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INTRODUCTION AND BACKGROUND

On December 27, 2010, President Obama signed Executive Order (E.O.) 13562 establishing the
Internship Program and the Recent Graduates Program and revising and reinvigorating the
Presidential Management Fellows (PMF) Program. These two new programs, along with the
PMF Program, collectively form what the President called the Pathways Programs. The U.S.
Office of Personnel Management (OPM) issued the final rule for the Pathways Programs on May
11, 2012 (77 FR 28194). The Pathways Program requirements are found in part 362 of title 5,
Code of Federal Regulations (CFR). The appointing authorities for the Pathways Programs are
found in 5 CFR 213.3402(a), (b), and (c).

Internship Program

The Internship Program is for current students and individuals accepted for enroliment in a
qualifying educational program. It replaces the existing Student Career Experience Program
(SCEP) and Student Temporary Employment Program (STEP). The Internship Program
provides students enrolled in a variety of educational institutions with paid opportunities to work
in agencies and explore Federal careers while still in school.

Recent Graduates Program

This new program targets individuals who have graduated recently from qualifying educational
institutions or programs. To be eligible, applicants must apply within 2 years of degree or
certificate completion, except for veterans (as defined in 5 U.S.C. 2108) precluded from doing so
due to their military service obligation, who will have up to 6 years after degree or certificate
completion. Successful applicants will be placed in a dynamic, career development program.

Presidential Management Fellows (PMF) Program

For more than three decades, the PMF Program has been the Federal Government's premier
leadership development program for advanced degree candidates. E.O. 13562 expands the
eligibility window for applicants, making it more "student friendly" by aligning it with academic
calendars and allowing those who have received a qualifying advanced degree within the
preceding 2 years to participate.

PURPOSE

The purpose of this guide is to assist agencies with the transition to— and implementation of-— the
new Pathways Programs. The guidance provides instructions on how to:

e address pending STEP, SCEP or PMF recruitment actions and/or job offers;

e transition current STEP, SCEP and PMF employees into Pathways Programs; and

e implement the Internship and PMF Programs, as well as the new Recent Graduates
Program, within the parameters of the Pathways Programs regulations.


http://www.opm.gov/HiringReform/Pathways/program/interns/�
http://www.opm.gov/HiringReform/Pathways/program/fellows/�
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TRANSITION GUIDANCE

PREPARING FOR THE TRANSITION

The Pathways regulation becomes effective July 10, 2012, 60 days after publication in the
Federal Register. The regulation provides a 180-day transition period following the effective
date of the final rule. The 180-day transition period will end on January 6, 2013. The transition
period provides agencies ample time to convert current STEP, SCEP and PMF employees into
the corresponding Pathways Programs under the provisions of their existing appointment. For
example, current STEP employees will transition to an Internship not-to-exceed (NTE)
appointment with the same title, series, grade, and not-to-exceed date of their current STEP
appointment. There are several actions agencies should take to prepare for the transition:

1. Submit hiring projections to OPM prior to using the Pathways Programs.
¢ Include information such as position title, series and grade, geographic location, etc.

2. Prepare agency guidance for use of Pathways.

3. Prepare job opportunity announcement (JOA) templates for the Internship Program.
. Refer to JOA Guidance on how to post Pathways positions on USAJOBS (Appendix
E).

4. Decide what to do with current STEP/SCEP employees:
e Convert to term or career/conditional (if all program requirements are met, and the
agency chooses to convert);
e Transition to Internship Program once final regulations are effective (July 10, 2012).

5. Decide what to do with current PMF employees:
e Convert to career/career-conditional if all Program requirements are met;
e Transition to Pathways PMF Program once final regulations are effective.

6. Agencies must execute a Pathways Participant Agreement for each STEP and SCEP
converted to a Pathways Program.

7. Agencies must execute a conversion to a new appointment under Schedule D, as provided in
5 CFR 213.3402(a), (b), or (c), within 180 days from the effective date of the final
regulations as provided in this guidance.

PENDING JOB OFFERS AND RECRUITMENT ACTIONS

Agencies should complete any pending STEP or SCEP appointments before the effective date of
the final Pathways regulations, July 10, 2012. After this date, agencies must follow the rules
governing the Pathways Programs in order to make appointments for Interns.



