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Chapter 2: Pre-Appoinitlhent and Selection Forms

Introduction

Pre-Appomtment
Forms :

Updated 65/10

There are several adm1mstrat1ve and pre-appomtment forms
which require review, audit, processmg, and maintenance in the
administrative area. Each form is listed below Wlth a brief

- description of its purpose

(705, Consss Ernslovment Inui

~ This form is completed by all applicants who are interested in

census employment. The applicant answers all applicable

questions. The answers are reviewed by the recruiting clerk at the

testing session and again by the office clerk in the administrative
area for completeness and to determine the applicant’s eligibility

for federal employment. The BC-170D collects the applicant’s

personal data, work skills, and avallablhty

USCIS -9, Emgloy_ment Eligibil‘g Verification

This form is completed by the applicant at the time of testing,
The applicant must provide proof of identity and employment
eligibility. See the Form I-9 in Appendix A for a detailed list of -
acceptable identity documents that will fulfill this reqmrement.
The recruiting clerk at the testing session must review and verify
the applicant document(s) and complete section 2 of the [-9.

NOTE: Effective November 2008, the U.S. Passport Can'l is

considered a “List A" document that may be presented at the time
of testing to show eligibility verification for work authorized
status. (Select “Al,” U.S. I?assp'art in DAPPS)

DD-214, Cemﬁcate of Release or _Qgs_cjmgg;

If item number 12b on the BC-170D is completed and the box
claiming 5-point preference is checked, applicants must submit a
copy of their DD-214 with their application in order for the
applicant to receive veterans’ preference.
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Testing Forms

Ifitem number 12b on the BC-170D is completed and the box

claiming 10-point preference is checked, the applicant must
complete and submit an SF-15 along with the appropriate
supporting documentanon to recewe 10-point veterans’
preference : :

A mtment Cerh tement for Selective
Service Registration :

A male applicant, born after December 31, 1959 must be
registered with the Selective Service System (subject to certain -

~ exemptions) to be employed by the federal government. The
- Regional Director (RD) will determine whether the failure of

someone who was reqmred to reg:ster for the selectwe service

o 'RD and would like to talk to someone else, refer apphcantto the
Decennial Administrative Branch (DAB) staff at (301)763-4899.

The DAB staff will affirm with the decision of the RD. Do NOT
have the apphcants contact OPM. :

If the person was never required to reglster, have them self certify

- and sign and date the form.  After supervisor review, the

ineligible status in DAPPS may be updated from ineligible to

L @.hgtbl;e_, Retain t_lus f.orm mt_he,ﬁmployee(WPPF

Apphcant folders contam the D-267A1 B1,Cl,or D1, erld
Employee Selectlon Ald Answer Sheet, mdlor the D-270A1/B1,

»These test answer sheets are already scored and the test

information (for example, test type and test score) transcribed to
the for office use only section of the BC-170D. Applicants can
take the test more than once. However, only the highest score

- from the D-267A1, B1, C1, or D1 and/or D-270A1 or Bl will be
-~ used for the selection: progess. -

Applicants who ukethe D7270A or B, will also have to complete

a D-270;I’,:Sup¢:viso'ry Applicant Reference Sheet. After

** completion, the recruiting clerk will attach this form to the

applicant’s BC-170D. This form provides work and personal
reference information.

Note: Applicants cannot retake the test on the same day.
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Selection Forms

Selection Guides

D-150. Job Reguisition
The Assistant Manager for Recruitment (AMR) completes the

~ form D-150. Using the D-150, the clerk keys the information into

DAPPS to generate lists of candidates who meet certain criteria
(for example, availability, language skills, availability of
transportation, so forth) and live ina predetermmed geographic

- area where they have vacancies.

D-425, Employee Selestion Record
This form is computer generated from the Decennial Applicant,
Personnel, and Payroll System (DAPPS). The D-425 isa

~ working certificate used to document selections for census jobs.

The form lists applicants in order of veterans’ preference and

~ descending test score. It also lists experienced employees who
" have been terminated in  good standing within the past year who

prevnously oecupled the same type of position identified on the-
D-150.

D-425A, Fina ion

This shows the final dlsposmon of all applwants and apenenced
employees that were on the original D-425. The D425Aisa
computer-generated form from DAPPS and must be prmted
before the applicant is hired or the experienced employee is

- rehired.

D-269A, Selection Gujde for Enumerator

~ This selection guide is provided for your use in qualifying and

selecting applicants for the enumerator positions. This guide is a
verbatim script to be read while interviewing applicants. This is
the only form relevant and appropriate for making the

- determination for selection and employment.

D-269B, Selection Guide for Crew Lead
This selection gmde is provided for your use in quahfymg and
selecting applicants for crew leader positions. This guide is a

verbatim script to be read while mtervnewmg applicants. This is
the only form relevant and appropriate for making the ‘
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deteminaﬁbh for selecﬁon and employmem

D-269C, Selecuon Gmde for Office Clerk
This selectlon gulde is prowded for your use in qualeymg and

T the only form relevant and appropnate for makmg the

determmatzon for selectxon and employment

}D-269D, Selecugn nggg fgr §UM1801’S

- verbatim script to be read while i mtervxewmg appllcants Thls is
. the only form relevant and appropriate for making the = ,
~ determination for selection and employment. The employment
- reference check must be completed prior to the applicant
- interview for the Office’ Operauons Supervxsor or the Field
Operations Supervisor | positions,

- mggg, §g]mgg quge fgr Recrumng Agm

*This selection guide is provided for the ‘managers’ use in

- qualifying and selecting applicants for recruiting assistant
positions. This guide is a verbatim script to be read while the
manager interviews the applicants. This is the only form relevant
and appropriate for makmg the determination for selection and
employmem _

positions. This gmde is a verbatim script to be read while
interviewing the applicants, This is the only form relevant and
- appropriate for making the determmatron for selection and

employment

D-269G, Selectio 1Gu

ST This selection gulde is provnded for the managers’ use in
‘ quallfymg and selectmg appllcants for (Portable Digital Assnstant

24
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‘Training Forms

(PDA) Sampling Observation) enumerator positions. This guide
is a verbatim script to be read while interviewing the applicants.
This is the only form relevant and appropriate for making the
determination for selection and employment.

This selection guide is provxded for the managers’ use in
qualifying and selecting applicants for partnership assistant
posmons This guide is a verbatim script to be read while
interviewing the applicants. This is the only form relevant and
appropriate for making the determination for selection and
employment.

D-275. Record of Training

This form is printed after training classes are scheduled for
applicants who have accepted job offers. For automated, or non-

paper based operatlons the clerk must make four (4) coples of the
D-275 by printing from DAPPS or Xeroxing. If the operanon is
paper-based, only 3 copies need to be printed. The copies are
routed to the followmg people:

¢ One copy is filed in the admmnstratxve area

o - For automated or non-paper based operations, a second
copy is provided to the OOS for Support

o Two copies are given to the appropriate assistant manager
along with the appointment folders and a packet
containing additional appointment forms.

The D-275 is used as the training session to identify the trainees
who were/were not present (that is, no-shows).

D-155, Applicant Data Shest

This form is pre-filled with applicant’s personal data from the
BC-170D and [-9. It is entered into the Decennial Applicant
Personnel and Payroll System (DAPPS) at the time of the
application. The D-155 is reviewed for corrections/accuracy at
the training session. The selected applicant is required to
complete the Tax Data Section at the appointment/training.
session,

25
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Overview of Selection Process

Clerk generates a D-425, Selection

AMPFO fills the D-150, Job Requisition .

Specifying the number of positions Ru.zc_ord, f rom DAPPS basefl on

Needed by census geagraphy hiring requirements. Applicants
are listed by veteran preference
and in descending test score
order.

Clerk conducts telephone interviews starting
With the first person listed and continuing in
descending test score order.

0O0S approves all selections and non-selections
Of non-preference eligibles

/

Clerk:

(1) Updates status of selected applicants in DAPPS.

(2) Assign applicants to a training session and generates a8 D-275,
Record of Training, for the classroom instructor as well as D-155,
Applicant Data Sheet, fingerprint labels for each selectee assigned to
the training session. FedEx labels are also printed with the
applicants’ labels.

1 All qualified applicants must first be cleared through CHEC before they can be selected for a position.
2 The non-selection of preference eligibles must be approved by Census HQ.

2-7
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N Chaptér 4 éeléoﬁon |

3" 150’0';23 Reanlﬂoq  The D-150, Job Requisition, lists criteria thatmust be entered into
! - B DAPPS to obtaina list of apphcants on the D-425 Selection

Record.

- The Assistant Managers complete the D-150 and forward lt to the '
- Assistant Manager for Administration (AMA). The

~ administrative area generates the selection records in accordance

~ with the criteria specified on the D-150.

Note Non-cmzens wnll only be consxdered m sntuatlons that

. PartA Posmon Regulremegg il

- 1L Total number to htre (maxxmum 50 per D-I50) 1denuf ies
the number of applicants that are needed. This number is EE
used to inform the selection staff but is not entered mto"" g
DAPPS. o

2. Class: indicates whether it is erther Decenmal or Census
- Coverage Measurement hiring.

3. Operation: mdncates the Census data collectxon phaseto .
be performed, such as Non-Response Follow-up or
Address Canvassmg

- 4 Positiou identifies the posmon being filled (such as,
g Enumerator, Crew Leader Assistant, Crew Leader, Field

- - orOffice Operatlons Supervisor, Clerk, and so forth), -
3. »Formtervwwmgpwposes PR D e
Sa, Length of job (weeks or months) This is written on

41
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the D-269A-H and used during the apphcant interview to |
inform the applicant how long the work /job will last.

- b, Pay: This is written on the D-269A-H to inform the
applicant of the hourly rate of pay.

Part B — Sclection Criteria

1.. Office Code: identifies the 4-digit LCO requesting the
selection record.

2. FIPS Codes (Federal Information Processing Standards):
specifies the state and county for which the selection
record should be generated

3. Specific Assignment Area: identifies at what geographic
level the selection record is to be requested, highest Ievel
s county, lowest level is block.

4. CLD (Crew Leader District) Number: this number is used
_ for assigning newly selected applicants to the appropriate
training session.
5. Availability: identifies the minimum hours per week or
' specific days of the week required to complete the
- assignment.
6. Language Requirement:_identifies a need for a specific
language in the assignment area.

7. Transportation Type: identifies when a specific type of
transportation is required within the assignment area. 7
8. Training date(s): identifies the training date to be written
_on the D-269A-H and used during job interviews.

9. Training time(s): identifies the training time to be written
on D-269A-H and used during job interviews.

10 Training location: identifies the location where the
training will be given. If the AMFO provided the training
- information to the clerk prior to the interview, the training
information can be recorded on the D-269A-H and given
to the apphcant at the end of the interview, if selected.

PartC—

1. Position Location: identifies if the position will be
located in the office or the field.

42
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2

a. Test ID: identifies which test the applicant must have
taken, the D-267 (non-supcrvxsory) or the D-270
(supervisory) to be considered for the position listed in

- Part A. Ifthe applicant took the D-267(S), Spanish

v iIf you mkc th_ R

Version, then they also need to take the English
Proficiency Test and score a letter grade of A/B/C. When
the test type is keyed into DAPPS, it must agree with the
position. DAPPS will generate an error message if the test -
type does not agree with the posmon See the chart below
that shows the test type for each posmon

‘I’hen you can be cons1dered for i

‘ f?67 A,B,C,orD Enumerator

D-267 (S) A,B, C, or Crew Leader Trainee

| Crew Leader Assistant

: Pai'tnershi‘;i ‘Assistant
‘Recruiting Assistant
Office Clerk
Administrative Assistant
'CCM Enumerator '
’CCM Crew Leader

CCM Crew Leader Assistant

270 1

3

‘D270 A/Band | Office Operations Supervisor
complete the D- -

‘Field Operations Supervisor Trainee
’CCM Field Operations Supervisor

b. Mmzmum Seore: identifies the minimum score of
70 the applicant must have achieved to be eligible
* for the selection record. However, if enough
- applicants do not meet the minimum score of 70
 the Regional Director can approve a Job
~ Requisition for applicants that score less than 70.
* For additional guidance, refer to the D-501,
Chapter 6.

Skills: Indicate if personal computer experience is

required for the position. Appllcants who identified they
 have personal computer experience on their BC-170D and
‘meet all other criteria will appear on a selection record

a3
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 here.

s Personnel Status: ‘managers may request experies
employees only (for example, employees who resngned or -
- were terminated for fack of work or personal reasons
- within the past year and previously occupied the same
type-of position i identified on the D-150); otherwise, the
 selection record will include both expenenoed employees |
o andappheants PR :

when recruiting for skills.

. Requirements Search Number: after the D-150

requirements have been entered and saved in DAPPS the
DAPPS assigns a Search Requirement Number on'screen

- that oqmponds to the D-ISO That number is:written

requestmg the selectxon record.

2. Date: the date the requester/manager completes the

D-150.

Instructxons on completmg the D—lSO are provxded on the reverse
side of the form. The administrative area uses the D-150 to
- generate a list of candidates who meet certain criteria and live in a.
o pndetennmed geographic area where the 2010 Census has

- vacancies. Once the clerk keys the Job Requisition data into
DAPPS, and runs the D-425, Selection Record, you cannot maks
any changes to the Job Requisition criteria. The data will be in
“‘View Only’ mode. You can only execute the speclﬁed Job

: Requlsmon Number once.

04/01/09
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D-150, Job Requisition

U.S. DEPARTIMENT OF COMMEFIGE-\
Ecoronks and S
Us. G‘EN BLI:EUNE#I.I

Whatdel = |y BEOUISITION

need to hire? |
hire 7,

How many do we
need to hire?

-,

Part i\ - POSITION BEGUIHEMENTS How long
will the

. Total pumber 2. Class — person work?

;gngg?mm 50 D&m Qe [ Fisld Operations What will
\b Stann O Enumerator \_ Stpanisor their pay be?

0 cou O Crew Leader [ Office Oparations
3. Operation ; SEnor P
T [ Racruifing vk

Assistant

1. Offica cg 2 4. Spacific ass:gnmam area
Tract(s) Block No.(s) ZIP Code(s)

LCO

. CLD number
(if aopiicabla)

Where do [ need

b S them to work?

How many hours
do they need to
work per week?

Complete items 5 - 7 for conditions of employment. | 2 Cr;mpiere itoms Band 5
for condmons of training Where and when

b. Availability 6, Language raquiramant {if avallable) bt an?
a. Minimuss-Rouss per vagk /aamm\ 8. Trojere deto(s) 8¢

Do I need
Field or
Office Work?

. Waekday work (8 a.m.M+ p.m) 7. Transpottation typs s

c. Evaning work {4 p.m.-9 p.m.} \

10T raining location

Do | have any AN
What testtype and special P e

o. Waekend work
(Saturday and'or Sungby)

score do [ need? i ? i 1
requirements? Did I Record the

Part'C - ADDITIONAL CRITERIA Requirement Search
omflate the {ollowing additional criteria. Number?

Assistant Manager for Adminmmon area.

3. Skills

Requirament Ssarch NumBb

2. Tes
[:I Fald worR O gotn;pEm?r or
ata Entry
O Offics work FHSELL

; EXpariencea on Did I sign and date

_4_‘ the request?
- -wart D - REQUESTEH INFORMATION ;

. e

TSEE BACK FOR INSTRUCTIONS) S~———

USCENSUSBUREAU

4-5
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. D-425, Selection

Record

Experienced .
Employees

Updated 09/2669

Topic 2: Selection Guidance

The D-425, Selection Record is a working certificate, listing
candidates that meet geographic, availability, and skills criteria by

position and are listed in veterans’ preference and descending test
score order. The D—425 is used with selection guides to document -

_|ob offer results for census jobs

Selection records should be open for a reasonable amount of time.

The LCO Manager or Assistant Manager for Administration
(AMA) determines what a “reasonable” amount of time is based
on the work requirements. It is recommended that selection

records be open no longer than 3 or 4 days. An applicant’s name o

will appear on only one selection record for the same position.

For example, Test] Testmeart name appears on a selection record

for an Enumerator position. At the same time, her name can
appear on another selection record for a Crew Leader. After her
apphcant/employee D number an asterisk will print to identify
that she is listed on more than one selection record. This will

* hotify the supervisor before beginning interviews. Her status is

automatically updated to ‘Under Consideration.” Testl’s name
will not appear on another selection record for an enumerator or
crew leader position even thongh she meets the required criteria,

until the Job Offer Results page is updated and completed and the -
~final selection record is run. Refer to the D-581, DAPPS

Operatmg Guide, for procedures to close a selection record.

The manager may limit selection consideration to experienced
employees only, applicants only, or a combination of the two.
We recommend the selecting official consider former 2010
Census employees before selecting applicants only.

Expeneneed former employees are defined as:

¢ Employees who separated (resigned/terminated for
reasons other than cause) within the past year and who
previously occupied the same type of position identified
on the D-150, Job Requisition.

Managers may limit selection considerations to expenenoed
employees or both experienced and new applicants. Selectmg
officials should give first consideration to experienced employees.

4-6
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New Applicants

Preparing D-150C,
Selection Record Log

Note: Selecting officials are not obligated to hire experienced
employees before cons:dermg new apphcants

The requestmg manager prepares a D-150, Jab Regquisition, and
forwards it to the Assistant Manager for Administration (AMA)
for processing. An Administrative Clerk; following the
procedures contained in the D-581, DAPPS Operating Manual, i

~ generatesa D-425 Selection Record
* When managers request experienced employees only. the list wrll

include employees separated within the past year for reasons

‘ottier than cause and who previously occupied the same typeof
position they are cm-rently applying for. Experienced employees

who are compensable veterans with service-connected diSabilities

- of 30 percent or more, or at least 10 percent, but less than 30 -
-percent will be listed first in score order. All other experienced
applicants (10-point disability, 10-point other S-pomt, and non
o veterans) wnll be. llsted after that in score order.

= New apphcants are def’ ned as Apphcants who have a status of
~ Available in DAPPS or previous employees whose separation for
- reasons other than cause have exceeded one year. ‘New applicants
. are listed on a selection record in descending test score order with
o veterans preference mdlcated, 1f apphcable

SR more, oratleast 10 percentbut lessﬂran 30 percem These 10-

pomt preference eligibles are always placed at the top of the list

~in'order of their converted test scores. For additional information
- on-Veterans’ Preference, refer to Chapter 3, Topic 1 of this
- manual. :

' The next group of qualnﬁed mcludec apphcants with lo-pomt

: Howcver, at each test score, 10-pomt ehgrbles precede 5-pomt

eligibles who, in turn, precede nonpreference eligibles. Referto

- Chapter 3 of th!s manual for additional information on Veterans
. Preferenoe

~ AD-150C, 'Sele'ction Record Lo'g'is'mamtamed in the

v }'log identifies the Job Reqmsmon Number, Date Ran, Job

47
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Position, and. the clerk working the selection record. - Aﬁer the
selection record is closed, the clerk will annotate on the log that
DAPPS is updated and the final date the selectlon reoord ran.
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Preparmg D-15 oc, Selection Record’ Log
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USCENSUSGUﬁEAU

Selecﬁon Guides

Verbatim selection guides are pr@)vidéd‘ for your use in QUa_lifying
and selecting applicants. These selection guides providea

verbatim script appropriate for the available position for
interviewing an applicant by telephone. Based on the applicant’s
response, you will mark the answer (Yes or No) in either column
A or B. If the applicant responds “Yes’ to all of the questions,
you may extend a job offer to the apphcant at the end of
interview.

orif there are any answers with a ‘No’ in ‘Column B, do not offer
a job at this time, and refer to the supervisor. Inform the

04/01/09
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applicant that his/her application will be reviewed and, if selected,
they will be notified within the next 10 working days. The

following eight selection guides are available:
'D-269A — Selection Guide for Enumerator Positions

D-269B - Selection Guide for Crew Leader Positions
D-269C — Selection Guide for Office Clerk Positions

'D-269D - Selection Guide for Supervisor Positions

D-269E — Selection Guide for Recruiting Assistant Positions
D-269F — Selection Guide for Crew Leader Assistant Positions
D-269G — Selection Guide for Enumerator Positions (Portable
Digital Assistant (PDA) Sampling Observation

D-269H — Selection Guide for Partnership Assistant Positions

A separate selectlon guide is used for each applicant that is
contacted. The selection clerk must sign and date the bottom of
each selection guide after the phone cafl is completed. All
selection guides are then filed with the D-150, Job Reguisition,
D-428, Selection Record, and the D-425A, Final Selection
Record. '

For supervisor only positions, (for example, Office Operations
Supervisor and Field Operanons Supervisor) the selection guide
includes a verbatim script for Employment Reference Checks.

To conduct a reference check, refer to the D-270.1, Supervisory
Applicant Reference Sheet within the Applicant Folder. Call the
most recent or present employer first, then proceed with the
personal reference checks if provided.

Using Section III of the D-269D, Selection Guide for Supervisors,
document the reference check results. These are the only
reference check questions that should be asked.

Prior to the telephone interview, you will be given a D-150, Job
Requisition, which contains the selection criteria required for a

particular assignment area. In addition, you will receive a D-425,

Selection Record and the Applicant Folder for each person listed
on the D-425.

The D-269 A-H has blank spaces to prefill information from the

410
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- D-150, such as the position ‘tlﬂe‘;’ﬁﬁllﬁblll‘ty, number of weeks,
- hourly salary, and, if available, training time and location. Your
£ superv:sor will supply you wnth a llst of pay rates for the

- D-269A H form before you contaet the apphcant.
Several questxons on the D-269s are speclﬁc to language | skllls

a hiring prerequisite for the posmon, the clerk needs to refer the

~ specific language question to a staff associate, if possible, who
can confer with the applicant in the specified language. Ifnoone

in the office can speak the language (such as Mandarin Chines),
skip the question. If a question is specific to an operation, and

g you are not hmng for that operatlon, sk:p the qu&ctxon

A mple D;269A, Selection Guide for the Enumerator position is

: ,dlsplayed All D-269A-H selectlon guxdes are in Appendlx A

411
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Ruleof Three

Example 1:

Clerks must apply the ‘rule of three’ when contactmg el1g1ble

 candidates on the selection record (that is, only the three highest -

rankmg candldates are considered at a txme) For example

preference eligibles, the appointing authonty may choose
any of the three.

2. Ifthetop personona cemﬁcate isa lo-pomt disabled -

" veteran, the second person is not a preference eligible, and,
the thied is a 5-point preference eligible, the selecting
clerk may choose either of the preference ellglbl&s

‘ declme, then select from the mext three. For example. you have

candndates #1,#2,#3,#4, and #5. You select #2 and he declmes. .

and #4. Veterans Preference must be teken into consnderanon m '

‘each circumstance. Proceed with this tule of three until all -

posmons have been filled. Below are several possible selection
scenarios which illustrate the use of veterans preference and the
rule of three.

