etc.

        (10) As management’s representative, the gaining activity’s Drug Program Coordinator will coordinate new-hire drug testing with HRSC-SW, Code 53 and notify HRSC-SW, Code 53 of results.

     c.  When an HRO assumes responsibility for processing-in new hires, that responsibility does not include processing PPP placements from overseas locations.  Due to the complexity of those cases, placements will continue to be made by the HRSC-SW.  On all other cases, the following procedures apply:  

         (1) When the physical examination results are received in the HRO, forward results via fax to HRSC-SW, Code 53 (servicing Branch Specialist).

         (2) Secure desired release/start date from manager and supply the date to HRSC-SW, Code 53.  Notify management when HRSC-SW has verified employment information and has established a firm EOD date.

         (3) Ensure forms (OF-306, {Declaration for Federal Employment}, and Certification of Investigation) are completed with final security/suitability determination and return them to Code 53 via fax and guard mail. 

    d.  Management Responsibilities:

         (1) Provide desired release/start date to HRO.

         (2) Make decisions regarding suitability, physical and security results, and return completed forms to HRO. 

         (3) Provide justification for 180-day waiver to hire retired military to HRO.

         (4) Process security clearance including local records and criminal history background checks, when applicable.

     e.  Employee Responsibilities:
         (1) Promptly complete any required pre-employment paperwork and return it via mail to HRSC-SW, Code 53.

         (2) Report for physical examination and/or drug test at the scheduled time and location.

5.  Effective date:  10 April 2003
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