TRANSITION INSTRUCTIONS

Current STEP Employees

Review current STEP appointments to determine each student’s eligibility for conversion to

the Internship Program. Actions converting affected STEPs must be accomplished within
180 days from the effective date of the final Pathways regulation (i.e., on or before
January 6, 2013).

a. Complete a Pathways Participant Agreement for each student;
b. Process an SF-50, Notification of Personnel Action, for each employee within 180 days
from the effective date of the final regulation using the following:

Procedures required for conversion of STEPs into the Internship Program include:

Nature of Nature of Authority
Employee | Action is Action is Action Code Code is Authority is
IS §
Current Conversion to Conv to 571 YEG Sch. D,
STEP Internship NTE | Excepted Appt 213.3402(a)
NTE

NOTE: Current STEP employees may not be converted to an Internship appointment without a

NTE date.




FREQUENTLY ASKED QUESTIONS FOR STEP TRANSITION

Eligibility Requirements and Conversion

Question: What authority should agencies use to transition current STEPs to the
Internship Program?

Answer: Executive Order 13562, Schedule D, 5 CFR 213.3402(a), and 5 C.F.R. 362.110
are the authorities under which current STEP employees are converted to an Internship
NTE appointment under the Pathways Programs.

Question: May an employee transition from a STEP to an Intern appointment without a
NTE date?

Answer: No. Current STEP employees may only transition to an Internship NTE
appointment. Current STEPs must transition to the Internship Program with the same title,
series, grade, and NTE date as their STEP appointment.

Question: May current STEPs transition to the Internship Program with a different NTE
date?

Answer: No. Current STEP employees must be converted to a Pathways Internship
appointment with the same not to exceed date as the STEP appointment.

Question: May current STEPSs transition to a position with an established career ladder in
the Internship Program?

Answer: No. Current STEPs must transition to the Internship Program with the same
title, series, grade, and NTE date as their STEP appointment.

Classification and Tenure

Question: What tenure group will STEPs transitioned to the Internship Program be
placed in?

Answer: Internship NTE appointments are in the excepted service Tenure 0, unless the

individual in STEP has completed at least 1 year of current continuous service, in which
case the appointment will be in the excepted service Tenure Group 3.

Question: What is the appropriate classification for Interns in the Pathways Program?



Answer: Intern positions are to be classified to an appropriate student trainee GS-xx99
series for occupational groups in the General Schedule (GS) or a pay-banded system and
xx01 series for occupational groups appropriate for the Federal Wage (WG) System.

Benefits

Question: Does transition to the Pathways Internship Program affect a STEP’s eligibility
for benefits such as annual and sick leave, health and life insurance, or retirement?

Answer: No. The transition to the Pathways Programs has no effect on employees’
entitlement to leave, retirement and insurance coverage, or any other benefits under title
5, United States Code.



TRANSITION INSTRUCTIONS

Current SCEP Employees

1. One of the following actions must be taken for current SCEP employees within 180 days
from the effective date of the final regulation (i.e., on or before January 6, 2013):

a. Convert to the Pathways Internship Program if they are continuing as students for more
than 180 days;

b. Convert to career-conditional or career appointments if they have completed the 640
hours of work experience necessary for conversion and are already within the 120-day
window of course completion (assuming that agency has determined it wishes to retain

the SCEP employee);

C. Convert to a term appointment (see criteria in 2).

2. Procedures required for conversion of SCEP employees into the Internship Program include:

a. Complete a Pathways Participant Agreement for each student;
b. Process an SF-50, Notification of Personnel Action, for each employee within 180 days
from the effective date of the final regulation using the following:

Term
Appointment

Appt NTE

Nature of Nature of Authority
Employee | Action is Action is Action Code Code is Authority is
§ IS
Current Conversion to Conv to 570 YEF Sch. D,
SCEP Internship Excepted Appt 213.3402(a)
Program
Conversion to Conv to career- | 501 LAS Reg. 362.110
career- cond Appt
conditional
Appointment
Conversion to Conv to Career | 500 LAS Reg. 362.110
Career Appt
Appointment
Conversiontoa | Convto Term 508 MAG Reg. 362.110

3. Please refer to the Guide to Processing Personnel Actions, specifically, Chapter 9, for
complete information and instructions for processing these personnel actions.




FREQUENTLY ASKED QUESTIONS FOR SCEP TRANSITION

Eligibility Requirements and Conversion

Question: What authority should agencies use to transition current SCEPS to the
Internship Program?