Applicant score (wLpreference pomls) Preference ‘

Rank Order

85 10 pt compenssable .
90 [No

90 ’ No

iU DD |

80 No

In thxs instance, the 10-point veteran should be offered the posmon If the veteran were to

Example 2:

- Rank Order Applicant score (w/preference pomts) _ Preference
1 : 99 No
2 95 Spt .

""" 3 90 No
4 80 No

In this instence, either the 1 or 2 eligible could be offered the position. The third applicant
could only be selected if the veteran declines the job or an objection to the veteran is approved

by Headquarters.

4-16
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Rank Order

i Applieant score (wlpreference pomts)

"~ Preference |

_ 85

10 pt compensable .

%

S pt

‘No

#?P~

'No

In this instance, either the ISt (10 point veteran). or 2"" (5 pt veteran) eligible may. be offered the
posmon The tbwd candldate can only be oﬁ‘ered the position i both the veterans decline the

" Preference

Applieant seore (w/preferenee pomts)

85

lOptoompgnsable 1§

90

3 pt

9%

5 pt

soi

N VN:O'

In this mstance, any Eof the threeveterans may beoﬁered the ﬁésition. ‘
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D-1110

Contactmg the i
APPlleant

e attemptto contact thelapphcantlat least two more times. -

If you are unable to reach an applicant and unable to leave a
message, note the date and time of each failed attempt on the
D-425. At least three attempts must be made to contact each

~ applicant. When, attempts to contact applicants are nnsuccessﬁxl,
‘enter no answer by each date/time,

419
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- Making the Selection

When interviewing an apphcimt, use the appropriate selection
guide, D-269A-H for the position being offered. Read the .
verbatim script and fill in column A or B based on the applicant’s

- response to your questions. If the applicant answers ‘yes’ toall

applxcable questlons, you may extend a job offer at the end of the
interview.

However, if there are any questionable answers to any of the

- questions or if there are any answers with a “No’ in Column B, do

not offer a job at this time, and refer to the supervisor. Inform the
applicant that his/her application will be reviewed and, if selected,
they will be notified within the next 10 working days

After the phone interview, document the applicant status on the

- D-425 with one of the following codes:

o Selected(S)

o Offer Refused (OR) and date (identify if the reﬁlsal is only R
for this job offer or for all future job offers)

o Ineligible (I) (Include the appropriate reason) Refer to the
chart of Ineligible Reasons, Exhibit 4-1 for a list of
Ineligible reasons.

Note: If the applicant is offered a position, but is not
available to begin work at this time, and wants to be
considered for future operations, document on the D-425
when the applicant can begin working. Make a note for the
applicant file and then reset the Availability Date on the
Decennial Applicant Data page in DAPPS to the new date
provided by the applieant. Refer to the D-581 for processing
procedures.

When a job offer is made, and accepted, the applicant should be
assigned to a training session from information on the D-150, Job
Requisition.

420
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D-1110 Chapter 4: Selection

Callbacks If candidates callback in response to & message they received to
extend a job offer, and if the selection record is open, then all
efforts should be made to offer them a position. Those that call
back after the selection record is closed should be offered
employment, if there are still positions that need to be filled. If
not, tell them of all attempts made to contact them and state that
they will remain in the applicant pool for future positions,

Updating the Job Offer Once the selection is documented on the D-425 and approved by

Page in DAPPS a manager, update the status of all candidates who accepted a job
(Selected), refused this job offer or all future job offers (Offer
Refused). gave a poor interview, had a poor reference check, or
does not meet position qualifications, and those applicants who
are not interested (Ineligible). The status of any candidate you
were unable to contact, or that was not contacted because the
number of positions were filled should remain Available or
Experienced.

Use the DAPPS Job Offer Page to indicate the results of the
selection. Access the Job Offer Page using the Job Requisition
number from the D-425. After you have completed updating your
applicant status in DAPPS, check the Selection Completed box,
save the Job Offer Results page. and print the D-425A, Final
Selection Record. If the Selection Completed box is not checked,
DAPPS does not recognize the Selection Record as closed.
Processing procedures are provided in the D-581, DAPPS
Operating Manual.

Job Requisition
Number

Job . Oponing

Joh Opening 1D 1389 Sijtus Codo 020-Consdr Status Ddte oFM 02000
Posklon 00002021
Deporuiment 2018

Onparaxtion 002

Jobs CodeTE~ Clericat

(=] selecton Compicted Total Apgrieain

Resrultmantin’ doh.Onnning Hoyygs pute Nime:

2051 QD 1395 07!1MLJ ¥u,Sue

Must be checked before \

DAPPS recognizes [he hte Sqrr:h] +{f] Previgus in List | 48 Moxt In List
Selection record is
closed.

Applicant Selected l

4-23
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"""  D-425A,Final Afier you have updated, completed, and saved the Job Offer
~ Employee Selection Results Page, print the D-425A, Final Selection Record. The
- Record D-425A is similar to the D-425 except that it contains a selection

date and applicant status. The D-425A is an official record of the -
applicants’ disposition in DAPPS. Refer to Topic 5:
Recordkeeping for disposition of selection forms.

424
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CUD-1110 -  'Chapter 4: Selection -

| Updating Form __ .After you have created a final selection record, update D-150C, |
D-150C, Selection' ~ Selection Record Log by annotating on the log that DAPPS is
R “updated and the final date the selection record was generated or

' Record Log
ran.

E‘H-

 Updating Form 150C, Selection Record Log

D¥es O
. U?t’u O
Ows Ow
Ovw Ow
0w O
0w Dw
Ovs Ow
Ow 0w
Jove om}
0w Oe
Iva Ow
0w Ow
Ovs Ow
O Qw

| B O |52y |

TUStOMNGOOrCERE|

SELECTIONRECORDLOR = -
oL soCesms .

g B0
F=T=T =1
[}

W

JH-

o
g

b st
1
1341

o] Goe
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D-1110 : Chapter 4; Selection

~ Training Forms Selected candidates must be assigned to a trammg session. There
B g - are several training forms used at the training session. The
-selected candidate must be listed on a D-275, Record of Traxmng :
and must have a D-155, Applicant Data Sheet in the appointment
- folder when they attend training. Ifan applicant showsup for
training and his/her name is not on the D-275, do not allow them
* to stay for training.

- D-275, Recor ining

- This form is pnnted aﬁer trammg sessions are scheduled for
- appllcants who have accepted Job offem Ongc a lrammg session

~all the applicants asslgned to the D-275 and allows the attendees
o tobeasslgnedtoanoperanonm OCE. The formisusedatthe
 training session to identify the trainees who were/were not present
 (ie. no-'shows) Anytime 2 person is added or deleted to the
- training session, you must update the D-275, select the save
- button, and print the form. After the first day of trammg, the
- D-275 is returned (for example, hand carry or Federal Express) to
~ the Assistant Manager for Administration (AMA) or Office
i Operatxons Supervisor (0OS) in the administrative area. Clerks
i the administrative area conduct follow-up telephone calls w:th
- all no-shows to determine if they want to be consndered fora
future position.

o If yes, the supervisor will update theu' applxcant status in
- DAPPS from Selected to Available. This will make them
available for selection provxded they meet the selection
criteria. If the applicant is not available until 2 specific
time frame, reset the Avanlablllty Date on the Decennial
Applicant Data page in DAPPS to the new date provxded :
by the applicant. Refer to the D 581 for procmmg

procedures.

o Ifno, find out if the apphcant is reﬁ.lsmg all fnture job

offers. For refusal of all future jobs, the supervisor will
update their applicant status from Selected to Ineligible
and select Not Interested from the Ineligible reasons.

All applicants that are selected and attended trammg wnll havc
their paperwork processed in DAPPS. Once they are hnred, they
will have an Employee ID.

4-27
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D-111¢ Chapter 4: Selection

D-275, Record of Training

DWPF
Esport DD« 0-378 RICRN OF TRAIEDSS nn W, 2
£ Data 07/:8/20¢
b Tims 16,326
U.5. DEREDIDT OF OOReEIC
EERT 07 TEX (O 1. Office sxe, oMo LD odan. 1M
2. Totrestor's Mate: b mmber:
1. MASresz of training aifa, 4201 B, QLesr Seite W0 Jastis 4. Datats),  12-ATG-100F KBTD 14-A0C-2008
3, Coee. 40T CoTmaning - Mster fruis Geasioes $1) (38~ T T N FLO3T:
T, Pacllicy Xros 100 + fatly, Tams 4. TIna: 0000 AX - DA13D PR
?.fimgarprizt Yoaainersl 10.Cate of ASaln Trataing
iLrgep 1 13,704 of cltay
LIST OF TRADZES
(] L] (h ta) et 1t} @ [L1] (L 13}
Lisa om ax ipl/ingl  Telapeoe itin Sty Epati, Tt for  emiec Recarrs Dot ta e
. axdress ™ DAz s, p Todzingt  Test Score Fiogeprinted
jeias il ol TEE/H0 Yoo
X =R Yos
X = Tou
it =R Tex
4 =R Yaz
X TES/50 Yazx
X TER/50 Yes
4-28

04/01/09



- D-1110

Chapter 4: Sclection

Training Forms

The apphcant data sheet is a computer-generated form that

displays applicant personal data entered in DAPPS from the BC-
170D (all mfoxmauon from Fonns 1-9 and SF-15 andlor DD-214

day of trammg, each selected apphcant is prov:ded a copy of their -

D-155 to review personal information (for example, SSN, name,
address, and so on), oomplete tax: mformatxon, make necessary-

- corrections, and then sign the bottom of the fo:m once they e
-determine the mfonnatxon to be correct.

Any corrections or changes made on the D-155 will be updated in

DAPPS when thns form, along wnh the appomtment folder, is

administrative area. The D-lSSils.u e

04/01/09



D110  Chapter 4: Selection

- 155 Appllcant Data Sheet

Corraetion:

H :m-eue I shqlc

n-h‘-cnt l Uea-Ro "

zy Tesan! .
spplicaticn axo crue, cup:.eu. m corzect :o :tm
best ‘of oy Ranwlndge and belief -

leust 1o aignad in ink) -

: Date

TR
Rusidonce Tax. mu X
| Giey: Steckeon - - - -
graser. AL
‘Cocmzy: 077 $on Joaq:

o cugy s:a:l.o: Qedo: o
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D110 ' Chapter 4: Selection

Operat:ons Supervzsors. Oﬁice Operallon Supervisors,

- and Crew Leaders, D-991, Overtime Policy Agreement
for Non-Supervisory Decennial Employees, or D-991
(PA), Overtime Policy Agreement for Partnership
Assistants.

s OF-306, Declaration for Federal Employment

e CD-415, Record of Employee’s Address and Emergency
Information. :

o D-168, New Employee Data (rehires may elect to change -
previously submitted information, if not they need not
complete this form),

e D-1199, Direct Deposit Authorization, or D-260, Waiver
of Electronic Funds Transfer.

e USCIS Form I9, (rehires only)

04/01/09
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Chapter 4: Selection

The following forms are provided in the Appointment Folder
but are for informational purposes only and should remain with
the appointee:

o D-472, Top 10 Ethics Rules For Decennial Census
. Employees - :
o D-473, General Ethics Prtnciples

~ Attach a copy of the D-275, Record of Training, to the
_ appointment folders and give to the appropriate assistant

manager for distribution to the trainer. The following forms will -
be gwen to the trainer to be used, if needed:

"o Form W-4, Employee’s Withholding Allowance
- Certificate (for employees claiming 10 ormore or
exemptions or exempt)

o Form W-5, Earned Income Credit Advance Payment
Certificate

o D-260, Waiver of Electronic Funds Transfer
o _D-l 1 10 1, Appointee Instructional Guide

- The OOS must ensure that an appointment folder is prepared for

each selected applicant listed on the D-275, Record of Training.

~ Foran explanatlon and/or copy of these forms, refer to the

D-1111, Chapter 3.

4-34
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Recordkeeping

Applicant Folders
Updated 11/09

Selection Records

| Topic 5: Recordkeeping

The AMA establxshes the file system for all applicant-related
documentatlon and selectlon records.

o]

:::O

o

0O 0 0 O°

BC-170D, Census Employment Inguiry.
19, Employment Elxgtbthty Verification,

| - lfapphcable, -
:D-270 1, Supervtsory Apphcant Reference Sheet
DD-214, v‘}C’ert{ﬁ(;are of Retease or Discharge from Active

DD-217, Dlscharge Cemﬁcate
‘DD-1300 Repon ofCasuanv |

‘D-237 Certgficauon of Voluntary Separaﬂon Incentwe

Payment (VISP) or Buyout

. " Filing Appllcant Folders is 1llustrated on the next page
: Note. All selectxon guldes are filed wnth the D-1 50 Job '

Selection Record.

Attach the D-150,‘Job Requisition, D-425, Selection Record, and

‘the D-425A, Final Selection Record together, along with any

other supporting documentation, such as the D-269 and return to
the AMA. The AMA verifies that the records are complete and
maintains the files by the Job Requisition number in numencal

order.

NOTE: If you have a large number of Selection Records, you
may band them together and file them behmd the D-150, D-425
and D-425A.

4-35
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FILING APPLICANT FOLDERS

_ POSITION

DAPPS STATUS

__DESCRIPTION

_ACTION

[Office/Field
|-Posttion

AR = Application

1 Received

Applicant took test but has not
cleared the CHEC process.

Pizce applicant folders In
applicant file drawerin
alphabetical order. -

Field/Office
| Position

1= Ineligible

mmmmm
Poor Interview; not registered
with the Selective Service;

Incomplete BC-170D; Does
_not meet Minimum Age

o Requirements; Does not meet

Position Qualifications;
Failure to Respond; Invalid 1-9
Proof} *No Test or DVR
Certification; Relative in
Census Bureau; Offer Refused
3 times; No D-270.1 with

_supervisory test.

Place applicant folders in »

the Ineligible file drawer in|
‘alphabetwel order :

‘Field/Office
Position

| Under Review

fPending

The supervisor reviews any
questionable answers provided
on the BC-170D and/or D-269
A-H for eligibility
determination. On the BC-
170D, Item J, the supervisor
records the disposition based
on their findings.

Place applicant folder in
the applicant file drawer i in
alphabetical order.

 #Note: Make sure untested applicants are called to schedule and complete a test.
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b o Chapter 2: Administrative Forms

::Chapter 2: Employment

General  The Local Census Office (LCO) administrative staff is
BEE L - responsible for processing and filing most personnel and
- administrative documents for LCO office and field employees.
~ The Decennial Applicant, Personnel, and Payroll System
~ (DAPPS) is the system used-to process personnel actions.

Personnel Forms Listed below are brief descriptions of the various personnel and

e m/ay B admmnst'atlveformsandthenruse

1. BC-61, Appolntment Affidavits (Appendix A-1) - contains
the Oath of Office required by 5 U.S.C. 3331. The oath and

 affidavits are executed when the applicant is first appointed in the

. federal government and for each subsequent new appointment. A
field employee or a notary public gives them. If a selected
applicant objects to swearing/affirming or signing the oath, the
appointee may sign a modified Oath of Office, which must be

attachedtotheBC-61 ‘

2. BC-170D, Census Employment Inquiry Form (Appendxx A-

.- 2) - employment application completed by all apphcants who are
- interested in decennial census employment.

- 3, BC-1759, Special:Sworn Status (SSS) (Appendix A-7) - this
.+ is used for non-Census Bureau personnel who require accessto
. census information and confidential data, and/or are working in
Census Bureau space. It contains the Oath of Office required by

 5U.8.C. 3331, The individual is administered the Oath of Office

by a Census Bureau employee who has been delegated the

- objects to swearing/afﬁrming or signing the oath, they cannot

have access to Censns Bureau information and/or confidential |

data. A contractor who objects cannot work with the Census
Bureau. o

- 4, -BC-1759(D), Special Sworn Status (SSS), Use for SSS
~ individuals who are exempt from the OSY, Counter-Espionage
- Branch clearance processing. These SSS individuals are usually
- the visitor or observers, GAO auditors, Oversight Committee
members, and so-on.

* 5. CD-415, Record of Employee’s Address and Emergency

~ Information (Appendix A-9) - information is used to identify the

241
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D-1111 Chapter 2: Administrative Forms

person the employee wants notiﬁed in case of an emergency.

6. D—lSS Apphcant Data Sheet (Append:x A-10)- oomputer
generated pre-appointment form that displays appheant/selected
 applicants personal data entered in DAPPS from various
personne] documents (for example, BC-170D, I-9, DD-214, and
SF-l 5) some of wlnch are completed at the ume of testing, Atthe
 applicantis prov:ded a copy of his/her D-155 to review for
. updatec and changes beforethehueorreh:re action 1sprocessed.
7. D-168, New Employee Data (Append:x Al l) vohmtanly”
completed by the employee at the time of appointment and -
* orientation training. This form combines employee mformatlon
- on the employee’s self-identification of ethnicity or race and -
disability. The form is destroyed (shretlded) by LCO
Bt admmwtrat:ve staﬁ‘ a:l'ter the mformatlon is entered into
 DAPPS,
8. D-186, E orF,: 2010 Census Employment Agreement,
Temporary Exeepted Service - mandatory completlon by
: employee ‘The D-186 E and F are defined below:

TR R e e D-186 E 2010 Census Employment Agreement,
o ~ Temporary Excepted Service (Appendix A-78) for
the 2010 Census staff, (guarantees return rights for
Reglonal Ofﬁoe (RO) excepted service employees)
Temporary Excepted Service (Appendlx A-13) for-
- the 2010 Census staff (provides no commitment to
prowde permanent employment) :
~ 9.D-187 Snmmary of Ethics Rules (Appendlx A-16) - is gwen
- toall new appointees. This form summarizes maintaining -
~ confidentiality of information, misuse of government posmon,
~ outside activities and employment restrictions, acceptance of gxfts :
and ﬁnnncml conflicts of interest.

4 10. D-198, Administrative Responsibilities for all Employees
R (Appendxx A-18)- 1s provxded to all employeoe atthe

: ll. D-237, Ceruﬁeahon of Voluntary Separauon Incentive
-~ Payment (VSIP) or ‘Buyout” (Appendix A-19) - applicants who

22
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were employed with the federal government and aoeepted a

~ voluntary separation incentive payment (VSIP) or *buyout’ within
. the last five (5) years. from effective date of their separation are
_ reqmred to eompletethls form. The Federal Workforce

Rmtructlmng Act of 1994, Public Law 103-226, dated March 30,

- 1994, requires that a former federal employee who accepted a
- VSIP or ‘buyout’ must repay the entire amount of the payment
~ upon re-employment within ﬁve (5) years followmg the effective
date of the separation. -

12, D-260, Waiver for Electronic Funds Transfer (EFT)

(Appendix A-20) - employm who do not have access to direct

deposit for their federal payments must complete this form.
"~ Effective January 1, 1999, the law requires that ALL federal

paymentsbemadevaFT including federal wages and salaries, |

unless there is an approved waiver.

13. D282, Documentation of Conduct and/or Performance

Problems (Appendix A-23) - supervisor/manager must complete

this form for each conduct and/or performance action

recommended for an employee. Refer to the D-5. 01 Chapter 8

“for further information.

14 D-283, Documentation of Termination for Conduct

and/or Performance Problems (Appendix A-25) - completed by
supemsor/manager to document the reason(s) for employee
termination taken for cause. This form must be completed for
each termination action taken for conduct and/or performance

“reasons for field and office intermittent employees. Refer to the:
- “j D-501 Chapter 8 for ﬁlrther mformauon.

15. D-287 Post Employment Restrictions (Appendix A-26) - is

~ given to all new appointees. This form summarizes those duties

or activities that are prohibited when employment with the
Census Bureau eads.

16. D-288, Notice of Suspension of Work - DO NOT USE
- THE D-288 UNTIL FURTHER NOTICE

17. D-289 Notice of Withheld Pay Check (Appendix A-28)~
used to notify an employee that they will not receive a paycheck

- due to an advance received or other liability while employed with

the Census Bureau.

04/01/09
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the office and ﬁeld supervnsors to document cbang&c to an

= employee’s personal data (for example, address change, phone

number, name [due to marnage/dworoe], and taxes), and as an

official request for processing a personnel action. A personnel
action requiring a D-291 would include a conversion, extension of

~ appointment, or termination of appointment. The form mustbe -

approved, sngned,anddaxedbybothasupemsorandanoﬂice
manager,

19, D-423, DAPPS Checklist of Forms for New

Appomtments in the Local Census Office (LCO) (Appendlx A-

D-425, Selectnon Record (Appendnx A-34) a reoord whnch
conrtams a list of applicants that meet the criteria on the Job
chunsnt:on.

21. D-425A, Final Selecﬁon Record (Appendix A-35) - an

official record of the apphcants’ dlsposmon in DAPPS.
22, l)-590 through D-593 - Ccnsus employee handbooks for

’ orlentatlon trammg s&ssmn.

| 23 b@é(},b%fﬁih@ pan‘cy' Agree reement for Field Operations

Supervisors and Crew Leaders (Appendix A-37) - This form
states the Census Bureau s policy on overtime. Apphcents

appointed to these positions are required to read and sign this
form at the t!me gf ‘appomunent and orientation training. ‘

24, D-991, Overnme Pohcy Agreement for Recmitmg

o the Census Bureau’s policy on ovemme Apphcams appomtedto .
& non-supervisory position must read and sign this form at the
- tlme of appomtment and onentatlon trmmng :

25 D-99L(PA), o;vemmej Po}icy Agreement for Partnership
Assistants (Appendix A-38) - This form states the Census
Bureau’s policy on overtime. Applicants appointed to a non-

04/01/09
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supervisory position must read and sign this form at the ume of

- appomtment and orientation training.

26. D-992, Overtime Policy Agreement for Office Operations
Supervisors and Clerks (Appendix A-39) - This form states the
Census Bureau’s policy on overtime. Applicants appointed to
these positions must read and sign this form at the time of

| appomtment and orientation training,

27. DD-214, Certificate of Release or Discharge from Active

- Duty - is an official document from a branch of the Armed Forces
. of the United States showing periods of performance of active and

non-active military service, entrance and separation dates, and the
type of discharge/separation. Itis used to verify veterans’
preference claim.

28. DD-217, Dnscharge_Certlﬁcate — used to determine -

veterans’ preference.

29. DD-1300 ‘Report of Casnalty used to determine veterans’
preference.

30. OF-306, Declaration for Federal Employment (Appendix
A-41) - used to determine a new employee’s eligibility for federal
employment.

31 SF-8 Notlee to Federal Employee About Unemployment

Insurance (Appendxx A-45) - is a form that provides general
information on unemployment compensatxon for unemployed
federal workers.

32. SF-15, Application for 10-point Veterans Preference -
used by veterans or the spouse, widow or natural mother of

' veterans, claiming 10-point veterans® preference for hiring

purposes “The claimant must provide the documentation reqmred
to receive the 10 points of preference. (Refer to the reverse side
of the SF-15 for acceptable documentation requirements for.

determining eligibility for this type of preference).

