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VBA Letter 20-02-39





VACO Services and Offices, Human Resources Centers, Area Directors, and Regional Offices 








Subj:  Guidance on Federal Career Intern Program





The Department of Veterans Affairs (VA) recently issued policy and guidance associated with the Federal Career Intern Program.  Executive Order 13162 authorizes establishment of the Federal Career Intern Program.  Both VA Directive 5213 and VA HANDBOOK 5005/1, dated June 19, 2002, delegate authority to subordinate organizational levels to establish national and local intern programs. This program will serve to assist in recruiting and attracting exceptional individuals into professional, administrative, technical and clerical positions at grade levels GS-5 through GS-9.


 


This guidance is provided to assist VBA managers, Human Resources (HR) Liaisons, and other HR professionals in the appropriate use of the Federal Career Intern Program.








The Federal Career Intern Program





The Federal Career Intern Program is designed to attract and recruit exceptional individuals to the VA workforce, and to prepare them for careers in administering and delivering benefits and services to veterans.  It is intended to be used for appointments to trainee positions between the GS-5 and GS-9 grade levels.  Upon successful completion of a two-year internship, the intern is eligible for non-competitive conversion to career-conditional or career status.








Advantages of the Program





Internships are not required to be announced to the general public, so facilities may target only those applicants determined to have the most potential for success in the position for which they will be trained.  For instance, a facility may set up an internship for Veterans Service Representatives (VSRs) and decide to consider only graduates from a local university’s public administration program.  Unlike the Outstanding Scholar Program, there is no minimum grade point average required.  Conversely, facilities have the flexibility to consider candidates who are 
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not college graduates.  Additionally, there is no requirement to clear the Interagency Career Transition Assistance Plan (ICTAP).  





The career intern program allows facilities to determine those skills and competencies most needed in the future, and to concentrate their recruitment efforts on those individuals most likely to succeed in learning those skills and competencies.





The career intern program is but one of many recruitment tools available to managers and supervisors to find high quality candidates.  It is not intended to become the primary source of hiring within VBA.








Requirements for a Federal Career Intern Program





Regional Offices, Centers, Services and Offices must first determine a Career Intern Program is needed to meet workforce planning needs or to address anticipated shortages in a specific occupation.  If a Departmental (VA) or Administration level (VBA) intern program is not already in place, the local facility must develop a formal career intern training and development plan that covers a two-year internship period.  For VBA, a national training plan is in place for Veteran Service Representatives (VSRs).  A copy of this plan is enclosed.  For locally developed plans, components of a program should include at a minimum, an individual development plan, position descriptions, performance standards, and specific skills to be acquired.  A copy of any locally developed formal training program must be provided to the appropriate Human Resources Center (HRC) prior to the appointment of any career intern.





Career intern appointments may be made at any grade between the GS-5 and GS-9 level.  To fill positions at other than these grade levels requires OPM approval.  Positions must be filled at least one grade below the target grade or full performance level of the position.





Organizations that want to fill GS-5 and GS-7 positions that are covered by the Luevano Consent Decree, must ensure that career intern candidates have successfully completed the Administrative Careers with America (ACWA) assessment tool through the Detroit Delegated Examining Unit (DEU).  This includes VSR (GS-996), Loan Specialist (GS-1165), Appraiser (GS-1171), and Realty Specialist (GS-1170), as well as many other professional and administrative occupations.





Career intern candidates must meet the appropriate OPM qualification standard for the applicable grade to which appointed.  Qualifications will be determined by the HRC issuing the certificate or referral list.  Generally, U.S. citizenship is required for a career intern appointment.
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Positions subject to the Luevano Consent Decree





The manager and HR liaison should determine that an appropriate two-year training and development plan is in place and what recruitment strategies will be used to find high quality 


candidates.  The HRCs are available for consultation and assistance in this regard.  Training to


develop specific outreach activities is available from the National Recruitment Team and may be coordinated through the Office of Human Resources (OHR).





Organizations should submit, through their HRC or OHR, an SF-39, Request for Referral of Eligibles, to the Detroit DEU indicating that it is a career intern request, and whether it should be announced on OPM’s USAJOBS website.  Managers and HR Liaisons may choose to collect applications, resumes, or other expressions of interest through specialized recruitment activities such as job fairs, campus visits, etc., without announcing to the general public.  In such instances, the Detroit DEU will provide the local facility the necessary information for candidates to take the on-line ACWA assessment.  When the DEU does not post an announcement, the recruiting organization will be responsible for forwarding all resumes, applications, and expressions of interest to the DEU along with a brief statement describing the recruitment effort.





Based on the ACWA assessment and review of the application material, the Detroit DEU will forward a referral list of numerically ranked qualified candidates with veterans preference applied.  As with numerical ranking in competitive examining, the rule of three will also apply.