Answer: Executive Order 13562, Schedule D, 5 CFR 213.3402(a), and 5 CFR 362.110
are the authorities under which current SCEP employees are converted to a Pathways
Internship appointment.

Question: May current SCEPs be transitioned to Interns with a NTE date?

Answer: No. SCEP employees must transition to the Internship Program with the same
title, series and grade as the SCEP appointment. They cannot be transitioned to an
Internship NTE appointment.

Question: May SCEPs transitioning to the Internship Program be converted to a position
that has an established career ladder?

Answer: If the SCEP is currently appointed to a position with an established career
ladder, the Intern may be transitioned to the Internship Program with the same career
ladder position. For instance, a GS-0299-04 target GS-11, Human Resources Trainee,
may be converted to the same career ladder position under the Pathways Internship
Program during the transition period.

Question: May SCEPs who will complete their course requirements during the 180-day
Pathways transition period be converted to an Internship appointment?

Answer: No. SCEPs who will complete their course requirements and who have 640
hours of required work experience should not be converted to the Internship Program

during the transition period. Agencies who wish to retain such interns should convert
these SCEPs to a term, career or career-conditional appointment. Otherwise, agencies
must terminate their employment.

Question: Does the conversion to the Internship Program affect the employee’s initial
agreement under the SCEP?

Answer: Yes. Agencies must enter into a Participant Agreement with each Pathways
Program Participant at the time of conversion. While the employment conditions should
not change, the information included in the agreement may.



Question: Is it possible, during the transition period, to convert to the Recent Graduates
Program a current SCEP who does not meet the 640-hour work requirement for
conversion?

Answer: No. There is no special provision for placing these current SCEP employees.
Once they complete their educational programs, however, these individuals will be eligible
to compete for Recent Graduate positions, just as any other recent graduate can.

Classification

Question: What is the appropriate classification series for Interns in the Pathways
Program?

Answer: Intern positions are to be classified to an appropriate xx99 series for
occupational groups in the General Schedule (GS) or a pay-banded system and xx01
series for occupational groups appropriate for the Federal Wage (WG) System. (5 CFR
362.203(f))

Benefits

Question: Does transition to the Pathways Internship Program affect a SCEP’s eligibility
for benefits such as annual and sick leave, health and life insurance, or retirement?

Answer: No. The transition to the Pathways Programs has no effect on employees’
entitlement to leave, retirement and insurance coverage, or any other benefits under title
5, United States Code.



TRANSITION INSTRUCTIONS

Current Presidential Management Fellows (PMF) Employees

With respect to the Presidential Management Fellows (PMF) Program, agencies may continue to
appoint from the current list of finalists until January 24, 2013. Those finalists who are
appointed between now and January 24, 2013, will continue to be subject to the rules that were
in effect when the candidates became PMF finalists. Current PMFs appointed in previous
classes (i.e., those appointed to the 2010 “class” and the 2011 “class™) also will be permitted to
continue their programs subject to the rules that were in effect when they were appointed. In the
autumn of 2012, OPM will make a new vacancy announcement, for the 2013 program year,
which will reflect changes to the underlying regulations.

1. Agencies must transition current PMF employees within 180 days from the effective date of
the final regulation (i.e., on or before January 6, 2013).

2. Convert to the Pathways PMF Program if the PMF requires more than the 180-day transition
period to complete the Program.

3. For PMFs eligible for conversion to the competitive service within the 180-days transition
period:
a. Identify conversion eligibility date;
b. Ensure PMF is scheduled for ERB certification; and
c. Convert to a career-conditional or career appointment in accordance with the rules in effect
before July 10, 2012.

4. Procedures required for conversion of PMF employees into the Pathways PMF Program
include:
a. Process an SF-50, Notification of Personnel Action, for each employee within 180 days
from the effective date of the final regulation using the instructions below.



Career
Appointment

Appt

Nature of Nature of Authority
Employee | Action is Action is Action Code Code is Authority
IS IS IS

Current Conversion to Conv to 570 YEH Sch. D,

PMF Pathways PMF | Excepted Appt 213.3402(c)
Conversion to Conv to career- | 501 LAR Reg. 362.110
career cond Appt
conditional
appointment
Conversion to Conv to Career 500 LAR Reg. 362.110

5. Please refer to the Guide to Processing Personnel Actions, specifically, Chapter 9, for
complete information and instructions for processing these personnel actions.