33. SF-50, Notification of Personnel Action (Appendlx A-46 -
A-50) - official form used for documenting all personnel actions
processed (for example, new hire/rehire, changes from one

 position to another, name changes, corrections, res:gnanons, and

25
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34. SF-66, Official Personnel Folder (OPF) - used to maintain
employee official documents related to federal civilian
employment for each employee in the federal government. The

‘OPFs for LCO employees on an intermittent work schedule will

be prepared and maintained at the Regional Census Center
(RCC). The OPFs for the LCO managenal staffand
administrative assistant will be pre and maintained at the

* Human Resources Division (HRD) at headquarters.

35. SF-1152, Deeilgnatlon of Beneficiary - used to designate a
beneficiary to receive any unpaid compensation or money due at
the time of death of the employee. If a form is not completed,
money due will be. paid in order of precedence, that is: spouse

first, then children, parents, siblings, and so on. (Referto the
D-590 through D-593, employee handbooks for additional

mformatnon)

36. D-l 199, Du-ect Deposnt Authorization (Appendlx A-51) -
used to document method of payment of an employee’s earnings.

‘Monies are deposxted du'ectly into employee's checking/savings

account at the financial institution specified by the employee.

37. Title 13 (Appendxx A-52) - is a training module given to all

~ Special Sworn Status (SSS) individuals that are exposed to

confidential materials or data of the Census Bureau. The training
module is also givento all Census Bureau employees This is a

pledge that all Census Bureau information will be kept

confidential. The SSS individual must read the module and sign
the attached certificate andkeep a copy of this with them at all

times during their visit. The original signed copy should be given
to the admsztmnve staff n the LCO.

38.No FEAR ACT Training (Appendix A-53) No FEAR Act
Training is to inform employees of the No FEAR Act and other
laws makmg discrimination and retaliation in the workplace

illegal.

39, Persoiiﬁllﬂdéhﬁﬁhble Iiifdfhxahon (PII) Training

4. Information Technology an Security Awareness

{Appendix A-55)

2-6
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All Census Burean employees and SSS individuals are réqmred to

take IT Security Awareness training annually by fiscal year.

Note: Only SSS with James Bond IDs and valid Census emanl

accounts are required to complete the training. Examples of

individuals not required to complete the training would be.
 maintenance or cleaning people.

lmmxgratxon Services of the Deparlment of Homeland Secunty) ‘
and employment eligibility.

42. _W-4, Employee's Withholding Allowance Certificate
(Appendix A-61) - completed by employee so employer can
withhold the correct amount of federal income tax from
employee’s pay. Employee must complete this form if they are
claiming 10 or more exemptions or exemption from withholdings."

43, W-5, Earned Income Credit Advance Payment Certificate
- or IRS Publication Number 1235, Advance Earned Income
* Tax Credit includes a Form W-5 (Appendix A-63) - is a tax
credxt for certain WOrkets who have at least one child who hves
level. Employees who are ehglble for EITC (form mcludes the
- eligibility cntena) may receive it either as a federal income tax
refund or in advance payments during the year.

Admhﬁstraﬁye Forms | Lxsted belowaredescnptxons of mscellaneous personneland o
y veformsandthelruse

l. 11—00, Transmittal — use as a cover sheet to document the

routing of personnel, payroll, or other forms or materials being
sent to the LCO or RCC

2. D-426, Administrative Record of Returned Documents
~ (Appendix A-36) - completed by the personnel/payroll clerksto
document errors or missing information on personnel or payroll
- forms that must be returned to the employee or their supervisor
- for a signature or correction. Use as a control log for paperwork
in various stages of correction.

27
04/01/09



D-1111

Chapter 3: Petsomel

General

: P’eﬁonnel Clerk
. Responsibilities

| C!!apfér?"# iPefsbiiﬂe;!

Thls chapter prov:des procedures outhmng the responsibllnty of
the personnel clerk for the tasks below:

1
. ;2
4

1. 1 Rev:ewmg completed personnel documents.
. Returmng mcomplete documents
'Ptocessmg anewhlre '

. ‘Processmgotherpersonnel actions (such as changesin
~_position/pay rate or updating employee personnel data) in

 the Decennial Applwant, Personnel and Payroll System

(DAPPS).
Processmg a rehn'e actnon.

Reviewing and venfymg data on the SF-SO Nouﬁcauon
of Personnel Acuon, data (Appendnx A-46). Z

.Creatmg and mamtammg a Local Census Ofﬁce (LCO)

- ,hn'e from the temporary appomﬁnent folder.

i .vv‘SendmgofﬁclaldomnnentstotheReglonalCensusCenter ,
£ '(RCC)whomllcreateandmamtamLCOmtJetmttent E

As a personnel clerk, itis your mponmbxhty to:
' . hRevxew and venfy appomtment documents for

completeness, accuracy, consistency (name, Social

‘Security Number, 'and date of birth), and required

sxgnatures

. Rewew apphcattons for dual federal employment

. Retum mcomplete documents 0 employee § supervisor,
_orto the employee for correctton and/or sxgnature(s)

. Verify the accuracy of processed SF-50, Notification of
- Personnel Action forms agamst the employee s completed '
-appointment forms. -

stln'bute SF-50 copies. (Employee, OFF, and Payroll)

6. Send appointment documents to the RCC usmg the D423,

DAPPS Checklist of Forms for New Appoint’tnents in the

31
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atthe Appointment
'l‘rammg Sesslon j:

Local Census Office (Appendix A-32). ‘

7. Processa vanety of personnel actions (for example, hire,
| _.rehlre eonvasxon, and separating employees from the

8. Prepare and mmntam LCO employees Working
.. Personnel/Payro}l Folders.

9. Create and maintain a filing system for administrative
records/documents.

10. Respond quickly and courteously to employee concerns
rega’:ding their personnel actions.

~ On thc first day of the appoimment and onentanon trammg

mon,theumner'

L

Updates the D-275, Record of Training (Appendlx A
21), ldentlfymg the trainees who were or were not
present, in other words, ‘no-shows.’

"2 AdmlmsterstheOathofOfﬁce

w

Assasts all u'amees w1th the completion of all reqmred
documents

Ensures the umnees insert all completed documents
into their appointment folders and returns the

.appointment folder to the trainer.

Collects two sets of fingerprints for all trainees. ;
Provides No FEAR Act Training (Appendix A-64),

- Title 13 Training (Appendix A-52), Personally

- Identifiable Information (PXI) Training (A-44), and

Information Technology (IT) Security Awareness

| Training (Appendix A-63).

Reviews all documents in each appointment folder for

 legibility, accuracy, required signatures, omitted data,

inaccurate documents, and especially for consistency.
Each form must show the social security number,

- name, and date of birth, are listed exactly the same

way. For further information, refer to the D-1110.1,
Appointee Instructional Guide.

Upon completion of the class, submit to the

appropriate assistant manger who will route to the
Assistant Manager for Administration (AMA), a final |

* Record of Training with an updated status for each

32
04/01/09




D-1111

Chapter 3: Personne]

LCO Receipt of
Completed
Appointment Folders
from the Appomtmentl
Tmining Smion

New Hu'e Forms
Review

o the appomxment folder are removed and phced into the apphcant
" folder so that all documents are now contained within the
- applicant folder.: The applicant folder will now become the

attendee.

: :IMPORTANT One of the trainer’s major responsibilities is
to ensure that all appointment folders, including ‘no-shows,’
‘ and the npdated D-275. are retumed to the office sometime -

' trainees have taken the Oath of Office and revnewed all
: appointment documents. :

~ :’ UsmgtheD-Z’IS meadmmsuanveareamustmakecertamall

appointment folders and folders for ‘no-shows’ are returned when

| thefoldetsarerece:vedmthsLCOﬁ'omthetmnmgsmons

WPPF and the now-empty appointment folder can be re-used dt -

is in or on the folder. The OOS or AMA, ass:gnstheWPPFto

", administrative clerks for review, data emry into DAPPS and -
 record keepmg.

~ The 00S or'A'MA'lnuswpdate the training status of each
e attendeetoau'mmngswsxonmordertomomtorthestamsonall
hires for each operatlon.

i appomtment trammg location will be contacted to determine

whether the applicant still wants to be considered fora census

- position. If the person is still interested in working, a supervisor -
~ must update their applicant disposition code in DAPPS to

' avallable andmsertaﬁlmreavmlabmtydate 1fappr0pnate If.

. ‘dasposmon code in DAPPS to ‘Oﬁ'er Refused
~ - Do not change the applicant status of any ‘selected’ person

until all appointment folders are accounted, all appomtees

- have been hired, and all “no-shows’. have been contacted in

regards to theu' status.

| Usmg the D-413 DAPPS Checklist of Forms for New
’ 'Appomtments in the Local Census Office, verify the appointment

33
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s fo]dercontmnsallreqmredfoﬁnshstedontheDAZS For =

 additional guidance, refer to Exhibit 3-1, page 3-19, DAPPS

Flowchart for New Hires and Appendix B, Review of

 Appointment Forms for DAPPS New Hires Job Aid.

A personnel clerk must revww all appointment documents in

(name, socml secunty number date of bxrth), and reqmred
signatures as described below before processing the new hire

~ action in DAPPS.

NOTE: The USCIS 1.9, Employment Eligibility Verification
(Appendix A-53), and the BC-170D, Census Employment Inquiry

- (Appendix A-2), were reviewed for employment eligibility

requirements at time of testing, However, rehires (former census
employees) must complete a new I-9 when re-appointedtoa
census position. After data entry, I-9 Forms are maintainedina
separate file in alphabetical order with all other I-9 Forms of -
those applicants that have been hired. This file will remain in the

LCO until closing and then will be retired according to LCO

. closeout procedures,
~ D-155, Applmmt Data Sheet (Appendnx A-10) - must contain

employee signature and date. It must also contain employee s
mmals if conectlons are indicated.

" Incorrect Social Security Number, date of birth, or misspelled -

name - To avoid a delay in the employee’s receipt of their
paycheck, process the hire action in DAPPS using the incorrect

- social security, name, and/or date of birth. Then process a 002,
- Correction (refer to the D-581, DAPPS Operating Guide for
- instructions on procesmng a comrection action).

- D-168, New Employee Data (Appendzx A-11) - completion of

this form is voluntary. If the employee does not complete the
information on race, ethnicity, or disability, the session trainer

- should complete this information. Contact the trainer or
- employee’s immediate supervisor to provnde the informationto

complete Section A, Eater Code 01 in Section B, if not

| eompleted

~ D-990, Overﬁme Policy Agreement for Field Operations
- Supervisors and Crew Leaders (Appendix A-35) - Completion

- of this form is mandatory. It must include the employee’s
- - signature, printed full name, signature of the (Census Bureau
~ Representative, and the current date.
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': ;:Ev;.‘ name, slgnatute of the Census Bureau Reprwentauve, and lhe
- cmentdate S

o D-991 (PA), Overume Pollcy Agreement for Partnership
' Assistants (Appendix A-37) - Completion of this form is

~ mandstory. It must include the employee’ smgnature,pnntedvfull |

name, sxgnature of the Census Bureau Repmentahve, andthe

- current date

S :D-992, Overume Pollcy Agreement for Ofﬁee Operations
-+ Supervisors and Clerks (Appendix A-38) - Completion of this
o ;form 1smandatory Itmustmcludetheemployee ss:gnature :

. 'and the cmentdate

japproval

: 'D-ll99, Dn-ect Deposlt Authomaﬁon (Appendix A-48) -

completion of this form is mandatory. Complete Section A-D‘ If
the employee does not have a bank aooountandmllnotgetone, ‘

. they mustsubmtaD-ZGO Waiver ElectromcSalaryPayment

o :D-260, Waiver of Electronic Funds Transfer (Appendxx A-I 7)

BC-61, Appointment Afﬂdavits (Appendm A-1)- complenon

- of this form is mandatory. Tt must contain signatures of the new

employee and census employee delegated authority to admxmsher
the Oath of Officé (most likely the trainer, or a notery public’s
raised seal),datetheoaﬂlwasadnumstered, andposmontowhlch

- appoxnted.

: Refer to D-501, LocaICensus Oﬁ‘ice Adm:mstratwe Manual,
" Chapter 8, fortheprocedme when anappomtee objects to signing
~ the BC-61. R

OF-306, Declaratmn i‘or Federal Eployent (Appendxx A—41
t043)- completlon by employee is mandatory. Review items 9
through 15. If the employee answered “yes to any of these

to any one of these questlons may have an mpm onthe
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Return Incomplete
Documents for
Correchve Action

individual’s eligibility for continued employméilt.

~ CD-415, Record of Employee’s Address and Emergency

Information (Appendix A-9) - must be completed. Information

is used in those instances when the employee must be contacted at

home orto ldenufy the contact person in case of an emergency.

~ Temporary Excepted Service — mandatory completton by

employee The D-186 E and F are defined below:

(a) D-186 E, 2010 Census Employment Agreement,
. Temporary Excepted Service (Appendix A-75) for
the 2OIOCensnsstaff,(gum'antewretumnghtsfor
-~ Regional Office (RO) excepted service employees).
(b) D-186F, 2010 Census Employment Agreement,
Temporary Excepted Service (Appendix A-78) for
the 2010 Census staff (provides no commitment to
- provide permanent employment).

W4, Employee’s Withholdmg Allowance Certificate

- (Appendix A-58) - mandatory completion for employees claiming

10 or more exemptions from withholding. Employee must
complete items 1-6 and include their signature and date. If

~ claiming exempt, employee must complete items 1-4 and 7, and

mclude their signature and date.

W-8, Earned lncome Credit Advance Payment Certificate
(Appendix A-60) - must contain employee name, social secunty

- number, signature and oomplenon of ALL questions.

D-1 129, Pérsonal Telephone Reinibursement Policy

Agreement - (Appendix A-94) - Completion of this formis
mandatory. It must include the employee’s signature, printed full

" name,and&ecurrentd&e

- Acopy of all administrative forms can be found in Appendix A of

this manual.

- Use Form D-426, Administrative Record of Returned Document
- (Appendix A-34), as a control log for returning incomplete
personnel or payroll documents to the supervisor for field staff

(for example, Emnmerators and Crew Leaders) or the employee
(office staff only).

NOTE: In some instances where a signature is not required,
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Documents Required to

- Processa ‘Hire’ =
PersonnelAction '

Bt D

- calling the employee or their supervxsor may be the better
- solution. Document the change by signing your initials and
o wnnngthe date next to the corrected information. By signing
- your initials, you are certifying the accuracy of the information. -

 Use the oompleted personnel documents listed below in the

create a SF-SO Nonﬁcatlon of Personnel Aenon.

" Refer to the D-581, DAPPSOperating Guide, for dataentry
: ‘prooedm. E

1. BC-61, Appomlment A.'Eﬁdavxts
2. ”D-I-SS- Appheam Data Sheet.
.3, D-168, NewEmployeeData.
4

. D-1199, Direct Deposit Authorization, or D-260, Wawer
of Elecn'omc Funds Transfer.

5. W-4, Employee’ sthholdmg Allowance Payment

* Certificate, if reqmred.

6. W-5, Eamed Incolne Credat Advanee Payment Cemﬁcate,

 ifappropriate.

7. CD<415, Record of Employee s Address and Emergency
Tnformation.

“'l‘heeﬁ'ectwedatelsthemonth,day,andyearapersonne] action
~ is processed. No personnel action is effective before the date the

manager/Supervisor requests the action, | umnless the actionisa

~ deathoraresignation.
. Newhlrenlrehnres nsethedatetheOathofOfﬁoewas '

administered on the BC—61 Appomiment Affidavits, as the
effective date of the new hire or rehire action.

Subsequent personnel actions - use the date listed in item #5 on -
the approved Form D-29l DAPPS Update Form (Appendnx
A-26).

- However, whenproeeesmg a termination aetlon, use the first day :
. of the pay week that the employee does not have any D-308, -

Daily Work and Pay Record, forms submitted as the eﬁectlve :
date. For example, if the employee [3 last day worked is Sunday,

| employee are processed on nme
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Statlon Code

Changes to a New
Employee Home

Address in DAPPS

- employee

'IhedutystauonoodensaQ-dngxtoodethatrepresemstheoﬁcxal .

city, county, and state in which the employee works. If the
employee is assigned to a:

- Field Position — Employees that are working in the field (Fleld o
: Operatlons Supemsor CrewLeader CLA,andEnumemor)wxll o

a9—d1gltcodethatreﬂectsthelrhomeaddress

g ,Office. Position - The duty, station of all office staff (Clerks and
Office Operations Supervisors) will be the city, county, and state,
- of the office. When processing hire and rehire actions for office
staff in DAPPS, the duty station will automatically default to the

9-digit code of the office’s location.

Note: ThedutystahonofRecnntmgAsastants:satthe
discretion of the RD.

It 1sve1yunportantthattheduty statmncodexsconectbemuse

- the duty station code, position, and office code assignedtoan
ines the employee’ sappropnatepayrateandls o

used to determine the state, federal, and where appropriate, local
tax withholding rates.

| Achangemanemployee "s duty station maybetheresultofa

change in their home address or from processing a conversion

o action from a field posmon to an office position or vice versa. :
~ IMPORTANT NOTE: Anytime a personnel action moves an

employee to another state or to a different cxty or county, within

the boundaries of the office, that levies an income tax, provide the |

employee any local tax forms for the new location.

If the new field employee (Enumerator, Crew Leader, Crew
Leader Assistant or Field Operations Supervisor position)
indicates a change to their home address ONLY, a data change
wdlneedtobepromwdtocorrectthehomeaddr&is. Thenew -

.employee reviews the D-155 at the appointment/training sess1on % -
and makes the necessary correction(s) to their exlstmg cnty, i
~ county, or state home address. :

o Process the Hire/Rehire personnel action in DAPPS using B

 the existing address.
» Process a Data Change personnel action to the hire/rehire

~ action to change the employee’s duty station code. (Item

- #1 on the SF-50) -

3-8
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Using Form D-29l to

~ Initiate a Request to
Proeessansp.sgi:;e o

Personnel A&’i&ﬁsa"ﬁ'; -

Supervisor Can
Request
Updated 1109

o Makechangestothehomeaddrecsbyaccessmgthe
mmlmg address lmk ﬁ'om the Petsonnel Datatab

and Appheant Data pages
Ifthe new home addrees is out ofthe LCO boundaries, the

whoarere—geoeodedandarenowoutoftheLCOboundanesmay

-complete their work assignment. However, once they are
~ terminated for any reason, they will not appear on selectlon
‘ records for ﬁlture conslderauon in that LCO.

| address is sub]ect to the DAPPS automatic geography interfaces.

’I'he employee ] wpavnsor usee the D-29l DAPPS Update Fonn,

B QTheD-29“ ‘xs_‘athree-partformused as an official requwtto
- process a personne] action (for example, conversions, extension

of appointments, expiration of appointments, terminations,
resignations, or name change due to marriage/divorce) that
generates an SF-50 for LCO field and office intermittent staff

only. TheD-291 lsalsousedtodocument

1.  Corrections to the spellmg of an employee’s name, social
security number, date of birth, or veterans’ preference

2 Updates to employee personal data (for example,
,homelmmlmg address, phone number, or taxes).

Note' Personal data changes do not reqmre two sngnatures on the
D-291 for processing. Only a supervisor needs to sign the D-291
to authorize personal data changec, such as, telephone numbet or
changes to tax status.

iA superv:sor can mmate the followmg types of requests for a 3

personnel act:on foran employee

1. Conversion from one posmon to another within the LCO
boundaries.

2. Extensnon of appomtmems.
3. _Termmatxons for exp:ratlon of appointment; lack of work;

4 A Mass Change Lite Reassngnment action used only when

‘3.9
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SF-50, Notification of

Personnel Action

‘Review of the SF-50,
‘Notification of
'l’ersonnel Action

‘vpmzw =

reassigning and employee from one LCO to another LCO
to complete and operation. A Mass Change Lite

Reassignment allows the employee to. mtam the h:ghest

paymteofthetwoLCOs

document ﬂmat is used to provide a chronologml record of federal
«~:;f andtononfy ‘

employment, record the personnel actions proces:
an employee of the acnon.

The three-part SF-50 includes the Employee, OPF and Payroll

- copies. In DAPPS, the SF-50 is printed on demand. Refer to

Appendix A-35, SF-50, Notification of Personnel Action, foran
example of a hire action SF-50.

Verify the items on the SF-50 against the original input -~
document(s) to ensure the action and the data was processed
correctly. Refer to Appendix B, Job Aid for Reviewing and

- Verifying SF-50, Notification of Personnel Action

1. 'New hires (Appendix A-46)- validate each SF-50 against the

. original data entered on the BC-170D, Census Employment

Inquiry; BC-61, Appointment Affidavits; D-155, Applicant Data

 Sheet; and if applicable, DD-214, Certificate of Releaseor
 Discharge from Active Duty, or DD-217, Discharge Certificate,

or DD-1300, Report of Casualty, or SF-15, Claim for 10-Point

~ Veteran Preference. The SF-50 effective date and the BC~61

appomunentdatemustbemesame

- Note: Process a002 Con'ectmn personnel action to the SF-50 for
~ omitted or incorrect data (name, social security number, or date of
~ birth). Processacanoellanonacuonnftheacuontakenxs

erroneous and is incorrect (for example, wrong effective date or

~ mistakenly hired). Refer to the D-581, DAPPS Operating
: Manualforgmdanceonhowtopmcessacomcnonor

cancellation personnel action.

Note: Ifyoucaneela}hxeAcuon,toprocms it correctly, start at -

the hire screen again. Refer to the D-581, DAPPS Operating

"'~ Manual, Topic 3 for procedures.

2. Subseguent personnel actions - validate each SF-50 agamst
the D-291, DAPPS Update Form, and any other form(s) required
to process the action. Refer to Appendix A-47, A-48, A-49, and
A-50, for examples of an SF-50 for a Conversion, Termination for
unacceptable performance, Extension of Appointment, and
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- the SF-50, Notification
- -of Personnel Action

Creanng the Working
' Personnel!Payroll

- Folder (WPPF)
Updated 10/2009

B Resngnanon personnel acuons
’ ReqmdSighotﬁréOn R

The SF-SO 1s an electromc form produced and pnnted from the

- DAPPS personnel system that is s:gned by the RD electronically. -

The RD’s name and title must appear in block #50,
Signature/Authentication and Title of Approving Official.

' The Assistant Manager for Administration in the LCO is

responsible for establishing a WPPF for each employee.
Documents from the appointment folder, completed at operation

* training, are to be removed and placed into the applicant folder so
- that all documents are now contained within the applicant folder.

The applicant folder will now become the WPPF and the now-
empty appointment folder can be re-used or dlscarded, making
sure that 1o documents or personnel mformatlon is inor on the

vcabmet.

Usethxsfoldercreatedbyths admxmstrahve staffto mamtamall
- payroll copies of the SF-50, Notification of Personnel Action, and
. other personnel/payroll related documents such as, the D-308,
" Daily Pay and Work Record submitted daily by DAPPS
~ employees, in chronologwal order. The LCO WPPF will serve as
- a refermoe folder when answenng personnel/payroll related

- should be maintained in the LCO and should be safeguarded by

keeping them in a locked file cabinet or room in or near the

' admlmstrauve area.

