FY 2013 Workforce Recruitment Program (WRP)
Step-by-step Instructions for Centralized Funding

To ensure funding availability before you proceed, please contact Aurelia Waters, WRP Fund Coordinator, at (202) 461-4124 or via email at: Aurelia.Waters@va.gov 

Step One:  Hiring Officials should identify a classified position, in a suitable job series, ranging from GS 5-11.  Managers should coordinate with their respective Human Resources Office (HRO) and identify a place in their organization for the intern to work the 10-14 week internship.  

Step Two:  Hiring officials can log on to the WRP Web site at: https://wrp.gov.  Once registered, you should receive a password within 48 hours.  With your password, you should be able to search by location, job preference, and academic degree.  Do not be discouraged if you do not find an individual who lives in your area.  Most of the students are willing to travel for the right internship.  WRP interns are responsible for any relocation, transportation, and/or travel expenses.  Print the Student Information Sheet for all potential candidates whom you are considering. Please note: Hiring officials may receive assistance with this step from the facility’s EEO manager, selective placement coordinator, and/or Disability Program Manager.

Step Three:  Once you have identified one or more potential candidates who may be qualified for the position, schedule and conduct 30 minute phone interviews (optional).   Hiring officials are advised to focus on the qualifications of the candidates.  Questions designed to elicit information about the disability are not permitted by law.  

Step Four:  Forward to your local servicing HRO the desired candidate’s Student Information Sheet and resume.  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, call the potential candidate and have them provide the additional information directly to the staffing specialist.  
 
Step Five:  To apply for centralized funding to cover the salary of your WRP candidate, you must submit the “WRP Reimbursement Request” form to the Office of Diversity and Inclusion via an e-mail to Aurelia Waters (Aurelia.Waters@va.gov).  Forms and instructions can be obtained at: http://www.diversity.va.gov/programs/pwd.aspx#WRP.
	

	

	


Step Six:  If you are using centralized funding, you can make the offer to the student once funding is confirmed by ODI.  Instruct your servicing HRO to note on the SF-50 and SF-52 the approved specified temporary appointment of the internship, under section “u” of the Schedule A (5 C.F.R. 213.3102(u)) Special Hiring Authority, and use the PAID code W9R. 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]Step Seven:  Once the candidate has accepted, closely review the accommodation notes section of the Student Information Sheet, which will give 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 and Electronic Accommodations Program (CAP), by visiting their Web site, at http://www.cap.mil/.  Accommodations must be obtained by the employee’s office, but the cost will be reimbursed from the Centralized Fund managed by ODI.  For information please go to:  http://www.diversity.va.gov/programs/pwd.aspx#WRP.

Step Eight:  IMPORTANT- For tracking purposes, it is critical that you send an e-mail message to Aurelia Waters, with the name of the selected student, and the Student ID Number found on the Student Information Sheet. 

You will receive confirmation of funding approval/denial within five (5) business days.  If the funding reimbursement request is approved, you will receive a memorandum of understanding, which outlines the terms and agreement of the expenditure transfer.  

For questions regarding the WRP Centralized Fund, please contact:

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