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USE OF TEMPORARY HELP SERVI CE FI RVG
OD Executive Ofice

Authority

5 CFR 300.501 - 300.507 provides Federal regulations for the use of private
sector tenporary help service firnms to nmeet short-termcritical needs which are
defined as:

Sudden or unexpected occurrences;
Emer genci es;

Pressing necessities; or

Exi genci es.
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The above occasions are characterized by additi onal work or deadlines required by
statute, Executive order, court order, regulation, formal directive fromthe
agency head or designee or agency mission. Recurring, cyclical workload is not
considered a critical need. The tenporary critical need nust be one that cannot
be met with a current enployee or through direct appointnment of a tenporary

enpl oyee. The tenporary services nechani smcannot be used nerely to cover an
enpl oyee’ s vacation period. Tenporary help services must not be used to (1)
circumvent civil service laws for conpetitive recruitment of pernanent positions
or appoi ntnment of surplus or displaced enpl oyees under Career Transition

regul ations, (2) fulfill duties normally assigned to the Senior Executive Service
or satisfy work requirenents of managerial or supervisory positions, or (3)
circumvent controls on FTE ceiling |evels.

Appropriate Use of Tenporary Help Service Firns

One of the follow ng short-termsituations nust exist:

A.  An enployee is absent for a tenporary period because of personal need
(energency, accident, illness, naternity, parental or famly
responsibilities or mandatory jury duty) not including vacations or other
nonconpel ling or noncritical need situations; or

B. The agency nust carry out work of a tenporary nature for a tenporary
time period
whi ch cannot be del ayed due to a critical need.

The following tine limts apply:

A. A tenporary help service firms) may be used in a single situation (as
defined above) for no nore than 120 work days initially with an extension
of an additional 120 work days.

B. An individual enployee of a tenporary help service firmnmay work at a
nmaj or organi zational elenment (i.e., Ofice, Division or other officially
est abl i shed organi zational entity within the Ofice of the Director) for up
to 120 work days in a 24-nonth period beginning with the first day of the
assi gnment .

C. Managenent nay make an exception for an individual to work up to a
maxi mum of 240 work days in a 24-nonth period only when the nmanager has
determ ned that using the services of the same individual for the sane
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situation will prevent significant delay in carrying out critical work.
NOTE: Work days are the actual days worked and do not include weekends,
hol i days, illness or personal tinme off. Wrk for part of a day is counted
as having worked the full day. Tinme worked under any subsequent contracts
on the sane work activities is also counted toward the 240 work day limt.

Desi gnation of Approving Oficials Wthin Program O fices

Each Program O fice shoul d develop an internal approval process for certification
of initial tenporary services requests and for approval of temporary services
extensions. Program Ofices may wi sh to designate their Adm nistrative Oficer
as the approving official. The approving official has the authority to approve
initial requests for up to 120 work days and extensions for up to an additiona
120 work days in accordance with OPMregul ati ons and these procedures.

Procedures for Certification of Initial Reguests

A.  The Program Manager or Adninistrative Oficer should prepare:

1. Certification for Use of Private Sector Tenporaries form (Attachment
A,

2. Purchase Request which includes a conplete Statenment of Wrk (SOW.
The SOW shoul d address the foll ow ng:

a. Wiat types and levels of skills are required;

b. What the description of work, starting date, work hours, |ength of
assi gnment, |ocation of work assignnment and individual to whomthe
tenporary enployee will report are; and,

c. Wien receiving information is required (i.e., weekly, biweekly,
nonthly); this can be obtained fromvendors and will avoid the
potential for payment problens.

B. The approving official (e.g., Admnistrative Oficer) should clear the
agency’s tenporary enploynent register and Reenploynent Priority List (RPL) by
foll owi ng the Register O earance Procedures (Attachnent B)

C. |If the register/RPL cannot be cleared, a list of tenmporary applicants will be
forwarded by the Division of Career Resources, Ofice of Hunan Resources
Managenent to the Administrative Officer if requested. Should a tenporary
appoi nt nent occur as a result of reviewing the Ilist of tenporary applicants
(versus use of a tenporary services contract), an FTE and an SF-52, Request for
Personnel Action will be required for the appointnent.

D. Upon conpletion of the required docunentation, the approving official (e.g.
Admi nistrative Oficer) should forward the procurenent request and Certification
Formto DELPRO for processing.

Procedures for Extensions

A.  The Program Manager or Adninistrative Oficer should prepare an extension
request containing the foll owi ng docunentation

o nane of the tenporary help service firm
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o original start date of the enployee (enployee' s first day of work)
o present ending date of the contract
0 requi sition nunber/purchase order nunber/record of call nunber
o nane of tenporary help service enpl oyee
o description of temporary work activities
o rationale for extending the contract (e.g., work not conpleted,
di sruptive to
train anot her tenporary service enpl oyee)
0 extension date or nunber of additional work days requested

B. The approving official (e.g., the Administrative Oficer) should reviewthe
ext ension request to confirmthe accuracy of the first work day for the tenporary
servi ce enpl oyee and, thus, the accuracy of the 240th work day. The approving
official should also confirmthat all of the above information is included in the
ext ensi on request and that the work continues to neet the definition for critica
need. A copy of the extension request signed by the approving official should be
forwarded to DELPRO together with the procurenent extension paperworKk.

NOTE: Al though the tenmporary services nay not be needed for a nmaxi num extensi on
period, it is reconmended that the maxi num period of 240 work days be docunented
to elimnate the need for additional requests for extension. The subsequent
purchase order extension which is sent to DELPRO need not be for the entire 240
work day tine frame. Requestors have the option of forwardi ng several shorter
purchase orders to DELPRO as | ong as the total does not exceed the nmaxi nmum

al l owabl e time frane.

Internal Controls/Tracking System

Admi nistrative Officers are required to maintain conpl ete docunentation of al
tenporary service requests and extensions. Agencies are required by regulation
to maintain records and provi de oversight to establish that their use of
tenporary help service firms is consistent with these regul ations. As needed,
the Ofice of Personnel Managenent nay require agencies to provide infornmation on
their use of tenporary help service firms. It is recommended that a | og of the
status of initial and extension requests be maintained by the Adm nistrative
Oficer. The Ofice of the Director Personnel Ofice is available to provide
assi stance and advi sory services on the appropriate use and flexibilities of the
tenporary service mechani sm and on docunentation requirenents.