- LCO Workmg Payrolllpersonnel Folder Filing | Instmctlons S
: Mamtamed inthe LCO (Fﬂe documents in chronologlcal order)

e CD-415, Record of Employee’s Address and Bmergency
~ Information (wlme copy)

R % SF-SO Notnﬁcaﬁon of Personnel Action - Payroll Copy

- (attach copy of D-29l)

e D-1199, Direct Deposit Sign-Up OR D-260, Waiver of
Electronic Funds Transfer

"o W-4, Employee’s Wxthholchng Allowance Certificate (if
appllcable) o

o 'W-5,Eamed lncome Credit Advance Payment Certificate
(i applicable)

e D-I55, ApphcantData Sheet

1
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Remaining Documents

Pay: Reeord

: Ofﬁclal Personnel
Folder (OPF)

e D-308, Daily Pay and Work Record (for each day
- submitted)

"« D-289, Notice ofWifIihéld Pay Check (if applicable)

e D-291 DAPPS Update Form (attach to appropriate
SF-50B)

e : D-990, Overtime Policy Agreement for Field Operauons g
Supemsors and Crew Leaders (if applicable)

. _7 D-991 Overl:me Pohoy Agreement for Recruiting
Assistants and Enumerators (if applicable)

- -D-991(PA), Overume Pohcy Agreement for Parmershlp
Assnstants
: Supemsoxs and Clerks

e D-1129, Personal Telephone Reimbursement Policy
Agreement for 2010 Census Staff

,’l’heD-I68 NewEmployeeData, is shredded after data entry into -

- DAPPS. The Form I-9, Employment Eligibility Verification, is

 filed separately with all other I-9s. The employee copy of the

~ SF-50 s given to the employee thru the supervisory chain, or sent -
" in the mail. Use regular mail when sending the SF-50 to the

" employes, all other documents with PII material is double

wrapped and shipped by FedEx. The remaining documents from

. theappomtmentfolderandtheappllcantfolderaresenttoﬁle %
= RCC, with a Form 11-100, Transmittal, asaeoversheetand
o . “;becometheemployeesOPF
D-Sﬁ&Daib'Workand‘ '
~ - axcfiled in the WPPF in chronological order with the neweston

The D-308, Daily Work and Pay Record (Appendix A-30), forms

top

 An SF-66, Official Personnel Folder (OPF),is established for
each fedeml employee

~ The OPF contains the oﬂicial records and documents pertaining |

to the individual’s employment with the federal government.

The OPFs, for all LCO office and field intermittent employees
will be prepared and maintained at the RCC for the duration of

) their employment. IttstheRCCs responslblhty forensunngthe '

Thepersonneldocumentsformanagers,assxstantmanagers,and ’
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Proeessing Other
Personnel Actions -

Processlng Changes to :
or Updatlng Employee
Data

Proeessing dle Same
Personnel Action With

the Same Effegtivel)ate{ '

i mgnature:srequued.

administrative assistants, for National Fmance Center employe&s

MllbekeptmtheOPFatHeedquarters(HQ),HRD ‘TheRCC
vnllforwardthedocumems using Form 11-100, Transmittal, to

HQ.

The four types of petsonnel actions most frequently procwsed are

 hires, rehires, conversions, and terminations. Other personnel

actions in DAPPS that produce an SF-50 include resignations,
name changes, extension of appointments, deaths, and =~

corrections. Refer to Exhibit 3-3, Personnel Definitions and
- Exhibit 3-4, DAPPS Personnel Action Decision Logic Table for

more detanled mformatlon.

. Exhibit 3-3, Personnel Deﬁmtnons, promdw the name and a bnef
explanation of each type of personnel action processed in DAPPS

and pe:sonnel tenns ﬁ'equently used.

fExhibit 34, DAPPS Personnel Acuon Decision Logic Table, was‘

d%lgned to assist the manager or supervxsor in decldmg the

first two columns list the conditions to be oonsldered, andthe

third column lists the personnel action you will select in DAPPS
The fom'th column shows the Namre of Action and Nature of

Legal / Authority Code. The sixth column shows whether a SF-50
B p'rOduced because of the selection.

CertamchangmodamelememsthatdonotappearontheSF-so
~such as: home or residence mailing address, phone number,and

chang&etotaxexempﬁomarereqmredchangwtoupdatethe

. DAPPS system. These actions do not produce an SF-50, but are
: ,documenmd in the database. A Form D-291 with the required

signatures must be submitted before processing a change to

 update employee petsonal datain DAPPS. -
‘Note' A manager s s:gnature xs not reqmred to procm a change :

federal state, or r local tax exemptlons, however, a supervisor’s

3 When processmg a monnel dénon for multlplé employees (for
; 'example, conversion to another posmon, extending the NTE date
_on appomtment docmnents or tenmnahon for lack of work) using -
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 for Multiple Employees

Documents Required to
~ Process a Rehire
~Personnel Action E:

the same effective date, the supervisor should complete one ' ,
D-291 and attach a list that contains the names andemployeeID
numbers of all anployees affected.

‘ Aﬁerthepersonnel actions have beeuprocessedm DAPPS:

1. Photocopy the Employee Personnel/Payroll File copy of
~ the D-291 and the list containing the names and employee
IDs for each employee.

2. Staple a copy of the D-291 and a copy of the sanitized list
~and file in chronological order in each employee s
Workmg Personnel/l’ayroll Folder.

Note: For reasons of privacy, clerks sanitize by removing. (usmg‘
white out or a black/blue marking pen) the Employee ID number,

- name and any other identifying information, of other employees

on the attached list before filing a photocopy ofthe D-291 thh :

~the atﬁchedhstmeachemployee s WPPF.

 Listed below are the personnel documents required to process a

rehire aetion in DAPPS.

~ Form n;lSs;?Applieantbata'sheet.
- BC-61, Appointment Affidavits.
- Form I-9, Employment Eligibility Verification.

NOTE: E_ﬂéctwe November 2008, the U.S. Passport Card is
considered a “List A” document that may be presented at the time

~ af testing to show eligibility verification for work authorized
status. (Select “Al," US. Passport in DAPPS).

- Form D-186F, 2010 Census Employment Agreement, Temporary
“Excepted Service. .

Form D-990, Overtime Policy Agreement for Field Operations

o Supervisors and Crew Leaders, Form D-991, Overtime Policy
- Agreement for Recruiting Assistants and Enumerators, Form
' D-991 (PA), Overtime Policy Agreement for Partnership

Assistants or Form D-992, Overtime Policy Agreement for

- Office Operations Supervisors arid Clerks.

OF-306, Declarauon for Federal Employment

o CD-415, Reco:d of Employee s Address and Emergency
‘ Infommhon.

D-1199, DlreotDeposit Authorization, or D-260, Waiver of
Electronic Funds Transfer.
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‘a Rehire

rmeessmgmehn-e - |
Appomnnent NTB) for former 2010 Census employem who have

Personel Aeﬁon

. The SF-50, Notification

of Personnel Action

Review of the SF-SO,
Notification of

Personnel Action - -

And, 1f apphcable, the

V0, acnedTnome Tex pred't |

. Revnew all forms for consxstency, accuracy, and completeness.
- Refer to Appendix B, Review of Appointment Forms Job Aid for

'DAPPS New Hires for procedural guidance or the D-1110.1,

‘ Appomtee Instructional Gwde o

resigned or were terminated for lack of work or expiration of

_ appomtment,andarebemgrehlred

_appear in block #50 SngnatureJAmhenﬁcauon and Titleof
Approvmg Ofﬁcnal ‘

N Vénfy:the items on the SF-50 against the original input -

document(s) to ensure the action and the data were processed

- correctly. Refer to Appendix B, Verification of SF-50,

Notification of Personnel Action for prooedural gmdanoe

- Note: Prowes a 002 Conecnon personnel action to the SF-50 for

- numbser or date of birth). Proeessacancellahonact:onﬁﬁe
s kacuonukenlsexroneousandxsmoorrect(forexample,wrong

i .OperanngMameforgmdanceonhowtopmcessacorrecuonor W
: ;cancellatlon pmonnel action. -

P Note: If you cancel a Rchme Actxon, the applwant will
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Updatmg the Training
Statns of Atbendees

ItwillbenecmarytoupdmetheTrmmngStawsofeach
appointee in DAPPS upon completion of the class or notification
that the class was cancelled. Each appointee will be given one of

- the following options based on information provided from the

After the status of all appointees has been updated in DAPPS, you

remmed D-275.

. Attendmg Awendedﬁrstdayofnmnmgandtookﬂle
) OathofOfﬁee

Dropped Dld not eomplete the entne trammg
‘ ) No Show Did not appeaxatummng

will be able to produce a D-275A, Training Class Status Report

~ (Appendix A-22) that will prov:de the following information:

Updatmg the Tra_ining
SééﬂiéiStatlls o

o Course Name

. SwnonNumber

}o”'Faclhty

. 'Izlenumber of attendmg, completed, droppedandno
shows

Aﬁerthej'f'; i
ﬂmﬂxeclasswasea'ni:éled,youmustupdmthestatusofthe

~ training session in DAPPS. This is only done after you have

Special Sworn Status

updatedthetamngstatus of each enrollee in DAPPS. The status
of the training session will remain “active’ in DAPPS until you

exther ‘cancel’ or oomplete’ then'almng

Individuals with Speclal Swom Status (SSS) are defined as non-

CensusBmuupetsonnelwhoreqmre access to census
information or confidential data, and are working in Census
Bureau space. Individuals with SSS are paid by a third party, and
are not considered e ploym for pay or other purposes (for -

example, researchers, prwate industry personnel, individuals ﬁ'orh‘ '

.~ other Government agencies working on special projects

sponsored by the Census Bureau). They could also be janitors,
building inspectors, building maintenance staff, construction
‘workers, electricians, or copy machine repair people. These

- individuals’ salary and related job expenses are actually paid by

the company that hired them and contractedthemto perform a

ng session is completed, orwhen you are notlﬁed ﬁ' |

3-16
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Processmg Form -

. semoemaLCO

Censuseouﬁdenuahtymustbepmerved. Therefore,no . -

- person(s) may begin work, or be allowed access to sensitive data,

until they have completed Parts A and B, and been appointed and
administered (by a Census Bureau employee who has been

| ; delegated the authonty to adxmmsher the Oath, or a notary pubhc)
- the Affidavit of Nondisclosure in Part C of the BC-1759, Special -

Sworn Status (Appendix A-7). While individuals with SSS are.

E not oons1®red Census Bureau Employeee, they ARE reqmred to E

" (CHEC) However, they are not reqmred to oomplete any pre-

" appointment documents, take a written test, or have any personal

BC-1759, Speenal Sworn

. data entered into the DAPPS. The following individuals are

exempt from the CHEC process only: Volunteers, Tribal

Llaxsons, Adwsory Comnnttee Members, Local Update of Census .
support persoxmel Overslght Comrmttee Membets, Congrees:onal '
Oversight Committee and Subcommxttee Members. and General
Accountmg Office Auditors. - :

Al individuals with SSS must complete the BC-1759, Special
Sworn Status (non-disclosure affidavit), prior to entrance on duty
or 1mt1anon of work. legnated Census Employees (that is,

o ,mdmdual’s first VlSlt toa Census Ofﬁce If a notary admmxsters

the aﬁdav:t, a ralsed seal must appear on the BC-l759

RDmayre-delegatethJsauﬂxomy,mwnﬁng,toaoeusus

- ;employee whennecessary

iprocedures before sendmg the form to the RCC for pmcessmg |

i Instructons for Commplting the BC-1759, 5SS+

o Part A° Completed by the specml swomlcontracﬁor |
aE Part B' Slgned by the speclal sworn/contractot inthe

k' deelgnated census employee ora notary public.
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Note: Signature for Part B ofthe BC-1759 is required.
‘Individuals working as contractors or volunteers are not

- paid employees of the U. S. Census Bureau. Contractors
-arepmdﬂmughaeontactual agreementvmhtheBmeau s
‘procmement office or sponsoring division.

 PartC: Signed by the special swom/contractor in the
presence of an employee authorized to administer ¢ the .
: ‘afﬁdamofnond:sclosureoranotarypubhc ' '

Note: Specxal swomconu-acmswhorefuseto s:gnPartC
mﬂmtbeallowedtoworkattheCensusBmem

PartD: Signed by the authorized Contracting Oﬁicer
. Technical Representanve (COTR), Regional Director, or

 Note: Part D must be completed before the Security Office
wﬂmuateanyacnononthesecmtypromsmgor ‘
D indicates that the COTR or RD is responsible for the
actions of the special swom/contractor.

Contractors with SSS:

All contractors with special sworn status must oomplete a pre-

. appointment eligibility/security screening process prior to
begmmngwoﬂcw:ththeCensusBm'eau. A minimum of two
weeks notice must be given to the Office of Security, Counter-
Espionage Branch to initiste the pre-appointment investigative
process. The initial pre-appointment check will be basedona
fingerprint check with the FBI. Favorable results will be obtained -
within three to five working days. Fmgerpnntchecksresulhngm
the identification of a criminal record will require additional
investigation and can take up to 14 days to resolve.

1. Con!mctorsrequmngacews for less than l4dayswillnnt'
require a pre-appointment check. These individuals will
belssuedadanlyvxsmorpassandMUSTbewcortedbya
census employee while on census facilitates or census

designated areas.

2. Contractors who require access longer than 14 days, but
less than one year will be required to complete the Office
of Federal Investigations Form 86-C, BC-1759, OF-306,
and be fingerprinted (two sets) for a Special Agreement
Check (SAC).
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Proeedure for Renewing

SSS

3 Assngnments for a year or longer will require a National
- Agency Check and Inquiry (NACI). The completion of
the SF-85 OF-306 BC-1759 and ﬁngerpnms (two sets)

' Any quesnons regardmg contmctor/Specxal Swomn Status
‘ pmcessmg should be directed to your regional office.

* To renew contractor and SSS status to individuals, the COTR or
- Sponsor should complete and sign a Validation and Request for
.. Contractor/Special Sworn Status Individual Renewal .

* of Security (OSY), Counter-Espionage Branch. Room 27440, in
: 'advance of the individual’s SSS explrauon date.

-~ Upon venﬁcauon of mdmdual records in 08Y, the renewed SSS
and approved access will be granted, prowded mvesugatlon

_ Acopy of the Valndatton'a'nd Request for ConuactorISpecnal
~ Sworn Status Individual Renewal memorandum is included in the
o VAppendlxofthxsmanual.

‘319
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Chapter 3: Personnel
EXHIBIT 3-2
- Flowchart for Rehires
Corract uiéidate ol VVVVV
birth in DAPPS -
It name Is diiferent, '
Errors? procoss the Rehite -
- » action with ths old
namo ond then process |
o namo change using
the same effactive date
as (he Rehlse action,
3
AR Incomplele .
w appointment forms Fill out @ D-426
“'for complateness, documents? and rotum incomplate | -
- eceursty, required »  documents to employee .|
o * signatutes, end omitied - of employes’s supervisor
ST datal . ~ to cofrect
]
Enteragpolniment, direet -
deposit, and.tax dotg In-
: . DAPPS
3 4
Effective Data
B % . incorrect?
e e T —— > Procoss a Coraction
R Ombiled or :

 print3 coplesof e
T USFE0

. incorrect data?
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EXHIBIT 3-3
PERSONNEL DEFINITIONS
Pagel pf 7

1 ;_Cancellatio_h- | Cancel or rescind any earlier personnel action apphed to the database

Only supervnsors may process a cancellauon action.

‘Note: Must use cancellatlon procedures when NOA or legal authonty is
incorrect, or if the personnel action should not have been processed.

2 Conversnon to | The changmg of an employee from one posmon and/or hourly pay rate to
Excepted another, or changes on employee’s duty station resulted ﬁom a change of
Appomtment NTE | home address or ofﬁce location. -

3 Mass Conversion | Process is generated by Field, Headquarters. The Mass Conversion:
' (Pay Rate personnel action generates an SF-50, Notification of Personnel Action
Increase/Decrease) | (for example, Conversion to Exc Appt NTE) for each employee assigned.
- toa posmon within a specific office that has received approval for a pay
rate increase or decrease. The LCO/RCC is prowded a list of employee
IDs affected by the change. Using the list the LCO/RCC will print the
SF-50, Notification of Personnel Action, for each employee identified on
the list, or process a conversion personnel action for those employees in
which automatic conversions were not successful due to ﬁnure dated
personnel actions in the employee s record

4  |Correction Correct a data element(s) or to add omitted data displayed on the SF-50,

‘ ' Notification of Personnel Act:on, to an earher personnel action applied to
the database ' :
5 EDeafh - Process a ‘death’ personnel actlon when an employee dles The effective
' date is the date the death occurs.

6 | Excepted Service | The Excepted Service Employment Agreement identifies the termsand
Employment | conditions of an employee’s appointment. The two most commonly used

Agreement | for LCO appointments are the D-186E and D-186F. All new hiresand -

rehired employees are reqmred to sign the appropnate form.
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EXHIBIT 3-3
PERSONNEL DEFINITIONS
~Page2of 7

| Direct A method of paymeﬁt to allow the eiripléjreé s weekly salary deposited - |
Deposit/Electronic | directly into their checkmg or savmgs account at the ﬁnanclal mstltutlon
Fund Transfer of their choice. _
Note. All employee s must complete either a D-1199, Direct Deposit
Authonzatlon, or a D-260; Waiver of Electronic Funds Transfer.
:8 Disciplinary/ A separaie file that contams documents/matenals, usually a D-282 and
Adverse Action D-283, by employee name for performance and/or conduct actions.
Folder (DAAF) » - :
9 | Waiver of -Effective January 1,~l9'99,‘ the law requires ALL Federal Payments be
' Electronic Funds | made via EFT, including Federal wages and salaries. If an employee is
Transfer (EFT) unable to comply with this law, they must complete Form D-260, Waiver
of Electronic Funds Transfer, and have it certified by the Assmtant
Mzmager for Admmlstratlon '
10 Effective Date ‘The date the personnel action is effective.  For a new hire-or- rehlre action,
: it is the date the Oath of Office is administered, which is usually during
the first day of training. For most other personnel actions, except
terminations and resignations, use the date entered on the D-291, DAPPS
Update Form as the effective date.
Note: The effective date cannot be prior to the date the manager
approves a request for a personnel action unless the action is a death,
resignation, or a correction/cancellation.
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: EXHIBIT 33
PERSONNEL DEFINITIONS
Page 3of 7.

| Experienced -

| Refers to former 2010 Census intermittent employees who have separated- ':'

. Employees from the Census Bureau within the past year due to lack of work or
' ' personal request (for example, remonanon) : :
| Note: If a former employee meets the cntena 1dentiﬁed on a D-150, Job
Reqmsltlon (for example, previously occupled the same position or lower
in the field supervisor-change), their name should appear on the
‘}‘Expenenced Llst’ of a D-425 Selecnon Record R
112 s Expiration of : -Conclusion of an appomtment orrelease ﬁ'om census: appomtment b
| Appointment Effective date must be greater than or pnor to the Not-To-Exceed ('NTE) '
R e B ,;dateoftheappommlent. RSN B LR SIS BB B O ?
13 Extensmn of | 'Extend an appomtment past‘ﬂie ongmal NTE date usmo increments of 6
Not-to-Exceed to 8 weeks dependmg on length of the operatlon £
I™NT| - o
14 : e | Intethiiitent Work : Employee worls ona megular ba315 for whlch there is not a prearranged 1
. ;Schedule | scheduled tour of duty. . All LCO field a_nd_ ofﬁce staff (except for the
""" LCO administrative assistant and manaoenal staff) are assigned to an-
intermittent work schedule ;e
115 | Disability Codes | Codes used for self-identification. of pny.eica or meital irhpair’nieht(s)» o

Note' Submlssmn of the mfonnanon is voluntary However, itisa |

requirement that we collect it for statistical purposes in accordance with
the Office of Personnel Management (OPM) requirements. Because the
employee’s status may be subject to change, they can submit a completed
D-168 at anytime during employment. Referto Chapter 8 of the D-581,
DAPPS Operating Guide for procedures to update an employee s
disability code. :

3-25
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EXHIBIT 3-3

PERSONNEL DEFINITIONS
- Paged of 7
: 16 s ‘Name Change Change in name resu!tmg from mamage or court action, such asa dxvorce
(Data Change) or legal name change.
Note: Do not use this procedure to correct the spelling of a name, refer to
the Correction procedures in Chapter 8 of the D-581, DAPPS Operatmg
Gmde
117 | : Nature._bf Aétion‘ Each personnel process has a nature of acnon and descnptlon that
' (NOA) explains the action that is occurring (such as appointment, conversion,
termination, and so forth).
18 | Nature of Action | Each nature of action has a unique numencal code that 1denuﬂes, for
: | Code (NOAC) statistical and data processmg purposes, that particular personnel action.
19 .| New Hire An employee selected and appointed to aspeciﬁc position for the first
| time with the Census Bureau.
20 Not-to-'E‘xce"ed Anew appointment, rehire, extension of an appomtment, ora converszon
| (NTE) Dates personnel action must have a not-to-exceed (NTE) date.
For _exam‘pl__e, the effective date of the appointment is 05/01/10, and using
8 weeks as the length of the operation, the NTE date is 07/01/10.
121 | Personal Data Changes an employee’s personal data in the DAPPS database such as:
| Change home/mailing address or telephone number.

Note: Processing this information does not produce a SF-50, Notification
of Personnel Action.
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EXHIBIT 3-3
PERSONNEL DEFINITIONS
Page 5 of 7 .

122 Posmon | | : A posmon descnptlon (PD) isa narratlve statement of speclﬁc dut1es and
= Descrlptlon -~ | responsibilities of a particular posmon to which the employee is assigned.
, : Avaulable to employee uponrequest.. . oo :

123 | Race/National Self-identification o‘f’em;ty and ra'c?é}"

Origin :
Identification Note Submlssmn of th1s mformauon is voluntary However itisa
. | requirement that we collect it for statistical | purposes in accordance with
Office of Personnel Management (OPM) requiréments. Employees can
""" ‘submit a completed D-168 anytime during employment. Refer to Chapter
8 of the D-581, DAPPS Operatmg Gwde for procedures to change an
'employee s ethmclty or race. L
24 |Rehire .Fonner DAPPS mtenmttent employees who were separated (resngned
: . terminated for lack of work; or explrauon of appomtment) and are rehlred
for addmonal ass:gnments ‘ :
25 - | Resignation ‘A reason for processing a termination.personnel action.