FREQUENTLY ASKED QUESTIONS FOR PMF TRANSITION

Conversion to new PMF Program

Question: When do agencies have to convert current Fellows to the Pathways PMF
Program?

Answer: The new regulations are effective on July 10, 2012. Agencies will have 180
days from the effective date of the regulation to transition current PMFs to the new
Pathways PMF (i.e., on or before January 6, 2013).

Question: May PMFs who will complete their Program requirements during the 180-day
Pathways transition period be converted to the Pathways PMF Program?

Answer: No. PMFs scheduled to complete their Program requirements during the 180-
day transition period should not be converted to the Pathways PMF Program. Agencies
should convert PMFs who become eligible for conversion during the 180-day transition
period to career or career-conditional appointments.

Question: May agencies convert current PMFs who will complete their Program
requirements during the transition period to term appointments?

Answer: No. Conversion to a term appointment is not a provision of the PMF Program
that was in effect prior to the effective date of Pathways.

Question: Will the time spent under the current PMF Program count toward the Pathways
PMF Program requirements?

Answer: Yes. Agencies should apply the provisions and conditions of employment at
the time the PMF was appointed when he or she becomes eligible for conversion.

Question: Will the Pathways PMF Program affect the eligibility of the current Class of
2012 PMF Finalists?

Answer: No. Class of 2012 Fellows will continue to be eligible for appointment under
the Pathways PMF Program. However, in order for an agency to appoint a 2012 Finalist,
he/she must have met all advanced degree requirements (including the successful
defense/completion of any required thesis/dissertation) by August 31, 2012.



Question: Will the Class of 2012 PMF finalists be subject to the new Pathways
regulations?

Answer: No. The Class of 2012 PMF finalists and others currently serving as Fellows

under this program will be subject to the PMF regulations in effect prior to the effective
date of the Pathways regulations (July 10, 2012).

Training and Development

Question: The Pathways PMF Program requires that all PMFs be assigned a mentor and
that the mentor influence the PMF’s IDP (Individual Development Plan). Are current
PMFs subject to this requirement?

Answer: No. Agencies are not required to impose the new Pathways PMF Program
requirements to their current PMF employees. Agencies should continue the provisions of
the agreement under which the PMF was hired, which is particularly important for PMFs
nearing the end of their Program.

Benefits

Question: Does transition to the Pathways Internship Program affect a PMF’s eligibility
for benefits such as annual and sick leave, health and life insurance, or retirement?

Answer: No. The transition to the Pathways Programs has no effect on employees’
entitlement to leave, retirement and insurance coverage, or any other benefits under title
5, United States Code.
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IMPLEMENTATION GUIDANCE

GENERAL PROVISIONS

Certain aspects of the Pathways Programs are common to the Internship, Recent Graduates and
Presidential Management Fellows Programs. This section addresses the overarching
requirements of the three programs, as provided for in 5 CFR part 362, subpart A, and
establishes the basic framework and purpose of the Pathways Programs. Issues and requirements
that are specific to the individual programs are addressed later in this guidance.

Program Administration

Executive Order 13562 established appointing authorities under Schedule D in the excepted
service, codified by OPM at 5 CFR 213.3402(a), (b), and (c), for the appointment of Pathways
Programs participants under Schedule D in the excepted service. All agency actions, including
those to evaluate, appoint, develop and promote individuals, under the Pathways Programs will
be based on merit and made without regard to political, religious or labor organization affiliation
or non-affiliation, marital status, race, color, sex, sexual orientation, genetic information, national
origin, non-disqualifying physical handicap or age, and must be based solely on job-related
criteria.

Roles and Responsibilities

OPM - Prescribes Pathways Program regulations and maintains oversight of the Program. The
Director will make Pathways opportunities available to the public and may determine the number
of participants who may be appointed and/or converted to competitive service positions.

Agency — Will execute a Memorandum of Understanding (MOU) with OPM for the
administration and use of Pathways Programs. Each agency will administer the Program in
accordance with applicable provisions of title 5 of the Code of Federal Regulations and the merit
system principles and avoid any prohibited personnel practices. This includes how the agency
will accept applications for positions, assess candidates for positions, rate and arrange qualified
applicants and ensure adherence to veterans’ preference.

Agencies must enter into a Participant Agreement with each Program participant that clearly
identifies expectations, including a general description of duties, evaluation procedures, work
schedules, and minimum eligibility requirements for conversion to term or permanent positions
in the competitive service.