Positions not covered by the Luevano Consent Decree





For positions not covered by the Luevano Consent Decree, organizations may coordinate their recruitment efforts through their designated HRC or OHR.  The basic procedures described in the previous section will be followed with the exception that the ACWA assessment is not required, and that qualified candidates may be referred in numerical order or in unranked order by veterans preference category.








Career Intern Appointments





Career interns will be hired under a Schedule B Excepted Service appointment limited to two years.  Interns will be eligible for health benefits, Federal Employees Group Life Insurance, leave, retirement coverage, participation in the Thrift Savings Plan, within-grade increases, and promotions.
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Current, permanent Federal employees may be selected as career interns.  These selectees must sign a statement that they understand they are leaving the competitive service voluntarily to accept an excepted service appointment limited to two years, and that if they do not successfully complete the internship, they will be placed back in their former position, or a position of equivalent status, tenure and pay.





Career Internship Extensions 





Short-term extensions for the two-year career internships may be granted up to an additional 120 days to cover rare or unusual circumstances.  All Regional Office requests for extensions must be submitted through the servicing HRC to the OHR.  All VACO requests must be submitted directly to OHR.  Following review, these requests will be submitted to the Office of Human Resources Management (05) for final approval no later than 90 days prior to the end of the two-year period.  The time frames for consideration and approval of extensions are important.  Therefore, offices must ensure that their requests are submitted in a timely manner.  The specific requirements for extension requests are found in VA Directive 5213 and VA Handbook 5005/1.








Completion of the two-year internship





Career interns may be converted to the competitive civil service upon successful completion of the internship and all qualification, suitability, and performance requirements.  These noncompetitive conversions will be effective on the date the two-year service requirement is met (or at the end of any pre-approved extension).  Career interns will not be required to serve a probationary (trial) period following their conversion to the competitive service.  The two years the employee spends on the excepted appointment will serve as the employee’s probationary  period.





If a career intern does not successfully complete the internship and does not have prior career-conditional or career status, the career intern appointment will be terminated.  The intern will be notified in writing of the reason for termination, e.g., failure to complete the program due to performance, conduct, suitability, lack of satisfactory progress in training, or lack of demonstration of needed skills.





If a career intern with career-conditional or career status fails to complete the program for reasons unrelated to misconduct or suitability, he or she will be placed in a position of equivalent status, tenure, and pay as the position the intern held prior to the internship.
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This program can be a valuable tool for human resources management and workforce planning.  If you have questions regarding the use of this program, please contact your servicing HRC or the Office of Human Resources at (202) 273-5915. 


											


									








							/s/


						Daniel L. Cooper


						Under Secretary for Benefits


Enclosure
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Veterans Service Representative (VSR) Training Plan








The Veterans Benefit Administration (VBA) Federal Career Intern Program requires a two year formal training plan.  A national training plan has been developed for Interns selected into Veteran Service Representative (VSR) positions at VA Regional Offices.  The VSR training plan covers a 24-month period during which the Federal Career Intern will learn how to administer complex procedures and processes in support of the adjudication of veterans claims. This two year training program may include an orientation workshop at the Veterans Benefit Academy, formal training classes, rotational job assignments, attendance at conferences and seminars, on-the-job training and practical work experience.  Interns are responsible for developing their expertise by mastering skills required to accomplish progressively broader and more complex duties independently and efficiently.  This training program will provide the Federal Career Intern with the necessary skills to support VA’s mission to serve our Nation’s veterans.  





The structure of this training program serves as a guideline. Existing training such as the Field Guide to VSR Training, developed by the Compensation and Pension Service, may serve as a complementary tool to support the Intern’s training.   Local documentation of training and development should include an individual development plan, performance expectations and all training offered and provided.














MONTHS 1 – 6





VA Overview 


VA History


 VA Mission


 Vision and Values 


 Organizational Structure





VA Benefits—An Overview





Customer Service Orientation





Team Cooperation and Organizational Support





Reader Focused Writing





Introduction to VBA’s Information Technology (IT) Systems





Basic VA Compensation























MONTHS 7 – 12





Dependency and Indemnity Compensation (DIC)





Disability Pension Programs





Personal and Telephone Interviews





Other Business-line Benefits (Education, Loan Guaranty, Insurance, Medical, State, etc.)








MONTHS 13 – 18





Benefits/Income Matching Programs





Privacy Rights and Records Management





Guardianship/Field Programs





Parent DIC and Death Compensation





Section 306 and Old Law Pension





MONTHS 19 – 24





Adjunct Issues (Clothing/Auto Allowances, Medal of Honor Pension, etc.)





Administrative Decisions





Appellate Review Process





Further refinement of VSR skills





Waivers and Compromises