:‘:conﬁnnatlon of the reSJgnanon &om the employee. Bncourage the
siemployee to submit their resxgnanon m writing, If thisi is not: possﬂ)le, T

:he/she talked to and reason for res1gnauon) Make a copy of the note for _
the employee’s personnel/payroll folder and send the ongmal copy to the
,RCC G
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SF-S() Notnficatton

- EXHIBIT 3-3
PERSONNEL DEFINITIONS
Page 6.of 7

A three-part oﬁiclal document (OPF-Ofﬁcml Personnel Folder, Employee

of Personnel and Payroll copies) that provides a chronological record of Federal
| Action- | employment, records the personnel actions processed, and notifies the
v employee of the actxon
Note: Each employee must receive thelr *‘Employee-copy’ and the RCC
must receive the ‘OPF-copy’ for every personnel action processed.
27 | Special Sworn | Individuals with Special Swomn Status (SSS) are defined as non-Census
Status (SSS) | Bureau personnel who require access to census information or
: | confidential data, and/or are working in Census Bureau space.
Individuals with SSS are paid by a third party. These individuals may be
janitors, building inspectors, building maintenance staff, construction -
workers, electricians, copy machine repair people, secunty guards, and 50
forth.

28 Tax Information | The total number of allowances or withholdings an employee is cla1mmg
to determine the amount of money withheld from his/her weekly '
paycheck for federal income tax (W-4) and/or eligibility for Earned -
Income Tax Credit and Advanced Earned Income Credit (W-5).

29 Termination - Employee’s appointment is terminated because no other work is

Lack of Work available.
30 Termination - Generally results from actions involving conduct on the job, for example:
Conduct falsification of census data, failing to follow procedures and directives, or
creating a disturbance in the office or on the premises of a '
respondent/client.

31 Termination - Generally resulting from actions mvolvlng performance of duties on the

Performance job, for example: inability to meet minimum standards of performance, or
poor or less than satisfactory performance.

3-28
04/01/09



D-1111 : R S Chapter 3: Personnel

- EXHIBIT 3-3
'PERSONNEL DEFINITION
Page 7 of 7

32 - ,Veferéns?; fb ot Ernployee’-s category pf enﬁﬂement to preference in the federal service
| Preference - | based on active military service that was terminated honorably. By law, -
| Updated 109 - - - | veterans who are disabled or who served on active duty in the United

States Armed Forces during certain sPecrﬁed time penods ‘or in military
campaigns are entitled to preference over non-veterans in'the federal c1v11
'servrce hmng process

Note° Apphcant must provrde a copy of thelr DD-214 Certlﬁcate of
Release or Discharge from Active Duty, or DD-217, Discharge :
,Certrﬁcate or DD-1300 Report of Casualty, or SF-IS Applrcatron for :

............
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EXHIBIT 3-4
DAPPS PERSONNEL ACTION DECISION LOGIC TABLE
Page1of3

- (Refer to the D-581 DAPPS Oeratm

Gutde,

"DAPPS
Personnel Actions
Decision Logic Table

New Bmployee Employee has NEVER B W9R‘ -Sch A Yes:
worked for your LCO Bxcepted 1 213.31023)(3)
. Appt NTE .
New Employee Employee HAS previously Rehire “171- 7 WOR-Sch A Yes
worked for your LCO Excepted . | 213.3102(i)(3)
~ : ‘ApptNTE - : :
Employees has reached thelr Manager wants to extend Extensionof | 760- WIR-SchA . . Yes.
Not-to-Exceed (NTE) of appointment | Appointment | Extension of | 213.3102(i)(3) S
appointment NTE Appt NTE L
Employees has reached their | Manager does NOT wantto | Termination | 355 - None “I'Yes
Not-to-Exceed (NT E) of extend appointment Expiration of | Termination ‘
appointment Appointment | Expiration
of Appt. o
Employee’s name is Name was originally entered. | Correction 002 - None Yes
misspelled incorrectly (for example, Correction '
S .| spelling, missing an initial, or | .
| suffix) : . .
Employee’s name needsto | Change is due to marriage, Data Change | 780 - Name: | CGM -5.USC Yes
be changed divorce, or similar Change | 552(eX5) i
circumstances ‘ ‘ B
Employee is currently New address is within the Conversionto | 571 - 1 WOR -Sch A Yes
assigned to a field position | boundaries of the same LCO | Excepted Appt | Conversion | 213.3102(i)(3)
(Enumerator, FOS, Crew : | NTE to Excepted |
Leader) and moves to a2 new ApptNTE
residence; therefore, o T
employee’s new home
address will be his/her new
duty station . : : e
Employee is assigned to a | Conversionto | 571~ [WoR-SchA = [Yes
new position (for example, "| Excepted Appt | Conversion | 213.3102(i)(3) -
from an Enumerator to NTE to Excepted
Crew Leader; from a FOS to ApptNTE
Crew Leader, from an
Enumerator: to clerk, and so
forth)
3-30
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EXHIBIT 34

DAPPS PERSONNEL ACTION DECISION LOGIC TABLE

‘Page 2 of 3

DAPPS
Personnel Action
Decision Logic Table

04/01/09

: Employee’s pay rate in current -Action CAN ,NOT be 1571 i
position has ‘ - | processed at HQ through | ApptNTE | conversion - 213 3102(1)(3)
increased/decreased -the Mass Converston - | to Excepted
A | Process because of | ApptNTE -
another personnel action : ‘ ,
| with-a greater. effectwe
'date : g
1A Pemnnel action was = Cancellation 001 = ATM- - ]Yes .
| processed that should never as Cancellanon 5UsC.302 |
have been processed L B
A personnel action (including Cancellation loo1- | AT.M - T Yes
a hire/rehire) was processed : Cancellation | 5 U.S.C.302
with an incorrect effectxve ; - '
date
‘| A personnel action was The incorrect information | Correction 1002- None . Yes
processed that contains - ' is displayed on the SF-50, | . =~ Correction | S5 IR
-{ incorrect or omitted data Notification of Personnel
‘ ‘ “{ Action (for example, 4-
- digit office code, duty
| station code, or date of
| birth) ~
L ,Employee s personal data | The incorrect information | HR Processing/ | None | None . - | No =
‘must be coxrected orupdated | is NOT displayed on the - | Data Change ' R o
. . SF-30 (for example, - Name Misspelled
‘address and phone -Changein Address | | .

: numbers) -ChangeinPhoneNo. | | | ‘..
‘Employee’staxdata | Employee submitted W-4 .| Compensate Employees | None None 1 No.
‘must be corrected or updated | or W5 Maintain Payroll Data '

s - : Use s »
Employee Tax Data - X A
Employee dies | HR Processing/ 350 - Death None | Yes
‘ _Termination L SN s SRERERS
Employee rcs:gns HR Processing/ 317- RPM Reg { Yes -
Termination - Resignation | 715202 =
Employee is terminated due to | There is no other work HR Processing/ 357- UYM-SchA || Yes
lack-of work o= -available (lack of work) - | Termination Termination | 213.3102(D)(3)
-LOW :
3-31
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EXHIBIT 34
DAPPS PERSONNEL ACTION DECISION LOGIC TABLE
Page 3 of 3

DAPPS
Personnel Action
Decision Logic Table
efer to the D-581 DAPPS 0 eratzn Guzde for rocessm msh'uctlons B

04/01/09

Employee is separated The'reason is: B ‘ . ‘

Less than satisfactory HR Processing/ | 357 - ZLK-Sch A Yes

performance = . Termination .. - | Termination | 213.3102(i)(3) ‘ ‘

Unsatisfactory conduct “HR Processing/ | 357- . ZLI-SchA Yes

- { Termination Termmatxon 213.3102(X3) - i
Employee refuses an - A s 1387 | Z1)- SchA: . . |Yes
assignment | 1 HR Processing/ Termination | 213. 3102(1)(3) N
- Lo S S 1 .;z_Ternnnanon : 2 ' .
-Employee wishes to /| Has submitted the change on R R TS A AL iNone 'No
change Disability Code the D-168, New Employee HR Processmg/ 900 : :
S Data Data Change
Employee wishes to Has submitted the change on ‘ None No
change Ethnicity or Race | the D-168, New Employee HR Processing/ | 901 ‘ '
Code Data | Data Change v .
Employee wishes to HR Processing/ | 902 6BC, Employee No
change Gender Data Change Request
3-32
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D-5085 - | Getting Your Staff Hired and Pald

Hiring Your Staff Module

Welcome Welcome to the Getting Your Staff Hired and Paid training. This
document is a paper version of the Getting Your Staff leed and Paid
computer-based training (CBT). -

It's very important that the hiring process be carried out accurately -
and correctly so that new employees can quickly begin workmg on
census Opemtzons and get their paychecks on time! ~

Hundreds of thousands of people are hired to condnct the census. To
- accomplish this massive task, prospective employees are recruited,
tested, interviewed, and then selected and offered jobs if they meet the
quallﬁcanons.

This training will focus on the i importance of the timely processing of
L hmng acttons, which wxll play a key role in gettmg your staff paid.:

i Topies | _  . Thewpmdnscussed mthlsmoduleare ‘

| . Overvww of the recruiting, selectlon, and hmng processes ’
*  Stages on the road to employment

e . Steps in the hiring process:

~ Step 1: Assemble and transfer materials

— Step 2: Verify selection and distribute appointment docmnents

~  Step 3: Administer the Ogth of Ofﬁce

— Step 4: Fingerprint trainees

— Step §: Deliver the training

— Step 6: Ensure all documents are completed

~ Step 7: Ensure documents are transferred to the LCO within 24
hours ' ’

— Step 8: Issue materials -

e Pay rates for training

» Release or extend employee's appointment at the not-to-exceed
(NTE) date

July 2009 1



D-508.5 Getting Your Staff Hired and Paid

Figure 1, Model showing the progression from recruiting to selection to the hiring phase

S e U R raretemorybrac ey |

- elect - M - e
4 AMA gn?jitaﬁ" A Alt LCO managemsant
L i i and supervisory staff

" AMR and staff -

Overview of the Recruit: AMR and staff. The Assistant Manager for Recruiting

Recruiting, (AMR) and his or her staff oversee the recruiting and testing of
Selection, and applicants for all census operations.

Hiring Processes
Select: AMA and staff. The Assistant Manager for Administration
(AMA) and his or her staff process applications, make initial job
offers, and provide supervisors with the required employment
documents for selectees/trainees to complete. More information about
the selection process is provided in the CBT, Selecting Your Staff.

Hire: All LCO management and supervisory staff. All Local Census
Office (LCQO) management and supervisory staff have responsibilities
in the hiring process. This module focuses on these responsibilities

and processes.
Stages on the As a person moves from the recruit, select, and hire stages, their status
Road to moves from applicant to selectee/trainee, to employee.

Employment
e An applicant has completed all the application forms but has not
yet been offered a job with the Census Bureau.

More information about the recruiting and application process can
be found in the D-517 series of recruiting modules provided to the
AMR and his or her staff.

e A selectee/trainee has been offered a job with the Census Bureau.
This person must be present at the training site for the start of the
training session to take the oath of office and complete the
necessary appointment documents in order to become an
employee.

More information about the roles, responsibilities, and procedures
for selection is contained in:

— Selecting Your Staff CBT

— AMA Job-Specific Training

— D-501, LCO Administrative Manual
— D-581, DAPPS Operating Manual.
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D-508.5 Getting Your Staff Hired and Paid

e A selectee/trainee becomes an employee of the Census Bureau
after he or she takes the oath of office. In order to be paid, all the
required appointment documents must be processed completely
and correctly in the Decennial Applicant, Personnel, and Payroll
System (DAPPS).

Information about the payroll process can be found in the D-501, LCO
Administrative Manual and D-581, DAPPS Operating Manual. Refer
to the Selecting Your Staff CBT for information on the selection
process.

Figure 2 Model showing the three phases

" Applicant = ‘Selectee/traince  Employee

Steps in the

E The hiring process begins for nonmanagerial positions when a person
Hiring Process

walks through the door to take the Oath of Office and receives
training.

Eight steps must occur to ensure this process occurs. In order to
ensure this process occurs, eight steps can be grouped into four key
activities.

To review the steps and key activities click on the following link:
Steps and Key Activities in the Hiring Process

This module provides detzils about your responsibilities for each of
these steps. However, keep in mind that they all occur within a very
short timeframe and some tasks occur concurrently.

The hiring process covered in this CBT applies only to intermittent
staff hired within the Decennial Applicant, Personnel, and Payroll
System (DAPPS). It does not apply to the process the

Regional Census Center (RCC) used to hire you, your fellow LCO
management team members, or your administrative assistant.

July 2009 3
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_ Getting Your Staff Hired and Paid

Assemble and mMrappoinmem documents, | Prepare to hire ami;, ‘
the trainer and trainee Kits, and assignment - | by collecting, transferring, and transporting
rnaterialswmotramlng slte -| the necessary appointment: docmnentsand
..... " | materials to the training site. - L
Venfythatﬂwepaoplewhoshmvupfcr e B LT
appoitmant and g havebeen e mﬂm’mm“
job with the Census Bureau by comparing thelr | oo o8 Sl PR el R r b
Information with the infofmation in the refer:xm tothe D275, Rwordof'l’raimz '
.. | eppointment documents. ST E. 9 g
* ;
Step #3 AdmimsmrmeOatl'oofOfﬂcetoaﬂselecteed Use the training guides to administer the
tramemandensureﬂ:eyundemlandthat Oath of Office.
‘0_ TakingﬁreOaﬁusalrfet&neooﬂ&nmnt
. Anyomwhoreﬁ:seshosweaﬂafﬁmorsign;
_ -the Oath, or modified Oath, should be
asked to leave immediately and a Census
Bureau representative will contact them. v
Step#4 - Attrainlng,ttweapplicante\viﬂbammas ----- ;AnnowemeReoord of Training, D-275, to -
‘ censusemploymandesasecondsewmy | Indicate which applicants were -
measure, fingerprinted. fingerprinted and which were not—eithsr
| as refusals or no-shows.
o . -Those who are not fingerprinted will not be o
- allowed to comptate their training.
. Thwewhodonotpasstheﬁngerpmt '
screening will be released. Howaver, staff
can begin working before the fingerprinting |
resuits come back.
| During the process, two sels of fingerprinis are |
captured on fingerprint cards.  These.cards are
.| shipped, vlaFedem!Emress.tomeNﬁonal
Processing Center. , L
Step#5 | Deliver the training to the seleaeei&éineeuslng Use the training guides o deiiver the
| trainerkit, which includes all the materials . | training, which includes providing
necessary to conduct the training, suchas inatmﬁontomeappointeasoncompbﬂng
scripts for the trainers, necessary reference the necessary documents
manuals, training supplies (e.g., pens, pencils,
markers). and identification cards for
Step#e Enmaﬂappolnttne:ndowmemsam SR SRR ;
completed correctly and accurately by reviewing | Complate the necessary administrative
. | them for consistency {e.g., spelling of name, - | tasks to ensure the employees are able to
_date of birth, and Soclal Security number), " | work and get paid.
: legibility, and required signatures and dates. L
Step #7 | Ensure that documents are transferred to the
- | administrative area of the LCO within 24 hours.
July 2009 4




D-508.5 Getting Your Staff Hired and Paid

Description

Issue all equipment, materials, and identification
necessary for the employees to begin working
the next day.

Key Activity

Step 1: Assemble Hiring thousands of employees requires the handling of thousands of

and Transfer documents. Gathering them, getting them to the appropriate person, and

Materials then getting the completed documents back to the LCO in a very short
period of time is a challenge.

The goal of the hiring process is to get selectees/trainees appointed and
hired so they will be on the payroll during the training and ready to
begin their work assignments immediately after their training ends. To
meet the goal of paying employees within 11 days after the end of the
current pay period, there must be coordination and a well-structured
workflow among the various functional areas in the LCO. There must
also be coordination between the assistant managers and the trainer.

In order to begin the hiring process when the selectee/trainee walks in
the door for training, materials must be assembled and transferred from
the LCO to the training site. These materials include:

¢ Appointment documents for each selectee/trainee. These
administrative documents, or forms, must be completed by
selectees/trainees in order for them to be hired. Folders of
appointment documents are prepared in advance and each LCO will
request a specified number.

e Trainer and trainee kits. Trainer kits include all the materials
necessary to conduct the training, such as scripts for the trainers;
manuals for reference; training supplies (e.g., pens, note pads); and
other materials, including identification badges to issue to
employees. Trainee kits include all the materials the
selectee/trainee will need for training and to do their jobs, including
workbooks and manuals.

* Assignment materials., Individual assignments, about a week'’s
worth of work for an enumerator, are called Assignment Areas
(AAs) and include paper maps, address lists, and questionnaires. As
part of their assignment materials, enumerators will also receive an
additional supply kit with materials they will need on the job, such
as pens, pencils, Privacy Act notices to give respondents, and other
related work materials.

July 2009 5



Training

Responsibilities

Example of
Quantities

gl cemnpoarsuummdanaramn

e Fingerprinting kits. All selected appl:cants must be fingerprinted at -

_the beginning of the training session. Therefore, the trainer will
" need enough supplies to fingerprint all trainees. Two sets of
fingerprints are required for each trainee, collected by two different

employess. Each fingerprinting kit has enough supplies to get two
sets of prints from 50 people.

'l_fypicalty, for field operations:

o The AMFO or AMQA trains Field Operations Supervisors (FOSs).

o POSs train Crow Leaders.

| o: CrewLeaderstrainCrewLeaderAssistants,andenumerators .

o Office Operations Supérvisors (O0Ss) receive on-the-job training
- i) ﬁ'omﬁxeassxstantmanagerwho will supervise them.

"o Clerks receive OJT from the 00s who will supervise them or by

- the appropriate assistant manager

. Group Quaroers Supervxsors (GQSs) receive OJT from the AMFO.

e Recruiting Ass:stants (RAs) receive formal training and OJT from
. theAMR.

o - OO0Ss and clerks in the Recruiting area attend formal training
- sessions and also receive OJT. E

To getan ndea of the quarmues of documents and materials that need to
be assembled and transferred for enumerator training, consider the
following scenario. The numbers are an approximation, actual ratios
will be provided in Just-In-Time Operational Treining sessions.

an average of 18 selectwsltramm at each of 64 trammg sites spzead
out over eight counties for one LCO.

¢ This means there are 1,152 selectees/trainees in the LCO for the
 startup of this one operation.

o For this operation, each selectee/trainee will need the following:

July 2009
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E :"'Eleamcd in trammg. i+
- A supply kit with work-relawd matenals

: 4600!dtsmdsetsofdocumntstothecomcttrainmgsxm

. Then the comp!etcd appomtment do_cuments must be u'ansfened

back to the LCO w1thm 24 hours
Respansxbilitxes  Because of the vqume of matenals and the complexltm of gcttmg
Jor Gatheringand . them 1o the right place at the nght time, __rcspons:bilmes must be
Transferring - coordinated. Keep in mind that s primary responsibility is prctecnng
- Matertals Title 13 data and the Personally Identifiable Information (PII) of new
' ‘ hlrcsaccordingtothe anacy Act.

Itis very lmportant to ptowct all conﬁdentml mformahon, mcludmg
~Title 13 data and the personally identifiable information (PII) of
- employees, apphcants, and even the pubhcwho responds to the census,
however, it i permissible to share information among assistant
managers on a need to know basis. For example, the AMQA and
'AMFO can discuss specific information sbout new hires when it relates
to the requirements of the operatlon '

The AMA andlor the OOS for Perscnnel/Payroll is mpons:ble for:
. Assembl mg for mh tmmmg s:te the D-275 Record of ']‘ralmng (a

e Handmg oﬁ‘to the respcnslble assnstant manager the D-275. and
' 'appomtmcnt folders after select:on is complete and before trauung
is scheduled to begm o

s Prccessmg updated D-275s and appomnnent docmnents returned
~ from training sites and | returning incomplete documents to the
vesponsxble assmant manager the same day or the following day.

The responslble assnstant managers, (those that submmed | the sclecnon

o Gather kits for the trainer and,trainec's,fandﬁngerprinﬁng kits.




Testimonial

Step2: Verify
Selection and
Distribute
Appointment
Documents

Step 3: _
Administer the
Oath of Office

Getting Your Staff Hired and Paid

e  Gather assignment materials and/or supphes

‘o Transfer materials to the tralmng sites.

° Remrn completed appoumem docmnents and updated D-275s to
the LCO for pmcessmg the same day they are completed in training
or the next morning.

R Get any incomplete appomtmenx documents back out to the trammg

sites for completion the same day or the next mommg and getting
them back to the LCO the same day or the next moming,

Mike DeFrank, a Census 2000.4M4

 The first day of Enumerator training is really kind of like the kick off of

a football game and there is a buzz in the office and you have all of this
information that you've disseminated through these entry on duty
packets that have gone out to the field in a variety of locations, that

classroom trainers or session trainers are getting their people to fill out,
this was their first day asa Census employee. You're waiting for those

packets to come back.

Afier all the necessary matenals are transferred to the training sites, the

‘trainer must:

e Use the D-275, Record of Training, to verify that persons present

for training were actually selected. Only persons selected and told
to report to the training session will appear on the D-275 and have a
. corresponding appomnnent folder.

e Ask each person present to venfy that he or she has the D-155,
- Applicant Data Sheet, in his or her appointment folder and that it i is
. pre-filled with the correct information.

a person ’s name does not appear on the D-275 and the trainer is
unable to contact the LCO to determine if the person was indeed
selected for employment, the person must leave the training session
immediately. A person who has not gone through the proper selection
process cannot attend training or be paid.

After verifying the selectee’s/trainee’s status and distributing the -
appointment documents, the trainer or another authorized person begins
the training by administering the Oath of Office.

The Oath must be administered to all new selectees/trainees on their
first day of duty, immediately before any other action is initiated.

July 2009



Getting Your Staff Hired and Paid

Authorized

Individuals

Instructions for administering the Oath are provided to all supervisors
and tramers

e The Oath of Ofﬁce is detmled on Form BC-61 Appoumnent
' Affidavits. The selectee/traine¢ must swear or affirm to Sections A
through D ofﬁxefonn, eventhough only Sections A andDareread
t Selectees/trainees sign the BC-61 1o show that they have sworn or
- jafﬁnnedtoSecnonsAthroughD :

o Detmled mstructlons anda scnpt for administering the Oath of
Office are provided in the verbatim training guide (Chapter A,
- Appointment and Onentatlon) used by the classroom trainer. In
addmon, the verbanm trammg guxde provndes mformatxon '

" If a selectee/trair ee refusmto sign, even with modification and/or
. vclanﬁeauon because of rehglous beliefs, he or she must be asked to

- paid. Managers and supervisors in the LCO who are processing
 selectees/trainees for office positions should read aloud Sections A
_ and D of the Oath directly ﬁ'om the BC-61 :

' Itis the responsibility of All Census Bureau employees to undersmnd

Pias bttt Rate eyt

*  “Taking the Oath is a lifetime commitment.

. Aﬂjbne who refuses to swear/affirm o sign even the modified

- version of the Oath should be asked to leave immedistely and told
‘ that a Census Bureau employee wull contact them.

An mdmdual must be authonzed in wntmg by the head of the Agency

the followmg LCO posmons

LCOM

- AMFO -
AMQA
008

July 20609
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Check Your
 Understanding
i

Check Your

Understanding
U 1

Check Your
Understanding
#3

GQS
FOS
CrewLeader

Selectee/trainee: I, Sally Jones, do solemnly swear that I will support
and defend the Constitution of the United States against all enemies,

foreign anddomﬂc,thatlwﬂlbeartruefa:thandallegmncetoﬁw

same; that I take this obligation freely, without any mental reservations

_or purpose of evasion; and that 1 will well and faithfully discharge the
duties of the office on whxch 1 am about to enter. So help me God.