Pathways Program Officer (PPO) - The PPO is responsible for Program administration plans,
including coordinating recruitment and on-boarding processes with stakeholders, and ensuring



mentors are assigned and development plans in place. The PPO also serves as a liaison with
OPM by providing OPM with implementation updates, clarifying technical and programmatic
issues, sharing best practices and lessons learned, and submitting applicable reports.

PMF Coordinator — The PMF Coordinator is responsible for administering an agency’s PMF
Program, including coordinating recruitment and on-boarding, and ensuring mentors are assigned
and development plans are in place. The PMF Coordinator serves as a liaison with OPM by
providing OPM with implementation updates, clarifying technical and programmatic issues,
sharing best practices and lessons learned, and submitting applicable reports.

Memorandum of Understanding (MOU)

During the 180-day transition period following the effective date of the final regulation, the
MOU requirement for Interns and PMFs is waived. Agencies must enter into an MOU with
OPM prior to implementing the Pathways Programs and making appointments. Agency MOUs
must be submitted to the OPM Student Programs Office at PathwaysPrograms@opm.gov. The
MOU must be renewed every 2 years and must address the following:

e AGENCY PROGRAMS. The Pathways Programs for the [agency name] consist of the
following: [Include only those the agency elects to implement]. Identify any agency
specific naming convention below:

0 The Internship Program;
0 The Recent Graduates Program; and
0 The Presidential Management Fellows (PMF) Program.

e DELEGATIONS OF AUTHORITY. Identify agency delegations of authority for use
of the Pathways Programs. For example, indicate whether your agency will have an
agency-wide policy or whether bureaus or components will be delegated authority to
establish separate policies.

¢ PROGRAM EXTENSIONS. Prescribe criteria and procedures for agency-approved
extensions for Recent Graduates and PMFs:
0 Extensions may not exceed 120 days; and
o0 Extension criteria should be limited to circumstances that would render agency
compliance with the regulations impracticable or impossible.

e FORMAL TRAINING AND DEVELOPMENT. Describe how the agency will
design, implement, and document formal training and/or development:
0 Include the type and duration of assignments; and
0 Include necessary exceptions for short-term temporary work, such as summer jobs.



AGENCY COMMITMENT TO:
0 Provide OPM requested information regarding the use of [name of agency] Pathways
Programs;
o0 Adhere to any caps on the Pathways Programs imposed by the Director of OPM;
o Provide OPM information about job opportunities for individuals interested in
participating in the Pathways Programs; and
o0 Ensure adherence to the requirements in 5 CFR part 302 for:
v' accepting applications;
v’ assessing applicants;
v rating and ranking qualified candidates;
v’ granting veterans’ preference; and
o Providing a meaningful on-boarding process for each Pathways Program.

COORDINATORS. Identify agency coordinators as follows:

o Pathways Program Officer; and
o PMF Coordinator.

Sample Pathways Program MOU between OPM and an agency can be found at Appendix A.

Participant Agreements

Each agency must enter into a written agreement with each Pathways Program participant it
employs. Agreements must include expectations and define the following:

A general description of the duties to be performed;

Work schedules;

Length of appointment and termination date;

Mentorship opportunities;

Training requirements;

Evaluation procedures that will be used for the participant;

Requirements for continuation and successful completion of the Program;

Minimum eligibility requirements for noncompetitive conversion to term or permanent
appointment in the competitive service under the specific Pathways Program in which
employed; and

Any other requirements or expectations established by the agency.

Sample Pathways Program participant/agency agreement can be found at Appendices B, C, and

D.

There is no requirement that educational institutions be party to the agreements between agencies
and Pathways Program participants. However, agencies may choose to establish a Participant
Agreement that includes the educational institution.



Agency Workforce Planning

If agencies plan to convert Pathways participants, their workforce plans must ensure there are
sufficient numbers of permanent positions to allow for the conversion of Program participants
who successfully complete their Program requirements. Service in a Pathways Program confers
no right to further employment in the competitive or excepted service.

Announcing Pathways Programs Opportunities

Agencies must meet OPM public notification requirements by providing Pathways Program
opportunities and procedures for application to the general public, as provided by 5 CFR
362.105(b), 362.203(a), and 362.303(a). This information includes the position title, series and
grade, geographic location and how to apply or express interest. OPM will then make available
to the public via USAJOBS.

