Department of Veterans Affairs

FY 2015 Workforce Recruitment Program (WRP)
Instructions for Requesting a WRP Intern and Payroll Reimbursement Checklist                               Updated June, 2015


· 1. Identify a classified position, in a suitable job series, ranging from GS 4-11.  Managers should coordinate with their respective Human Resources Officer (HRO) or Specialist and identify a place in their organization for the intern to work during their internship.  

· 2. Log on to the WRP Web site by registering at: https://wrp.gov.  Once registered, you should receive a password within 48 hours.  Once you gain access, you will be able to search by school, location, job preference, or academic degree.  Please note: Facility’s EEO manager, selective placement coordinator, and/or Disability Program Manager should be able to assist with these steps.  Please keep in mind that top candidates will go fast; please plan to access the website as soon as you know you will recruit a WRP intern (database is expected to go live mid-December).  If you need help, please e-mail:  VAWRP@va.gov.

· 3. Once you have identified one or more candidates, you may schedule and conduct 30 minute phone interviews.  Hiring officials are advised that they must focus on the qualifications of the candidates.  Questions designed to elicit information about the disability are not permitted by law.  Important:  Interviews are recommended and should be informational to the student.  You should clearly convey job expectations, should they be the candidate selected for the internship.

· 4. Forward to your servicing HRO/Specialist, the desired candidate’s Student Information Sheet, resume, (transcripts if needed), and a copy of the Position Description.  Your local HRO will determine whether the individual(s) qualify for the pre-identified position and at what grade level.  Occasionally, a staffing specialist may need additional documentation from the student.  If so, HR staff should contact the candidate(s) and have them provide the additional information directly to the staffing specialist.  HR should contact the student for a copy of their Schedule A eligibility letter.  This letter only goes to HR, not the hiring official.  
 
· 5. To apply for payroll reimbursement to cover the salary of your WRP intern, you must submit the “WRP Reimbursement Request” form and “Memorandum of Understanding” to the Office of Diversity and Inclusion (ODI) via an e-mail to Aurelia Waters (VAWRP@va.gov).  
	

	

	


· 6. Once you know that your student qualifies for the position and ODI has confirmed funding, please work closely with HR to confirm the appropriate Pay Period for your intern to start.  HR will make the final offer to the candidate.  Instruct your servicing HRO/Specialist to note on the SF-50 and SF-52 the approved specified temporary appointment of the internship (e.g., temporary appointment not to exceed 12 weeks).  The appropriate Special Hiring Authority must also be listed.  The Schedule A excepted appointment authority is described on the Disability Program Web site at http://www.diversity.va.gov/programs/pwd.aspx.


· [bookmark: fund]7. Once the candidate has accepted, closely review the accommodation notes section of the Student Information Sheet, which will give you an idea of what the student’s accommodation needs may be.  Only after you make the offer and the student accepts can you question the student regarding their reasonable accommodation needs for the position.  If the intern requires adaptive equipment, it can be requested through VA’s partnership with the Computer/Electronic Accommodations Program (CAP), by visiting their Web site, at http://www.cap.mil/.  Accommodations not available through CAP should be obtained by the employee’s office, but the cost will be reimbursed from the Reasonable Accommodation Centralized Fund managed by the Office of Diversity and Inclusion.  For more information, please go to:  http://www.diversity.va.gov/programs/pwd.aspx#accommodation.

· 8. WRP interns are considered temporary employees and are eligible for limited benefits.  These include transit benefits (if applicable to duty station); old age, survivor and disability insurance, more commonly referred to as Social Security; and Medicare.  In addition, as of January, 2015, in accordance with the Patient Protection and Affordable Care Act (P.L. 111-148), the Department of Veterans Affairs (VA) has expanded eligible coverage under the Federal Employees Health Benefits (FEHB) program for temporary employees who meet the eligibility criteria (please see Human Resources Information Service Bulletin 14-18:  Expansion of FEHB for certain Temporary, Intermittent, and Seasonal Employees).  For additional guidance concerning any of these benefits, please consult your servicing HR office.

For general questions regarding the WRP Centralized Fund, please contact:

Aurelia Waters, VA WRP Program Manager
Office of Diversity and Inclusion (06)
E-mail:  VAWRP@va.gov
Phone:  202-461-4124
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