Read the question and select the appropnam response. The answer is
shown on the next page. ;

Who is responsible for transferring the updated D-275, Record of
Training, and the completed appointment documents from the training
site back to the LCO?

A 'IheMOwd/orAMQA

B. The trainer
C. The selecteeftrainee
D. The AMA

Read the question and select the appropriate response. The answer is

,shownonthenextpage

* If a selecteetraines refuses to sign, even wuth clarification and/or -

modification in which he or she affirms but does not swear under God
because of religious beliefs, the trainer should:

A. Contact the LCO lmmedlately

B. Ask the selectee/trainee to 31gn the BC-61

C. Ask the sclectee/traines to sign a release form
D. Ask the selectee/trainee to leave the training

Read the question and select the appropriate mponse The answer is
shown on the next page,

Who is responsible for assembling the D-275, Record of Training, and
associated appointment folders for each training site?

A. The AMFO and/or AMQA
B. The trainer

C. The selectee/trainee

D. The AMA

~ July 2009
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Answer Key for Check Your Understanding Items 1 through 3

~ Check Your

Understanding #1

Check Your
Understanding #2

* Check Your

- Understanding #3

Who is responsrble for transfemng the updated D-275, Record of
Training, and the completed appomtment documents from the tmlmng

s:te back to the LCO?

The correct answer is B the trainer. 'Ihe tramer is respons:ble for B

o transferring the updated D-275 and the completed appointment

‘documents from the trammg site back to the LCO. However, the

- agsistant manager overseeing the trainer conducting | the training is

'ulumately mponsrble for makmg sure thls gets done.

Ifa selecmeltramee refuses to srgn, even mth clanﬁcatron and/or L
modification in which he or she affirms but does not swear under God

- beca.use of rehgrous bellefs the tramer should

ThecorrectanswerisD Askdmselectee/uameeto]eavetheu-armng.

to leave the trammg.

Who is mponsable for assemblmg the D-275 Record of Trammg, and
assoclated appomunent folders for each trammg srte?

- "IheoorrectanswerlsD TheAMA 'l‘heAMAand/orhnsorherstaﬂ'

‘assemble the D-275, Record of Training, and associated ¢ appomtment

L ‘folders for eaoh trammg 31te
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Progress Check

Step 4:
Fingerprint
Employees

We have covered the first three steps of the hmng process and will

'now move on to the last five:

The toplcs dlscussed in this module mc!ude

¥ Overview of the recnntmg, seleqtion, and hiring processes

v’ Stages on the road to employment

v’ Steps in the hiring process

v Stepl: Assembleandtransfermatenals

v Step2: Verify selection and distribute appointment documents

v Step3: Administer the Oath of Office

~ Step4: Fmgerpnnt trainees

— Step 5: Deliver the training

~ Step 6: Ensure all documents are completed

~ Step 7: Ensure documents are transferred to the LCO within
24 hours , :

— Step8: Issue materials

e Payrates fortraihing -

o . Release or extend employee's appointment at the not-to-exceed
(NTE) date

At training, the applicants will be swom in as census employees, and
as a second security measure, fingerprinted. Those who do not pass
the fingerprint screening will be released. However, staff can begin
working before the fingerprinting results come back.

The Census Bureau conducts smtablllty and security screenmg on all
temporary Census employees. Traditionally, during a decennial
census, temporary census employees have only been subject to a

‘name-check screening prior. to selection and hiring. For 201 0,

however, we are now using fingerprints as part of the screening

: pmoess—m keeping with our commntment to ensure safety and protect

privacy.

Fmgerpnnung is now a necessary part of your employment a:;ld your
staffs’ employment with the Census Bureau. Those who are not
ﬁngerprmted will not bc allowed to complete their training.

As with most censusu'ammg, the tiered approach is used for
fingerprinting as well*

July 2009
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Step S: Deliver -
the Training

e ‘I‘raclungthel‘-‘ederal |

cmummamm

- e The AMFO collects ﬁngerprmcs for the FOSs, FOSS train and

collect fingerprints for the Crew Leaders, and Crew Leaders train
and collect ﬁngerpnnts for the CLAs

o The AMR collects ﬁngerpnms for thc 00Ss for Recruiting and
Recrumng Assistants.

o The AMA collects fingerprints for the OOSs.

During the process, t two sets of fingerpnnts, collected by two dnﬁ'erent
employees, are captured on fingerprint cards. These cards are shipped,

o _vua Federal Express, to the Nanonal Proccssmg Centcr

In addrhon to the other appomtment documents, the admm:stratlve :

staff at the LCO must track the ﬁngerpnnt process.

~The admmlsu-atwe staff at the LCO will receive an annotated Record
- of Training, D-275, showing which applicants were ﬁngerpnnted and

which were not—elther as reﬁ.xsals or no-shows.

 One tool that admmrsu'atrve staﬁ‘ can use to help them track

appointment documents is the Training Record Control Log (TRCL)

- The TRCL is a spreadsheet that allows administrative staff to track
training session details; including thmgs like:

. Reccncrlmg appomtment folders for each u'a:mng session.

to Heedquarters for each tréthg sessxon

. ;Generally, employees are lured on the ﬁrst day of their training
- session. The training is designed to provide them with the information
L necessary to do the job forwhxch thcy are berng hired.

g iTramers are provrded witha klt that mcludes all the matenals

supplles (e.g., pens, note pads, markers)
'Tramers use the verbattm trammg gulde to admmlster the Oath of

i appomtmcnt docmnenls Once the forms are completed, the trainer
contmues to use the trammg guxde to deliver tralmng

: Dependmg on: the posmon, the trammg may take up to-a week. During
this time, other steps in the hiring process continue.

Tuly 2009
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‘Step,6: Ensure .
'All Documetits
Are Completed

Appointment
Documents

® e 0 0o o

Filling in all the information on the forms completely and accmately

‘ensures you will be hired and paid on time. Without the necessary

forms on reeoxd, you cannot be employed by the Census Bureau.

. The trainer must ensure that all appomtment documents are completed

con'ectly and aecurately The accurate completion of these documents
is critical to ensurmg that the employees are pand on time.

Ifthe appointment docmnents are not completed and transferred to the

* Administrative area of the LCO within 24 hours, the employee may
~ not be paid or may receive-his or her paycheck late.

The Census Bureau’s gosl is to pay the hundreds of thousandsof
employees 11 days aﬁerthe end of the pay period the employee began
working in. '

~ The trainer is responsible for making sure all documents are readily

available, compleﬁed, and submitted as appropnate, tothe .
Administrative area in the LCO the first day of training. The forms *
that must be completed by all selecteee/trameec in order to be lured

- include the: -

o D-198 Admnmstratwe Responsxblhtxec for all Employees.

¢ BC-61, Appointment Affidavits.

e - D-155, Applicant Data Sheet (computer-generated, pre-filled form
- with the selectee’s/trainee’s name and personal data).

e D-186E, F, orI (depending on the original appointment or

~ position of the individual), Temporary Excepted Service
Employment Agreement.

o D-990, Overtime Policy Agreement for Field Operations
Supervisors, Office Operations Supervisors, and Crew Leaders; D-
991, Overtime Policy Agreement for Non-Supervisory Decennial
Employees; D-991(PA), Overtime Policy Agreement for
Partnership Assistants; D-992, Overtime Policy Agreement for

- Office Operations Supervisors and Clerks; or D-993, Overtime
- Policy Agreement for LCO Managers. -
e OF-306, Declaration for Federal Employment.
CD-415, Record of Employee 8 Address and Emergency
- Information. l
' D-168, New Employee Data.
D-1199, Direct Deposit Authorization.
D-260, Waiver Electronic Funds Transfer.
‘W4, Employee’s Withholding Allowance Certificate
WS, Advanced Earned Income Tax Credit (if applicable).
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D-155, Applicant
Dal’aSheet s

D-168, New

Employee Data

- BC-61,
Appol’ntmem
Affidavits

:Q 5ab1de

7 g ;';parttcnpate whxle an employee

GettlngYoarS:aﬂ}lired and'Paid

It is critical that all the appointment documents are completed, _
remmed to the LCO rmnwdnately, and entered into DAPPS

However, there are f' ive especlally cnt:ea] appomtment docmnents. If
* these five dooumems are not complete and eorrect, an employee
. cannotbepald QR

* The form D-155, Applleant Data Sheet, is pre-filled with information

given by the applicant during the application process, ‘The

- selectee/trainee must verify that the information is correct, or correct
- ity and then slgntheform 'Ihetmnermnstenswethefonn is signed.

The form D-168 New. Employee Data, records self-ndennﬁed

: mt‘ormatuon coucemmg ethnicity, race. and handrcaps The

e Sectxon Al IS the Oath of Oﬁ' ice whereby the selectee/trainee

swears to uphold the Constitution of the United States and

' ?‘5:ifa|thﬁrlly dlschaxge the dutnec of the ofﬁce

- o Section B rsanafﬁdavntﬂmtthe selectee/trmnee isnot

fparuclpanng in any strike agmnst the Govemment and will not

consnderatlon to be hu'ed to thls posmon

i »;'SectronDlsanaﬁ' davntstaungthednsolosm'e regulatxonsand

: .*.penaltxes o

Onthe bottom ofthe formnsspacefortheselecteehrmneeto sign and

- date hls or her agreement to the afﬁdavnts. In addnmn, the trainer or

4 ‘and posmon,ﬂmeelty and state ofthe LCO andthe date. This form

must be completed in full ond the da'oe entered on the form must

not happen, then the hlnng process cannot proceed and the employee

~cannot be pald
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D-186E F,orl = The formD-186 E, F, or I Temporary. Excepted Service Emp!oyment
Temporary -Agreement, explams the employment agreement in detail, including
Excepted Service ,
Employment
Agreement. ¢ . Temporary nature of the posmon not to exceed 1 year.

' . AntICIpated work schednle

e Minimal benefits.

The seieétéeiﬁaineé must sigh and date this form in order for the-
 hiring process to proceed.

D-990, D-991,D- . o The form D-990, Ovemme Polxcy Agreement for Field Operations
991(PA), D-992, Supervisors and Crew Leaders, details the overhme pohcy for
- D-993 Overtime .. . . these supemsory positions. ;
Policy Agreements :
i e The form D-991 OvemmePohcy Agreement forRecmiting' Co
Assistants and Enumerators, explains the policy for

nonsupervisory personnel.

e i The form D-991(PA), Overtlme'Polncy Agreemetit for Partnership
Asslsmms, explams the policy for this position.

e The form D-992, Overtime Pohcy Agreement for Office v
‘Operatlons Supemsors and Clerks details the overtime pohcy for
-these positions. -

o The form D-993, Overtime Policy Agreement for LCO Managers,
explains the pohcyformemanagersmtheLCO

All four forms clearly state the penalties for not adhering to the

- overtime policy. At the bottom of each form is space for signatures
certifying that the policy has been read and understood. The

- selectee/trainee and the trainer or supervisor must sign the form.
For additional information about the census overtime policy, refer to
the Managing Overtime: Applying the Census Overtime Policy CBT.

Review Duiring breaks in the training and over lunch, the trainer (or the
Appointment appointing official) must:

- o . Ensure that the selectee/trainee have completed all the required
forms. The trainer must make an effort to obtain missing or

incomplete information on the first day of training so that the
employee can be paid on time.
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& Check the documents for eonsnstency (eg. spelling of name, date

. of birth, and same Social Security number entered. on eech form), :

- legibility, and the required signatures and dates.

‘e Return appomttnentdocuments to the Seleeteeslﬁamees for
correction or signature, if necessary, The trainer and the
selectee/trainee will have to determine the most effective and
efficient means of obtaining the information xf itis not readlly
avallable (e g, viaa telephone call or fax) '

o Make arrangements for the appomtment folders to be returned to
the LCO on the first day of training. More mformatlon about thxs
: responsibnlnty is presented on the next screen.

Step 7: Transfer ltis lmportmt for all trainers, supemsors, and managers not to

Docnments to tbe underestimate the importance, or sometimes the complexity, of

Lco: .u'ansferrmgallﬂzeappomunemdocumentsbackto the Administrative
' ' ~  areaofthe LCO as qn.uckly as posslble

Once the appomlment documents are completed tramers, supemsors,
- and managers must arrange to transfer them to the Administrative area
-~ in the LCO during the first day of the training session, which is the
employee s ﬁrst day of work, or wnthm 24 homs

z The method used to transferthe docmnenw to the office depends on

the location of the training site. For example:

o For telatively close locations, the documents should be hand-
carried to the LCO bythe u'ama'oran LCOsta&‘membercan
plck them up '

o ) »For more dlstant of remote locat:ons, the AMFO and/or AMQA

Census Bureau staff member ac’ang as a courier, or other available
means m expedlte the transfer

| . 'l'he AMFO and/or AMQA must ensure that the appomtmem

they reach the LCO

Appomtment documents mmt be completed and returned o the
i appomtmeut documents are eompleted, transferred to the LCO and
~ processed within a day, employees will be paid wnthm 11 days after
" theendof the current pay period. This is the goal.




. AMA’s

Responsibilities

 Step8: Isue

Materials:

_ Getting Your Staff Hired and Pald =

-If the forms are not transferred to the office quickly, the employee's . .~
_paycheck will be delayed. This is wpecnally critical for enumerators in
the field that have work-related transportation expenses, such as

~ filling their gas tanks so they can go out to the field and knock on
doors. If we do not pay them, they will not work. =

The influx of thousands of appomlment documents into the LCO after

- the first day of enumerator training presents significant challenges for

‘the AMA and his or her staff. It is the AMA’s responsibility to

establish processesthatensmeﬂle docmnentsare

. Routed to the proper persons in the administrative area for

proowsmg.
o Revnewed for legnb:lxty, oonsnstency and completeness.

o If necessary, quickly returned to the appropriate assistant manager .

for retum to the field to obtain any incomplete and/or incorrect
information before the training session ends.

- e Keyed mtoDAPPS

¢ Filed pmpel"ly

- When employees | leaveﬂxe tranmng sessxon, they must be able to begin

work immediately. This includes not only having the paperwork
completed, but also havmg the necessary eqmpment and materials.

As the last step in the hiring process, the n'amer issues all equipment,

- materials, paperwork, and identification necessary for the employees

to begin work at the end of the trammg session.

This requires a large ooordmmcl eﬁ'ort on the part of LCO assistant

managers as well as the trainers. Thwe efforts may include:

. Tramomng the apptopnate assignment materials (including

supply Kits) to the training site so they are available at the end of
training.

e Tracking who has received what materials.
'*_ Creating contingency plans in case of problems.

* Maintaining all required tracking information in the LCO.
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~ The logistical details for each field operatwn are different in terms of
- what assignment materials are provided to staff, when they receive the
i ;i;_-supply klts, and thg way m w]nch theu-aokmg ofassngnments and

k wntlﬂen matenals

Trammg Pay G Asyou ve !eamed mehmngprocesstak%placedwmgummng.
Rates R Applicants selectedasP:eld, erations Supervisors (FOSs)

* (production or quality coritrol (QC)) and Crew Leaders (productlon or
QC) will attend training specifically targeted to their- position. They
- will take their Oath of Office and complete their appointment.
- paperwork to become employees. However, it is important to
“understand that there are specified trammg pay rates while these
- employees are attending their training. =

* « Production and QC FOSs will be hired as FOS Trainces, witha.
i pay rateequal tothatofaproducnon orQC Crew Leader.

. Productlon and QC Crew Leaders wnll be hired as Crew Leader

Trainees, with a pay rate equal to that ofa producuon orQC -
Enumerator.

Managers must comple'ee a D-291 DAPPS Update Form, for each

: ‘wnll enther

AL e Bepromotedtod\eposmonforwbxchﬂxeytmmed,
.o Fill another budgeﬁed posmon atalower lcvelﬂ:anwhnch they
. trained,or
e Bereleased.

:Em Crew Leaders and FOSs that are not ofﬁclally budgetedinthe
. Staffing Authorization cannot be retained. ‘Consult your
- Administrative memoranda for addlt;onal details.

Appointment at o basis with a speclﬁc not-to-exceed (NTE) date. However, employees
Not-to-Exceed " may be released prior to the NTE date because of operatlonal needsor

Date . conduct/perfomance problems

' The AMA wnll penodwally provxde supemsors with a list of
employew whose NTE dates are about to expxre. The immediate
* supervisor should: ’
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DS08s Getting Your Staff Hired and Paid .

o Prepare a D-291, DAPPS Update Form, to request a separatlon
. (i.e., termination, expiration of appointment, lack of work, or
conduct/performance problems). :

e Prepare a D-282, Documentation of Conduct and/or Performance
Problems, if the employee’s work conduot or performance is not
acceptable.

e Prepare a D-283 Documentation of Tenmnatlon for Performance

~ and/or Conduct Problems, which must be attached to the D-282
for all recommendations to terminate employees from census

employment for petformanee and/or conduct problems.

e Collect all census matenals and eqmpment.

Refer to the D-501, LCO Admmnstratwe Manual, for more detailed

conduct and pﬂfommwe pxoblems ina sepamte computer-based

- training module.
D-291, DAPPS When employees oomp]ete their asslgmnents and supervisors
Update Form determine that their services are no longer required, the appropriate
: " supervisor or manager must complete a D-291 DAPPS Update Fonn,
for each employee being released.

o -Completing the D-291 is the initial step in the administrative
= processing of termination actions.

o The supervisor should not wait to submit the D-291. He or she
should submit it a3 soon as it is determined that the employee has
no more work to do or at least 2 weeks before the NTE date.

: Bmployew names begin appearing on a NTE Ticker Report 30
days prior to the expiration of the appointment. Ideally, the D-291
is submitted at least 7 days prior to the NTE date.

o The supervisor must submit the completed D-291 to the next
highest level manager to approve and sign

e Detailed mfomlatlon on compleung and processing the D-291 can
- be found in the D-501, LCO Administrative Manual, and D-581,
DAPPS Operating Manual,

e Ifthe employee is expected to work longer than the NTE date, the
supervisor must submit a D-291-to extend the appointment;
otherwise the employee cannot be paid.
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Getting Your Staff Hired and Paid

D-282,

Documentationof

Conduct and/or
Performance
Problems

D283,
Documentation of

Terminationfor

Performance

and/or Conduct -

Problems

Callecnng
Materials . -

Itis 1mperat1ve that performance and conduct problems are
documented and dealt with immediately. Repercussions from dealing

ineffectively with these issues can impact hmng and operation

Allowmg NTBs to expn‘e for employees who are not doing good worlr.
creates problems. These employees will be eligible for rehire for the
next operation if there is no documentation that their work was

- unacceptable. Problem employees whose performance or conduct has

not been satisfactory should be notified that their work is

~ unacceptable, and it should be documented on the D-282. The -

problem employee should be terminated for cause, if applicable, using
a D-283 Documentatlon of Terrmna’aon for Performance or Conduct
Issues: -

x Refer to the Managmg Performance and Conduct Problems CBT for
o moredetatledmformanon E

’l‘he thll'd mandatory form that: must be complewd ‘when releasing an

employee from census employment is the D-283, 'Documentation of
Terminatlon for Perfonnance and/or Conduct Problems

.‘ : The D-283 is completed in the LCO by the LCOM or appropmte

and/or conduct pmblems The mformauon onthe D-282
»substmttates the actxon docmnented on the D-283.

e AftertheD-283is completed and approved by the LCOM or his

or her designee, the first-line supemsor may deliver the oral

a termmatxon of employment notlee to dxe employee

Upon the release of an employee from census employment, the

- supervisor must:

. Collect all Government pmpmty (e .g., any electronic equipment .
~ assigned to the employee, employee. identification card, all used

o and unused census forms, questlonnmm, maps) from the .

emplayee. -

, . Collect any remammg completed census work (including job

- applications and testing materials that RAs may have) and payroll
forms from the employee :
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Check Your

Understanding #4

Check Your

Understanding #5

o Ask the employee to complete and turn m his or her final D-308
Daily Pay and Work Record. The supervisor must enter the
employee’s last workday in the Rematks box, wrtxfy the D—308,

o and forward it to the adm;mstranve staﬁ’ for processmg. :
»  Forward all collected census and Government matenals to the
- LCO ’

Read the questlon and select the appropnate response. The correct
answer is shown on the next page.

In order for the employees to be paid on tlme, the appomtment ,
documents must be remmed to the Administrative area of the LCO:

A. Within the first weck of employment
B. Within 48 hours after the end of training

' C. During the first day of the training session or within 24 hours

~ D. Assoonasall mfoxmanon can be collmd verified, and entered

' ontothefonns

Read tho qu&suon and select the appropnate response. The correct
answer is shown on the next page. ;

Who is responsible for verifying the appointment documents for.

completeness and accuracy (e.g., spelling of name, date of birth, and
same Social Security aumber entered on each form), legibility, and

- required sngnatum and dates before they leave the training site?

A. The trainer or appointing official
B. The AMA and his or her staff
C. The appointee and his or her training partner
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Answer Key for Check Your Understandmg Items 4 and §

Check Your .Inorder forthe employeesmbe paid on time, the appointment

' Understanding #4 documents must be retumed to the Administrative area of the LCO:

LCO Admmlstratlve area dunng the first day of the trammg sessmn or :
| w1th1n24hoursfortheemployeetobepmdontlme ‘ ’; e

CheckYour @ Whois responslble for venfymg the appomnnent docmnents for

Understanding #S o 'ieompleteness and accuracy (e £ spellmg of name, date of bn-th, and

o :tramer or appqu;_t;_ng ofﬁclal is respons‘ble for venfymg the
~appointment documents for completeriéss and accuracy (spellmg of
name and date of birth), legibility, and required sngnamres and dates

‘before they leave the training site. Form D-1110.1Aisa tool to asslst
the tmmer m eompletmg d1e appomtment documents ’

' Keyl’omts A ' - Thegoalsofthehmngproceesareto e

penod

. Because of the volume of matemls mded for trammg and the
- complexities of getting all the materials to the right place at the
right time, mpons‘blhtles must be coondmated and clearly
understood.

¢ Appointment documents must be completed and rennned to the
- Administrative area of the LCO by the close of the first day of the
training session, which is the employee s first day of work, or
within 24 hours. .

o Itisthe responsibility of all census employees to understand that:

~ Taking the Oathisa llfetlme commitment.

—  Anyone who refuses to swear/affirm or sign the Oath canrot
be a Census Bureau employee '

— Anyone who refuses to be fingerprinted cannot be a Census

Bureau employee.
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Tatroduction

Types of

Appointments:

Mixed Tour

~ Paying Your Staff Module

- One of the first things an employee wants to know s, “When and how

will I get paid?” This module answers that question and also explains:

‘o The relatlonship between the typ&s of appointments (i.e., mixed

tour and mtenmttent) and payroll

o The steps for collecting, reviewing, and certifying the D-308,
Daily Pay and Work Record.