Transition Assistance

The provisions of the Reemployment Priority List (RPL), Career Transition Assistance (CTAP)
Program and Interagency Career Transition Assistance Plan (ICTAP) do not apply to the initial
appointment or conversions of Pathways Programs participants to the competitive service.

Qualifying Educational Institutions

Many types of academic entities qualify for the purposes of the Pathways Programs. These
include:

e High School — A public high school whose curriculum has been approved by a State or local
governing body, a private school that provides secondary education as determined under
State law, or a home-school that is allowed to operate in a State.

e Post-secondary — Educational institutions or curricula listed below must be accredited by an
accrediting body recognized by the Secretary of the U. S. Department of Education to be
qualifying education:

o Technical or vocational school

O 2-year or 4-year college or university

0 Graduate or professional school (e.g., law school, medical school)
0 A post-secondary home-school curriculum

Under the Pathways Programs, the definition of “qualifying educational institution” includes
certain home-school curricula. To be included, secondary home-school programs must be
recognized by the State or local government oversight agency. Students participating in these
home-school curricula may apply for consideration under the Pathways Programs.



Selection and Appointment

Agencies must apply the provisions of 5 CFR part 302 when considering, selecting and
appointing individuals to positions under any Pathways Program. These provisions govern the
order of consideration, selection and appointment of individuals to positions in the excepted
service.

Appointments are subject to the same requirements governing term, career or career-conditional
employment. Agencies are responsible under their specific adjudication guidance for
determining applicant suitability and verifying qualifications prior to appointment. Any specific
eligibility requirements for appointment to the Internship Program, Recent Graduates Program or
Presidential Management Fellows Program are detailed in the particular Pathways Program’s
sections of this guide.

Veterans’ Preference

Veterans’ preference applies to selection for positions in the Pathways Programs. Selections
must be made in accordance with the requirements of 5 CFR part 302, veterans’ preference laws,
and OPM guidance issued as a Memorandum for Chief Human Capital Officers, dated February
9, 2009, on Procedures for Passover of Compensably-Disabled Preference Eligibles in the
Excepted Service. This includes, but is not limited to, ranked and unranked referral lists.

Citizenship

An agency may appoint a non-citizen, provided that the individual is lawfully admitted to the
United States as a permanent resident or is otherwise authorized to be employed and the agency
is authorized to pay aliens under its annual appropriations or other applicable laws. Program
participants must be United States citizens to be eligible for noncompetitive conversion to the
competitive service.

Documenting the Appointment

Appointments made under the Pathways Programs are under Schedule D, and will be
documented with the appropriate codes and remarks from OPM’s Guide to Processing Personnel
Actions. See Chapter 11 of the Guide to Processing Personnel Actions for Nature of Action and
Legal Authority Codes and remarks to be used when documenting the appointment on the
Standard Form 50.



Separations

An agency may terminate a Pathways participant for misconduct, poor performance, or
suitability issues under the applicable provisions of title 5.

Conversion to the Competitive Service

Subject to any OPM-imposed conversion limitations, an agency may noncompetitively convert
any Pathways Program participant who has met all Program requirements to a position in the
competitive service under a term or permanent appointment. However, service in a Pathways
Program confers no right to further employment in the competitive or excepted service.

Pathways participants converted to term appointments may be subsequently converted
noncompetitively into permanent competitive service positions before the term appointment
expires.

Program Accountability and Oversight

The Director of OPM retains exclusive authority to establish and maintain an oversight program;
establish caps on the number of individuals who may be hired under the Pathways Programs or
noncompetitively converted from the Pathways Programs to a position in the competitive
service; or revoke an agency’s Pathways Programs MOU.

Reporting Requirements

All agencies participating in the Pathways Programs must provide the following information to
OPM:
e The occupations for which the Pathways Programs will be used to fill entry-level positions
during the coming year;
e The percentage of positions to be filled under the Internship, Recent Graduates and PMF
Programs, respectively, expected during the coming year; and
e For the previous year:
0 The number of participants initially appointed under each Pathways Program;
0 The percentage of the agency’s overall hires made from each Pathways Program;
0 The number of Pathways Program participants converted to the competitive service for
each Pathways Program; and
0 The number of Pathways Program participants who were separated for each Pathways
Program.

Sample Reporting Requirements document can be found in Appendix G.