An employee's type of appomnnent, whether mixed tour or

_ intermittent, affects how and when he or she gets paid. It's important
~ to understand the distinctions between the types of appointments, the
hours of work, and allowable expenses.

All LCO management positions and the adnumstmtwe assistant

_position have mixed-tour appointments. | LCO management positions -
‘with a mixed-tour appointment include:

¢ LCO Manager (LCOM)
o All assistant managers

Mixed-tour empioyees:

o Usually work-full time and have predetemlmed hours of work.

- Employees appointed to a mixed-tour position are expected to
work 40 hours per week. However, depending on the needs of the
operation and the most efficient working times, they may be
required to work more or less than 40 hours.

o Are paid a fixed salary biweekly through the National Finance

Center (NFC) system and earn sick and annual leave. For mixed-
tour appointments, the biweekly pay period begins Sunday at

- 12:01 a.m. and ends at midnight on the second Saturday.
"Employees receive authorized reimbursements in their normal
paycheck.

e Record their hours worked and leave taken on a BC-27, Time,
Attendance and Cost Report.

e Are assigned to the office as theii' bfficial duty station.

July 2009



D-508.5 P : Getting Your Staff Hired and Paid

Types of All nonmanagerial LCO positions (except the administrative asslm)
Appointments: work under an mtemnttent appomtment. Intermittent employees

JIntermittent
: . Usually work less than ﬁxll-tune with m'egular hours,:

. Are paxd by the hour and receive the:r paycheck weekly through
the Deeenmal Apphcant, Personnel, and Payroll System (DAFPPS).

o Recelve no beneﬁts

. Submlt then- pay and expense requests on D-308 Dmly Pay and |
Work Reeord

i Employeec wuth an mtenmttent appolphnent may have either the
* office or their home assigned as their official duty station, based on
the position to which they are appointed. This CBT will focus on the

payroll process for Intermuttent employees pald through DAPPS.

Office Location =~ Intermittent employees who are assngned to the office as their official
duty station may hold the following positions:

¢  Group Quarters Supemsor (GQS). The GQS position is similar to
the FOS position for the Group Quarters operations.

Office Operations Snpetvnsor (OOS)
e Clerks.

The assistant manager for whom they work, after consulting with the
LCOM, usually estabhshes thenr work schedule For example:

¢ An ofﬁce clerk is ass:gned to key data into DAPPS during the4
- pam. to midnight shift. -

am. toSp.m Shlﬁ.

Home Location = 'Interrmttent employees who are assngned their home as their official
o 0 duty stnnon may hold the followmg posmons

» Field Opel'attons Supemsor (FOS)

Crew Leader (CL) or Crew  Leader Assistant (CLA)
v iEnumerator/ltsﬁer

F
ig
Hi
?;

Their work schedules are m’egular and depend on the position and the
operational needs. For example:
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Collecting, ,
Reviewing, and
Certifying
Payroll
Documents

c l’ T A A g :
Time on the D-
308s

e AnRA may attend community events in the evenings during the

week or on weekends.

. AnenumeratormayworkmtheﬁeldalldaySamrday and
Sunday.

. ACrewLeadermaywork a few hours in the moming making

assignments and then meets with his or her enumerators later in’
the day. E v

First-line supemsors are pnmanly responsible for handling (i.c.,
* collecting, reviewing, and certifying) the D-308s, Daily Pay and Work
Records. Managers must be aware of these procedures and processes

in order to provide guidance and support. 'l'he tasks involved in
handling the D-308s include:

Step 1: Collect the D-308s

Step 2: Review the D-308s

— Review allowable expenses

~ Reviewtaskcodes . ..

Step 3: Record and/or review the D-308C

Step 4: Cetify and submit the D-308s for processing
Other payrol! processes .

Report lost or missing paychecks

Withhold paychecks

‘These steps refer to the procedures for paymg staff once they

complete training and begin working in the field. The next screen
addresses processes for the D-308s while field staff are in training,

‘The AMFO, AMQA, AMA, and FOS must ensure that Crew Leaders

and Enumerators are correctly completing their D-308s, Daily Pay and
Work Records, while they are attending training. Crew Leaders and
Enumerators will complete D-308s, Daily Pay and Work Records, by

‘noting the hours spent in training (Training) and completing

production work (Regular). The production work begins elthef atthe

‘end of training, when Enumerators and Crew Leader receive

assignments, or during their training when they practice what they
learned by completing work using live materials.

‘The hours allocated to Training include:

¢ Commute time and mileage to class,
¢ Classroom time, including fingerprinting.
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Testimonial

Step 1: Collect

-Payroll Requests

" e Thepaid 15-minute break(s) that ocour as part of the classroom

tlme

" The Regular hours (non-trammg tlme) include activities related to

conducting the operation, such as:

e Travelfomd'frommeAA”

o The dally meetings, mcludmg travel ttme for the meeting.

‘Some opemtnonal Enumerator trammg mcludes a live field pracnoe

Denms Johmon, an A.rsmam Regtonal Census Manager in 2000:

People won't work long unless they get pald and get paid correctly
and so it's very critical to make sure that that side of the operation is
working smoothly, that people are being appointed properly so that

thiey're in the payroll system, that they are getting their hours recorded
A propeﬂy, that everyone is domg the approvals that they need to

Field Operattons Supennsors and Crew. Leaders must collect, review,

and certlfy the D-308 Dally Pay and Work Records dunng dally

is used to create cost and progress reports m the Opemnons Comml
~ .System (OCS) -

 TheOCSisan automated systemthat contams workloads, schedules,

' o The main ﬁmctlon of the OCS lstoass13nandtrackwork for ﬁe!d
. operations.

o The OCS also captures and provides timely data neoecsary forthe

eﬁ'ectxve management of the LCO and its operations.

. .The OCS allows LCO stafftopnnt cost, progress, and quahty

indicator reports or view them on the screen.
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Step 2: Review
the D-308, Daily
Pay and Work
Record

Review Hours
Worked

® The accuracy of the management report data is depen!dentonﬂ;é ,

entries made on the D-308s and other assignment trackmg
information,

e Itis es'sentidl that entries io the Cases Completed sect:on of the

paper D-308 payroll forms be accurate and timely because
management decisnons are based on this information.

. Detmls on progress and costreportmg procedures are described

fully in each operational manual.

. Information to help you understand the data in the reports is oontamed
“in the D-219, Usmg Mamgement Reports. '

- Supervisors must review the D-308, Daily Pay and Work Record for

legibility, completenms, and accuracy. 'I‘hey also must venfy, on the

i forhours, mxles,andoﬂwrexpcnsesarereasonablefortheworkthat
~was performed. Accuracy involves verifying that:

'Ihe work was performed during the hours claimed.
All days are accounted for in the pay period.

The hours and expenses are allowable. -

The correct task code was used.

The hours are totaled correctly.

- Supervisors must review and approve, or in some cases disapprove,

the number of hours recorded as worked on the D-308. Allowable

‘work hours mclude time spent

Completing work assignments.

- Reviewing work assignments.

Mesting and discussing work with supervisors.
‘I‘rammg in the classroom and/or on the job.

f or other meeting location are allowable hours.

Intermittent employees whose official duty station is their home are
expected to work the most productive hours for the particular census

operation being conducted. Often, this means late afterncon and

evening hours during the week and daytime hours on Saturdays and
Sundays. In many cases, they must do their work when they are most

likely to catch people at home.
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. Referto the D-501, LCO Ad:mmstratwe Manual, for additional

mfonnat:on |
Review Allowable Supervns'ors must review emploj}ees’ expense claims to ensure that the
Expenses - expenses are allowable and the necessary forms and receipts

aecompmy the D-308, Danly Pay and Work Records.

station is the ofﬁee than for those whose offi cxal dmy station is their i
home. L :

s Only employees whose home is then' officlal duty station:

. Arepand mnleage foru'aveltotbeoﬂice, other work loeenon,or
-;,u-ammgslte %vi _____ o

. 'May clalm expenses for oﬁlcaal telephone calls.

. May regularly claun other expenses, such as parking, tolls or
: supplles, if approved by thelr supervnsor '

- For some expenses, doeumentat:on and proof is required. Refertothe
D-501, LCO Admmlstratwe Manual, for addmonal information.
Review Task Anlmportant part of fiscal control w‘a,; ability to identify the costof
Codes each operation within a project. This is accomplished by asslgmng
3 o  individual task code numbels to the operations within a project. -
Supemsors and managers must lnfohh employees of the tesk codec to
use and record on their payroll forms '

All supemsors, managers, and clerks revnemng paytoll forms must

. _check each payl'oll document to ensure the correct task code is
Smce operatlon costs and progress are atmbuted to the task eodes
em:emd on the D-308, entermg a wrong task code results in

.'day, he or she must submit a separate payroll form for each operanon, '
ﬂmsusmgtwoormoretaskcodes ?yf:; L i
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e . Typically, intermittent office and field employees wnll use only
one or two task codes for all their work during the 2010 Census.

‘For mare information, refer to the Modeling and Analysis Branch
BudgetMemoSerm,andtoReg:onalCensusCenwr(RCC)

Table 1, Sample 'l‘ask Codes for the 2010 Censns*

Task Code  Name Description

_Office Codes

002 | Payrol Raponallhom'smedbydﬁoestaﬁdumgﬂwmiw audit.mdkeymgaf
Personnel payrall and appointment forms; in addition, report all hours used by.clerks for
selection activities, including training hoursandtraveloosts

003 Recruiting ‘Repoﬁa!lhoummedandnn%sttaveledbyRecmiﬂngAssistamsforOﬁoe
‘Operations Supervisors and recruiting clerks. These staff members recruft,
test, and work recruiting telsphone lines to answer questions and schedule -
“tests, {Note: The Assistant Manager for Recruiting chargestotask oodeoo4

| - Office Management Work.)
Fleld Codes '
. 032 Nonresponse Reportaﬂhowsusedandmnmtravel@edbyenumemtors,Cmedem

Followup “Crew Leader Assistants, and Field Operations Supervisors for the followup
(NRFU) of nonrespondent households, including training hours andtravelcosisbut

| |notReinterviewwork o

039 | Address .iRemallhou:susedanamuestraveleubynmrs.CrewLeadm,crew

| Canvassing | Leader Assistants, and Field Operations Supervisors for the Address :

(AC) Canvassing operation, including training hours and travel costs.

*Notez This is not a complete list of task codes. The official codes and any updatec will be

provided through memorandum. -
Errors and If the first-line supervisor finds errors or discrepancies in the hours
Discrepancies worked or expenses, the first-line supervisor must immediately notify

the next higher level supervisor in person, by phone, or D-225, INFO-
COMM, and document it on the D-282, Documentation of Condust
and/or Performance Problems. Refer to the Handlmg Conduct and
Performance Problems CBT. :

If the ﬁrst-lme supemsor;ﬁnds errors or discrepancies in the Task
Codes or other information not related to the hours worked, the D-308
vsl_zould be returned to the employee for correction and resubmitted.
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Read each of the followmg seenanos and select the appropmte response The answers are shown

on the next page

, ' Check Yonr

Understanding =

#

i ..Cheeic Your

"

. Understanding
e 27hoursofregulart1mepay
‘e Mileage to and from her home - :

) Telephone callsmadetohouseholds

- .Hugh E. an enumerator workmg on a ﬁeld operatlon, leﬁ his home at

D-308?

AL 4110!11'3 DR R R NS S SR
~ B.Shows
§ fD 7hoursi f‘

: 3Barbara F 2 Recrmtmg Assnstaut whose off' clal duty station is her =
: ihome, drove 25 miles back and forth to attend a 6-hour training class
.inthe LCO ‘Would mlleage bean a!lowable expense? o

- A Yes o oo o ‘f:.' ;

B e

: Understandmg; i»-vg o

- then drove another 30 mmutee tiome, How many hours wouId be
o ‘allowable on his D-308? ’

:EAlbertT aelerkmtheLCO wasaskedtoreportfortranmng.l{e ci
v drowBOmmntesmtheLCOtoattendtheS-howtrmnmgelassand

CA. 7hours

B. 8hours
C. 9hours

s D. lohOlll'S ‘ _:‘3 R R NE NI B SN

- ‘What is her appomtment stams?

i A, Mlxed-sour appomtee whose ofﬁcnal duty station is the office
B. Mxxed-tour appomtee whose ofﬁcnal duty statlon |s her home

D Intemuuent appomtee whose ofﬁclal duty statlon is her home v

‘July 2009
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Getting Your Staff Hired and Paid

Answer Key for Cheek Yonr Understandmg Items 1 through 4

Check Your |
Understanding #1

Check Your
Understanding #2

Check Your
Understanding #3

Check Your
Understanding #4

Hugh E.,an enumerator workmg ona ﬁeid opetahon, left hls home at
3 p.m., drove 30 minutes to his AA and then worked until 6 p.m.

He took a 1-hour break to eat dinner and meet friends. Then he
worked again for another 1.5 hours, drove another 30 minutes home,
returning there at 9 p.m. How many hours would be allowable on his
D-308? :

The cotrect answer is B. The employee is allowed to chargethe 5
hours he actually worked, including the time spent driving to and from
the work site. He cannot charge the hour spent having dinner. ‘

Barbara F., a Recruiting Assistant whose official duty station is her
home, drove 25 miles back and forth to attend a 6-hour training class

-in the LCO. Would mileage be an allowable expense?

‘The correct answer is A. Because she is assigned to her home as her

duty station, Barbara is allowed to request reimbursement for travel
expenses if the mileage is entered on her D-308. :

Albert T., a clerk in the LCO, wasaskedtoreportfortmmmg. He
drove 30 minutes to the LCO to attend the 8-hour training class and -

then drove another 30 minutes home. How many hours would bc
;allowable on h1s D-308?

The correct answer is B. This. clerk‘s duty station isthe LCOandis
only entitled for the 8 hours in training. Therefore, payment for travel :

tune is not allowed

Betsy's weekly payroll was approved for'

o 27 hours of regular time pay
e Mileage to and from her home
o Telephone calls made to households

What is her appointment status?

~ The comect answer is D. Because Betsy is allowed to be paid for
‘mileage to and from her home and to charge for telephone calls, her

home must be her official duty station. She must also be an
intermittent employee because she worked less than 40 hours. Mixed-

tour appointees work 40 hours per week.
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Getting Your Sfal‘f Hired and Paid

Review and
Transition

Step 3' Reeord
the D-308C

Now that you have an understanding of collecting and reviewing

payroll requests, let’s look at oertlfymg and submitting payroll
requests. =

o Thls module covers the followmg topxcs ‘

‘/ Stepl Collect payroll requests

v Step2: Review the D-308
Y Rev;ew hours worked

‘ v’ Revnew task codes
o Step 3 Record a.nd/or review the D-3080

. Step 4; Cemfy and submxt the payroll for proceosmg

e Other payroll processes

- Report lost or mlssmg paychecks
- Wtﬂmhold paycheoks

- -Crew Leaders and FOSsaretequlredtotmckeach employee sdally
and/or Review . .

: Supervzsors of employees suhm:thng D-3083 are requlred to record

the total hours their employees work each day on a D-308C, Daily
Hours Tracking Form, for each weekly pay penod and fonward a copy
to the AMA. ki

detailed mformauon. ;
The purpose of traclong the da:ly hours is to ensure that employees do
not work ovemme hours thhout ﬁrst obm:nmg approvel, either in

, manager

Recordmg, rev1ewmg, and traclang work hours on the D-308C
reminds supervisors daily that employeec should not work more
than 40 hours each pay period.

Tuly 2009
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. pses Getting Your Staff Hired and Paid -

e Supervnsorsmustalertemployeeswhosetoml work hoursare
g the maximum 40-hour lumtforthepaypenodsothe
employees can alter their work schedules as needed. -

Refer to the Managing Overtime: Applying the Census Overtime
Policy CBT for more information on the Census Bureau’s overtime

policy.

Overtime Policy Overtime is hours worked beyond 8ina day or 40 in a week that have
© beenordered and approved in writing by the appropnateass:stam :
manager or dwgme. ,

' solongastheydonotworkmorethantﬂ)hours in a week. However,
' ﬁﬂteusupemsorhasnotorderedthemtoworkmorethanShnmm
a day and the additional time has not been approved in writing, they

mllbepmd atﬂieregularrateofpay for those hours.

wnthout pre-appmved overtime.

Ifemployees work more than 40 hours in a week without supervisory
- approval, they will be subject to termination of employment unless
overtime was caused by "unavoidable circumstances.” Unavoidable
circumstances are defined as unforesecable circumstances beyond the
~ employee's control. They include, but are not limited to, weather~
related problems such es a blizzard, flood, hurricane, etc. Traffic is
- not considered an "unavoidable circumstance” unless an employee is
- involved in an accident or delayed by an accldent or unforeseen road
conditions. R ;

- Employees are not permitted to accumulate hours, This means they
'must not work, for example, 42 hours in 1.week and record only 40
hours on the payroll forms for that week, and then record the ,
remaining 2 hours on a payroll form during a subsequent week, when
. they have worked fewer than 40 hours 'l'h1s isa mampulanon of

~ Step 4: Certify To oertify aD-308, Daily Pay and Work Record, the employee and
and Submit the supervisor must sign and date the form after it has been reviewed.
Payroll for o | o
Processing - ¢ By signing, the employee and supervisor are certifying that all the
information is complete and accurate to the best of their
knowledge.

o The D-308 cannot be processed if both signatures are not present.




Other Payroll -

Processes:

Reportmg Lost

Getﬁn&Yonr Staff Hired an'd Paid

e KeyedmtoDAPPS

R Submxttedforpayment. s

Refer to the D-58l DAPPS Operaung anal and/or the D-SOl LCO

. Admmlstratxve Manual for more mfonmtlon. v

o 'All supervwors and managers should be aware of addmonal payroll o

concermng each of them. If employees are not bemg paidon time,

e they Wl“ notwodcorwdl qult.

o Itis cntml to follow up on a report of a lost or missing paycheck as i; :

~soon as posmble

. ENotlfy the AMA so that he or she can follow up in DAPPS and/or
wnmdieRCCasappropnate o

- : fhotlmefordtrecnons

= Supemsors should mfer mtenmttent employees to the nauonwnde

adm:msu'aﬁve issues.

‘ 'I‘he general gmdelmos for repomng a Iost or m:ssmg paycheck vary
o kdcpendmg on whether the paycheck is maxled to theemployee s home

LR fe] '§%Bmployees whose paycheck is malled to thelr home address

e account numbers.

_ Referto the D«SOI LCO Admmtstratwe Manual for more

' information.
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Testimonials

Other Payroll
- Processes:
Withholding
- Paychecks

Mike DeFrank, a Census 2000 Assistant Manager for Adminisbation:

There is always going to be mople or ﬂungs that have dropped -
through the cracks, people are going to be calling you from payrolls
from a week ago saying you know, I didn't get paid for this.

Viola Lewis-Willis, a Census 2000 Regzonal Census Center
Administrative Speclalist _ ,

payroll, you absolutely must address that pmblem You have to getin
touch with the appropriate pay personnel and assure that you. resolve
it, follow up with the employee. Make sure they get the money
because in the end if you don't, it becomes a bigger issue for the
Census Bureau. No problem is too small to follow up on ifan
employee does not understand

The final paycheck may be withheld from an employee who is
terminated and has not repaid monies owed or returned census
materials or equipment. To request that the final paycheck be
withheld, the supervisor should:

o Complete a D-289, Notice of Withheld Pay Check, which notifies
the employee that he or she will not receive a paycheck because of
an advance received or other liability (e.g., not returning
equipment) while employed with the Census Bureau.

« Process the employee’s final payroll as usual but ask the RCC to
collect the money owed or hold the check, if possible. If a balance
is due, ask the RCC to issue the employee a letter of indebtedness.

Consult with the AMA, LCOM, and/or RCC for additionsl guidance.

July 2009
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Check Your ~ Determine whether each statement is true or false and select the

Underslanding o appropnate box. The answe'rs are shown on the pext page.
#5 »
Stawment : ‘ ‘ . ~Troe _ _False

308, Daily Pay and Work Reoord, by signing and dating it,
thereby signifying that all the mformatnon is complete and
accurate to the best of thenr knowledge .

to the RCC Anea Manager or the RCC adtmmstratwe am

Y'I'he final paycheck may be wnthheld from an employee who is |
terminated from employment and who has not repaid monies
owed or reun-ned census. mauenals or eqmpment. '

July 2009 ' ‘ 3




Getting Your Staff Hired and Paid

~ Answer Key for Item #5
V-Stawnent o _Trae | False | Feedback
The employee and hls or her X :The employee's and supervisor's
immediate supervisor certify the signatures on the D-308 certify that
D-308, Daxly Pay. and Work all the information is complete and
‘Record, by signing and dating it, accurate to the best of their
thereby signifying that all the knowledge.
.information is complete and _
‘accurate to the best of their
knowledge.
Intermittent employ;egs.should. 3 X Imsrmlwent employees should call
report a lost or missing paycheck the nationwide payroll hotline for
to the RCC Area Manager or the assistance.
RCC admuustratwe area. ;
The fi nal paycheck may be X The final paycheck may be withheld
withheld from an employee who is from an employee who is termmated
terminated from employment and . : ﬁ'qm_employment and who has not
who has not repaid monies owed repaid monies owed or returned
or returned census materials or census materials or equipment.
equipment. o
July 2009 38
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predetermmed hours of work, and are pald blwcekly thmugh the

- National Finance Center This CBT reviewed payroll for

- full-time, have lmegular work hours. and ane pand weekly through
- DAPPS.

' The first-lme supervisor is responsnble for collectmg D-308, Dady

Pay and Worchcords N o

s The ﬁrst-lme supervisor is responsnble for revnewmg the D-308 to '
~ ensure the accuracy of the hours worked expenscc c!anmed, and
‘ Tft}ask codescharged. 5

Supervisors and managers vse the D-308€ to track the hours thclr :

o ;emp!oyeeshaveworked sothatunauthonzedovemecanbe 2
] ﬁ:iavmded : . g

¢ Once the D-308s have been revnewed and cemﬁed, they are
' “;f5submltted forpaymem !

: Addmonal payroll proctsses that supemsors and managers should
»'v.gbeawareofmchxde = R .

: — Reporting lost or missing paychecks

- Wlthholdmg paychecks

July 2009
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Getting Your Staff Hired and Paid CBT Acrouyms

5 Asslgmnent L
AsstMahagerforAdmmlsh'atIon
: _Ass:stant Manage( for Field Operatlons
AssxstantManage:_forQuahtyAssurance_, .
Assistant Manager for Reémitihg
- Assistant Manager for Technology
. computer-based training

_ Crew Leader

crew leader assistant

Decennial Applicant, Personnel, and Payroll System
Field Operations Supervisor

Group Quarters Supervisor
. LocalCensusOfﬁ0€~ :

LCOM  Local Census Office Manager
- NFC National Finance Center

NRFU B 'fNonresponseFollomnp

NTE " not-to-exceed

00s . Office Operations Supervisor
03T on-the-job training

ocs Operations Control System

PII Personally [dentifiable Information
RA A Recruiting Assistant

RCC Regional Census Center

RD Regional Director
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documents the trainer and trainee kits,

site.

| 'by collectmg, transfemng, and lranspomngy
and assignment materials to the training -
. | materials tothetrammg site.

the necessary appointment docmnmts and

Step #2

Step #3

e ———

Vent‘y that the peOple who show up for
appointment and training have been
comparing their information with the
information in the appomtment
documents.

offered a job with the Census Bureau by

| Ensure that the people who arrive at the

training site have been selected for . -
employment with the Census Bureau by

. ‘refemng to the D-275 Record of 'h'ammg.