INTERNSHIP PROGRAM

The Internship Program is a streamlined program which replaces the Student Education
Employment Program (SEEP), i.e., the Student Career Experience Program (SCEP) and the
Student Temporary Employment Program (STEP). The Program is designed to attract students
enrolled in a wide variety of educational institutions (high school, home-school programs,
vocational and technical, undergraduate and graduate) with paid opportunities to work in
agencies and explore Federal careers while still in school. This Program exposes students to jobs
in the Federal civil service by providing meaningful developmental work at the beginning of
their careers, before their careers paths are fully established. The flexible nature of the Program
also accommodates the need to hire students to complete temporary work or projects, perform
labor-intensive tasks not requiring subject matter expertise, or to work traditional “summer jobs.”

The Program provides agencies with the opportunity to convert Interns who successfully
complete the Program and academic requirements to any competitive service position for which
the Intern is qualified. Agencies are encouraged to utilize the Pathways Internship Program
authority for several reasons:
e To recruit and develop talented employees to support changing agency missions, even in
periods of downsizing;
e To ensure that the Government can meet its professional, technical and administrative
needs; and
e To sustain a quality and diverse workforce.
Appointments made under the Pathways Internship Program authority can help agencies meet
these needs.

The Internship Program appointment authority is found in 5 CFR 213.3402(a). The regulations
implementing the Internship Program are found in 5 CFR part 362, subparts A and B.

Eligibility Requirements

To be eligible for the Pathways Intern Program, the individual must have been accepted for
enrollment or be enrolled and seeking a degree (diploma, certificate, etc.) in a qualifying
educational institution on a full or half-time basis.

Qualifications

Agencies can use agency-developed or OPM qualification standards when filling Internship
positions as specified in their MOUs. However, individuals being considered for positions that
have positive education requirements (e.g., biologist, geologist) should be enrolled in directly
related degree programs in order to be eligible for conversion to that position in the competitive
service.



Appointments

Agencies will make appointments to the Internship Program, pursuant to their Pathways Program
MOUs using the Schedule D excepted service appointing authority, codified by OPM at 5 CFR
213.3402(a). Agencies may make:

e A temporary appointment for a period not to exceed 1 year, the ending date of which
must be specified in the Participant Agreement with the Intern. These appointments may
be extended under 5 CFR 213.104; or

e An appointment for an initial period expected to last for more than 1 year. An end date
must be specified in the Participant Agreement with the Intern and is generally the
Intern’s projected graduation date.

Classification

Interns whose positions are under the General Schedule (GS) or comparable pay plan must be
classified as student trainees, in the xx99 series of the appropriate occupational group. Interns
whose positions are under the Federal Wage System (FWS) will be classified as student trainees,
in the xx01 series of the appropriate occupational group.

Tenure Groups for Reduction in Force (RIF)

An Intern serving under an appointment for an initial period expected to last more than 1 year
(no NTE date) is in excepted service Tenure Group Il for purposes of 5 CFR 351.502 and is
accorded the same retention rights as other excepted service employees. An Intern serving under
a temporary appointment (NTE date) is in excepted service Tenure Group 11, provided that he or
she has completed at least 1 year of current continuous service. If not, the Intern is in Tenure
Group 0.

Tenure Group Definitions

Tenure Group Excepted Service

0 Employees who are not in tenure groups 1, 2 or 3

I Employees whose appointments carry no restrictions or
conditions such as conditional, indefinite, specific time
limitation, or trial period
1 Employees who are serving under appointments for an initial
period expected to last more than 1 year; or are serving trial
periods
Il Employees who are serving under appointments with
specific time limitations of more than 1 year; or are currently
under appointments limited to 1 year or less, and complete 1
year of current, continuous service




Trial Period

The entire period served under the Internship Program counts as the participant’s trial period.
Prior Federal civilian service is credited toward the completion of the required trial period in the
same manner as prescribed in 5 CFR 315.802.

Student Schedules

Interns may work full-time or part-time schedules. The agency is responsible for establishing
work schedules for Interns in accordance with 5 CFR 610.121. Agencies and students should
agree on a formally-arranged schedule of school and work that does not interfere with the
student’s academic schedule or performance and so that completion of the educational program
and the Internship Program is accomplished in a reasonable timeframe. Interns without NTE
dates must complete 640 hours of work in order to be eligible for conversion to the competitive
service or meet one or more of the exceptions granted for a credit of up to 320 h