Administer the Oath ofOfﬂoe toall
selectees/ trainees and ensure they
understand that: - '

. Takmg the Oath is a lifetime
, commmnent

or sign the Oath, or modified Oath,
should be asked to leave

representative will contact them.

. Anyone who refuses to swean'aﬁinn' |

immediately and a Census Bureau -

Use the ! trammg gmdes to admmnster the
Oath of Oﬁ'xce '

Step #4

as census employees, and as asecond
secnrlty measure, fingerprinted.”

o Those who are not f'mgerpnnted will
not be allowed to complete their
training.

¢ Those who do not pass the
fingerprint screening willbe .

- released. However, staff can begin
:workmg before the t'mgerpnntmg
results come back.

During the process, two sets of
fingerprints are captured on f’mge:pnm
cards. These cards are shipped, via
Federal Express, to the National
Processing Center or to the Census
Hiring and Employment Check Btanch
at Headquarters :

At training, the applicants will be swomn

indicate which apphcants were ‘
ﬁngerpnnted and which were not—elther
as reﬁ:sals or no-shows :

June 2009
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Deseription

| gmcludesall ¢ ma s necessary to
| conduct the training, such as scripts for
| the trainers, necessary reference

manuals, training supplies (e.g., penﬁ;
pencils, markers), and 1dentxﬁcatlon 4
‘cards for employees. ‘

Getting Your Staff Hired and Paid

Step #6

completed correctly and accurabely by
reviewing them for consistency (e.g..
spelling of name, date of birth, and
‘Social Security number), legibility, and

required signatures and dates.

Ensure all appointment documentsare |

5 Step #7

‘Ensure that documents are transferred to
‘the administrative area of the LCO -
within 24 hours, _ _

 Tswp#s

Issue all equipment, matenals and

| identification necessary for the -
employees to begm workmg the next
day.

Complete the necessary administrative

workandgetpmd

taskstoensmetheemployeesareableto 1

June 2009
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D-508.5 Getting Your Staff Hired and Paid
Steps in the Payroll Process Job Aid

Step 1 Collect payroll documents and cases completed information for employees that
submit their payroll requests on a paper D-308, Daily Pay and Work Record.

Step 2 Review payroll documents to ensure:
¢ The work was performed during the hours claimed.

» All days are accounted for in the pay period.
o The hours and expenses are allowable.

e The correct task code was used.

¢ Hours worked are totaled correctly.

Step 3 Record and/or review the hours worked on the D-308C to ensure that the
employees do not violate the overtime policy by working more than 40 hours in
the pay period without prior authorization from managers.

Step 4 Certify the D-308 by signing and dating it and then submit to the next higher
level supervisor for approval and processing.

;ﬁst or Intermittent employees should be referred to the nationwide payroll hotline

Pa;:llfeiks (1-877-233-4776) for information concerning a lost or missing paycheck.

Withhold The final paychecks may be withheld from employees who are terminated and

Final have not repaid monies owed or returned census materials or equipment by

Paychecks completing a D-289, Notice of Withheld Pay Check.

June 2009
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D—lSS Apphcant Data Sheet

andwil!beforOﬁcialUseOnly

U s. Department of Cwuuerce Bureau of the Cenaus
: SN United States 2010 Census

Note: This report DOES NOT contain information protected by the PﬁvacyActof1974
Howaver, actual D-155, ApletDataSheetswﬂleontmnPﬁvacyActprotmd hfom\ahon

DZ-1%8 mmn m SSIET
«cavePIRDOERY, m

8EM0 1m-1-112

Bemag Alpha Doo
Mddyecsy a6 qu? g:::“
Connty: Sea Joaguin :
Medling Ridress: ' '

Mark (Booe) Ochers Pbones  (991/585-1234 )
Bexs Hole

Righest Blus. wls Mot Indlested/so BS Diplorm
Date of Births =8 6, 1959 :
Civizensbitps W Cikizen

Vat!o Profarenss 10 Volne 3gbs Comp
Cooputer Sdll:

Lenguage(o] s

SO

Date prizteds 10/11/2007

Carrestion: \

Rgenoye

pmmlaztmlmslnl(

-andfor

byte
employee.

ceuasBAE BNTAcooss _
Tax M
Pederal feate tocal
te) [13) te) @
lon hli Yen { Bo Yoo f No
1ling Status: Married / Oingle Married / Bingle
Otbexe
Resident / Ren-Reoldent | - Resident /. l!ea-muul
thtolding Allownacess a—
tional Sitkholding Ant., $/t — T
Cortificate Attacheds Yoo / Bo
T caxtify that all of the ctatesento nade in thio ’
appl axe trus, . and corvect to the b {
buz of ny knowledgn and baltef, hppilcant'o Slgnature and Date Glgned
{auot ba eigned in ink} :
Cleys
Stares
County:
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- D-308.5

Getting Your Staff Hired and Paid

roru D-308
{o7-00-2008) -

DAILY PAY AND WORK RECORD
; 2010 ENSUS :

us. DEPAHTMENT OF COMMERCE
ind Goty

E1ics
U.S CENSUS BUREAU -

Parl A= EMPLOYE <|Nron, 'r T

‘Emplayao ID

Thew oy e T
_ Moy | g i ; ‘.‘.'warked‘..ﬁm Mm Tua Wwd Thu Fd st ERE%IM- 3
1. Date warked. .. P e ORO DI RN ST 1 ﬁnsbm—»-E‘
f' ot : Rﬂmmks
2. Taskcode ... Operation =
TH 0o vods vt 4 Office name ...
4. Points of travel : ; i
— ?_Egn = To From - - To -

|2 r;.;;'};?}i;y Vened Do SRR
mo,g 0008
| CSTART EINISH 50 35
Regular . ...... . : . jr -0 ‘am e : O am
| . B o Oem D
Taining. . i .. o j . il | O am g ‘O am
tigH Diforrial ! i e O pm S O pm
pm—5 am).. .. . ' . | : i o
f . ¢ 2 O o i O am
- Cvintime.ide i 2 £ LeEme ] DP’" ‘ L iy
Night Ditisrentialf {Hlcanand . O om 3 'O am
Overtima ! d, ! 3 =
Bpm-§am). ... < . i Firtiad D,F.'" D pm
! i - Oom D am
Totaki i . PN e gl | i i Clipms £z O m
3. Have you alanmed ALL hours: worked? tf not = Plﬁse fn! numb:r bl' hows &fo(-) hours were worked, and an c:uca Complulcd
explanation of why you arm not claiming them for pnyment. *
G.D_numbor
4. Heu'rl\bl,tmaljnenl!a Ottvr -~ Specily Cases submitted
gwﬁ;;mms agd
foe
tiles drivon Tolephons B i wherm mq:?rgd $ )
P e Ca i Rt e s ar i R S TG SR S8 5,
E 5
-4 - + “- 8
= H =
=

Princy Act Natl;:o - All m!orm'alion fumishod will be tredted in accordance with ©ie Pilvacy Act of 1974, No Inlocmmim wﬂ ba mlomd mpl as amhorlud by !he m

Emplayea’s Cortification - Undar penalty of fne andfor imprisonment, | cerd
mtm,ama!onm s fotm is true and cotrect o tha hasit’gfmyhnwl]eﬂge. !y

Suporvisor's Cortification - | ceriy that | have teviewed the entrdos made and
thay apgear 1 bo reasonabla'and accurdo, :

Signature Date Signature Dato
FOR OFFICE Audttad by @ndial ' Remarks.
USEONLY | ddif) : , ;

Copy distribution: ORIGINAL - Payroll COPY - Employee

USCENSUSBUREAU
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D-508.5

Getting Your Staff Hired and Paid

Review of Appolntment Forms for DAPPS New Hires Job Ald

D-1111, Appendix B
Page10of3

| ‘:Fom NumbsrandTitle

F Rewl Proeedures

BC-170D, Census
Empbymem lnquuy

Nole: BC-17aDIs
reviawed in detafl for
enwaymenteﬂgm}fyat
Wnaoftestlng

Mustmcludem I.COofﬁoenwnber

‘Must contain numerals.  If List A Is completed, no entrios

are required in Lists B and C. IfListBiseompleﬁad.men '
List C also must be completed.

~ Must be 18 years of age or okler.

If "no” review the completed 1-9 (see 19 review procedures |
clow).

For males only: must be registered with the Selective .
SefvioeSystamifdateofblrthlBaﬁer12131l1959 Or :
applicant folder must contain a copy of the written decision |
from the Regional Director adjudicating the applicants
failure to register for Selective Service.

ltem11 .

_the D-1110 for reviewing and verifying procedures.)

If 11a is marked "yes”, 11b must be complsted. If
employes Is claiming 5-point preference he/she must
provide a copy of histher DD-214, Report of Transfer or
Discharge or cther proof. Note: Discharged for anything
other than honorable or general, emp!oyeelsheﬂgnhisfor :
employment. If claiming 10-point preference or higher,: |
employee must provide a completed SF-15, Application
for 10-Point Veterans Preference. (Referto Chapter2of |

| nem30

¥ item 30 contains explanations andfor details, review

questions #1-208 and item 15 of the OF-306 and then
IMMEDIATELY notify your supervisor or office manager
for an employment determination.

-8, Employment Eligibility
Verification

- | Note: -9 Is reviewed in

elighilty at ime of testing. |

‘Section 1

 Seplember 1, 2010.

All items must be complete, including employss’s: =
signature and date. Notify supervisor immediately If the

temporary work visa hasexpiredorwill expire on or after

-] Section 2

- number, expiretion date,  any and tho date employment

Gompletedandsignedby(:ensusBumdstesthgofﬁc!ai” :
to certify the authenticity of the required proof of - -
employment eligibility and identity. Testing official must
record the document title, issuing authority, document

begins. i ListA is completed, nothing is required in Lists
BandC. lfListAisblank.t!'tenListBandeustbe
completed. Review for expiration dates.
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Review oprpolntmont Forms for DAPPS New Hires Job Aid

: | PageZof 3
“Form Number and Tidle | T Forma Review Procodires.
Mustoontahempbyeeslgnamre,date and mmalsifoorrectiomare

D-155, Appficent Data Sheet '

| ;OFs‘iOS.Declaraﬂonfor ‘
Federal Employment

[ Allitems mustba completed and include signatures ofemployee and
“Census Bureau's tralning official (or census employee delegated the

‘yes” to
| an attached shest of paper. I the employes has answered ‘yes' to -
| questions 9, 10, or 11, contact your
ik ;revlewquesﬁonszs-zund item 30 of the BC-170D, Census

authority to administer the oeth of office). If the employee answered
s 8-15 he/she must provide detalls in item 16;"or- on

supervisor immediately. ALSO,

SectionA

If blank, conact tra!nlng oﬂicial oremployee s unmedtabe
supervlsor for data required.

_SectionB " ifblank, enter code 01 (1 do not wish to dentfy my

 disabillty} in the appropriate box.

Completion by employee is mandatory.
:'5. Must contain signatiire and full nameofemployee o
- Must contain sngnature of Census Bureau representahve

DA EF, or |, Exoopted
o %ServbeEmplayment
Agreemem .........

Must contain ssgnah:ra and date of employee and Census Bureaus
: : f.:; ,trammg ofﬁceal (orcensus employeed&gatedthe authority to

. 50-280 WaiverElectromc

.. 'Mandatoxy omnp!aﬁon ifD-1199A is not submltted

o ;Salafv Pavment | e ‘Must contain signatures anddaiesofempbyeeandAssistant
R § X Mansgerfomdmlmstmhon
D415, | Reoord of -'i.‘.Musteontamemployees name, signatu;g._SSN homeanduﬁice
o iEmpbyeestrass and - addresses, home and telephone numbers.
ZEmNQeﬂcY |"f°"“aﬁ°ﬂ “|e Mustalso contain name, address, relationship (fmexamph.

- mother or sister.) home/work telephone numbers, of individual

f.”:employeewamanoﬁﬁedincaseofemetgencx
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Getting Your Staff Hired and Paid

Review of Appointment Forms for DAPPS New. lees Job Aid

D-1111, Appondix B
Page 3of3

Form Number and Title

Forms Review Procedures

D-1199A, Direct Deposit
Authorization

Section 1

Must be completed by employes:

- RemA, mustoontalnempbyeeme address and
telephone number

- item B, not required

~ item C, must contain employee’s SSN

~ itamD, mustcheckeiﬂze;dzac!dngorsavfngs

- itemE, musteomalnemp!oyeesamunt number

-~ temF, type of payment must be checked .

~ — item G, not required

Section 2

Must contain Census Bureau and employee s office
address.

Section 3

The employee must complete or contact their: financial

W-4, Employee’s Withholding
Allowance Caettificate

Must complete items 1-5, and if applicable 6. Must contain
employes signature and date.

If claiming exempt, employee must complete items 1-4 and7and
include histher signature and date.

If dlaiming 10 or more exemptions, employee | must complete tems
15, and if applicable 6, In addition to signing and dating the fom.

W-5, Earned Incomie Credit
Advance Payment Certificate

Must contain employee’s name, SSN, signature, and completion of all
quastions.

D-237, Cattification of
Voluntary Separation Incentive

Payment (VSIP} or “Buyout” * | ¢ Employee must provide a copy of the separation SF-50,

o Notification of Personnel Action, and a copy ofthe VSIP or
Note: D-237 is completed at *buyout” SF-50 from their prevlous Federal employer.
time of testing.

if flem 2 is checked, review items 19 and 30 on the BC-170D. -if
item 19 is marked "yas”, item 30 must contain details.

June 2009

S0

institition for information. Distribute coples accotdlngly_ :



DSO8S _ GettingYoantnll‘H:redandel
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. D508S N Geubg_our&affﬂhadandl’aid

Table of Contents

s Doeumems in the Appointment Folder to be returned to the :
Asslstant Manager for Administraﬁon in the LCO

BC-61, Appointment Affidavits.. . _ Al

OF-306, Declaration for Federal Employment.................... A2
D-1199, Direct Deposit Authorization - R W
 D-186 E, F, or 1,2010 Censns Einpinyment Agreement......... 7 weres .. A5
D-168, New Employee Data................ coseveses : : A-6
CD-415, Record of Employee’s Address and Emergency Information A-8

D-990, Overtime Policy Agreement for Field Operations Snpervlsors and Crew Leaders..A-9
D-991, Overtime Policy Agreement for Recruitmg Asslstant and Enumerators ................ A-lov

D-992, Overtune Policy Agreement for Office Operations Supervlsors and Clerks ...........A-ll

| ,1-9, EmploymentEllglbllity Venﬁcation* R A-12

Al3
A-14

purposes on_ly and shouldv remaln yvith the appointee'

¢ D-187, Summary ofEt‘lisu"numes

¢ D-198, What You Must Do to Get Your Paycheck On Time Administrative
Respoasibilities For All Employees :

* D-287, Post Employment Restrictions Under 18 U.S.C. 207
*This form is provided in the Appointment Folders of those appointees that are rehires.

**This form ‘not provided in the Appointment Folder but will be available in the Trainer
Kit sent to each training session.
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D-508.5 Getting Your Staff Hired and Paid

APPOINTMENT AFFIDAVITS

ENUMERATER rofor/oe
(Poklan fo which appa'atad) @2 of sap ciatmenl)
Commercs Census Jroexron, (A4
Deparment or agency) {Buresul TFste of amplaymiAl I
z M‘MY JA __m___,uuwlenmwmn;[ore-mrmlmm-
A.OATH OF DFFICE

| will suppart and defend the Constitutlon of the Unitad States against.sll apemies, forelpn and
domestic; that! will bear wrue feith and allegianca to the same; that | taka 1l sblipation fresly, withcut
any mental resarvatlon ar purpasa of gvasion; and that 1 will well and haithfully discharge the dutiea
of the cffice on which | am abaut ta enter, So help me God,

B. AFRDAVIT AS TO STRIKING AGAINST THE FEDERAL GOVERNMENT

1 am nat panicipating in sny strike agalnst the Government of ths United Statea or any agoncy
thereof, and | will not so participate while aa employea of the Government of the Unitad States or any
agency thereaf. :
C. AFFIDAVIT ASTO PURCHASE AND SALE OF OFFICE

1 have nar, nor hes anyene scting In my behald, givan, {ransferred, promised ot paid any
consideration for or in expeciation ar hapa of recalving assistancs In secuiing this appointmant.

D. AFFIDAVIT OF NONDISCLOSURE

1 will not disclose any information contained in tha schedulss, lsts, or statements obtsined for or
prepared by the Bureau of the Cansus, 1o 2ny person or parsons sither durini ar afiar employmant.
{Undar titl 13, U.S.C. seetion 214, the penaitulatainlad losura is a fine of not maro than
$250,000 or Imprisonment for nat more than 5 ya !

Signature & Title e
@ of Session Trainer ) %AM

O Bt somsa s s tarimn i ity

ROTE~ T esed by » ptson ipocilid by § LLS.C. 2603, Tha wovdls *So halp me God® i the oatd
#0d thy Word “sivedr* whergver & sppedea abave shoufd be slrican out when I appoin(se slects 18 aI00 ralbar mun
Smase o e alfidavies; only these wonds oy by eirizian sad caly whan the sppolnisa elecis ta afirm the allidivin,

June 2009
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D-508.5 Getting Your Staff Hired and Paid

D—ISﬁ E, F or I 2010 Census EmpIO}ment
: - Agreement. - '

Vil. EQUAL EMPLOYMENT OPPORTUNITY (EEQ)

U.S. Department of Commerce, LS. Census Bureay, polley prohibils discrimination agalnst
any emplayee or applicant for employment based on race, color, roligion, sex {Including
—-soxual harassment); nationatl origin, age- (40 years-and aider),mentakor-—- o
physicai disability, or sexual orlantation. Retaliatlon based upon participallon in tho
al employment oppertunlty (EEO) process Iz elgo probiblied. These policies are and will B
conunua 1o be strietly enforcad.

Employees oz applicants foc employment wilh tha U.S. Gansus Buroau who believe thal they .
havo been diseriminated or ratafiated 2gainst. may contact en EEO Counseior. To presens your
sdghts undar tha taw, you must contact the EEQ Clflce within 45 CALENDAR DAYS of tho
allegod diserlmination. For more Informalion, conlact

U.S. Cansus Bureau
EEO Oflico

4500 Silvar Hit Bd

Washington, DC 20233
201-763-2853, than selecl 2 for EED Program Assislance
1—-300-8?2—5096 then safact 2 for EEO Program Assislznea

TTD cad 301-457-2540

Fax 301~457-1160

VilI. CERTIFICATION

A 1 have tead, fully understand, and agrea fo the conditions for empicyment statad in thia
agreement end | accept this position.

Session trainer m
comple}es this ,ﬁ, / 2 Jes / 5«"5// AP0 -

information when = b, inen
auditing this form oy

\/ TESTS FESIIES
Prinled orTyped Namao {enlor full nsma)
A Fes ot eHt 0 fova g

Sigraturh, Census Buraau feprese . Dam

* End plmc\.x
m:}:t\dmm

TEATS  JESDEE | RS AETAER /‘M

Pr:n‘pi of Typed Reprasantaltiva’s Nama and Tile \ Telephene
I

THIS DOCUMENT WILL BECOME A PERMANENT RECORD IN YOUR
QFFICIAL PERSONNEL FOLDER.

Note to Administrative Staff:
DO NOT HIRE IF
EMPLOYEE SIGNATURE IS
ABSENT

Note to Administrative Staffs
If Session Trainer signature is
absent, complete the hire action
and return form to AMFO for
completion

Pagad
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D-508.5 Getting Your Staff Hired and Paid

OVERTIME POLICY AGREEMENT FOR RECRUITING
ASSISTANTS AND ENUMERATORS
2010 Census

7 Fonu D901 : : U.S. DEPARTMENT OF COMMERCE™
® UE TS E R AD

o

NOTICE.

N

Please read this statement carofully and dliscuss any guostions you may have with n
member of the managomeont stalf or dotignoo of tho Consus Buroau bafora signing it
and accopting a position as an omployee of the Censuz Buroaw,

YE T

POLICY

As stated in yout Census Employeo Handbook {D-590}, Choptor 3, Topic 3, Your Job Activitios
and Authorized Hours:

All requesta for ovorime hotrs must bo approved in advanca by the apptopriaia
assistant manager or dezignee before you begin vworking Lhe additional hours.

Cvenime Is defined as hours of work that are ordored ond approvad in odvance by the appropriate
assislam manager of designed thal exceeds 8 hours In a day of 40 hours In a week (Sunday through
Saturday). You are no! allovsed to work mora Ihan 40 hours weekly, This work §me clydes preparing
assignmants, compleling assignmonts In the tleld ot office, and lraveling 4o and {romn your assignment
area. It fs grouncts for terminalion il you excead this limit withoul advance approval.

You may, i you chease, work mera than 8 hotirs in a day 5o leng ta you do not work more than 40
hours in a week. However, if your cupervisor hat not ordersd you o work more than 8 hours In a day
Tui the additional time has not baen apprevaed in vaiting, you will be paid ot your regular ralo of poy lor
{hosa heurs. b

You aie nol allowad to manipulale or necummulale liours. For example, veorking 42 hours in one wack
but reporting the oxcess houm dwfng n sublequent woek In which you do not work 40 hours,

N

STATEMENT OF UNDERSTANDING

AN

| understand that overtime hours must be approvad by the appicprinte ossistanl manager of

ciasignes befora | ean woik mere than 40 hows In n week (Sunday through Satuiday). | understand

thar the accemulation of hottrs (Wworhing 42 hours In ena woeek but mporling the excess hours duing

= subsequent weaek) will not be wlemted and is grounds lor terninabon fram smaloyment. | agroo to
- record my exact hours and rAdmbursable oxpenaes on my payrell letm Jor each day that |yviotk and
\ submit thal form to my superdsar.

i CERTIFICATION

| have read, fully understand, and agren to the proceduses regurding approval lor svertims as sinted abova.
I undarstand that fallure to foflow the pelloy and proceduras o grounds for termination from employment.

Siynatura of employes : Date
— H

Full nama of employoo — Plaaso print,

s Bureau Represa

Session Trainer
provides signature

USCENSUSBUREAU and date

June 2009



D-508.5

Getting Your Staff Hired and Paid

[@w D.a52
OVERTIME POLICY AGREEMENT FOR OFFICE
OPERATIONS SUPERVISORS AND CLERKS
2010 Census
5 NOTICE

Ploaso road this statemant carotully and discuss any quostions you may havo with a
maombor of tho managomant stalf or designea of the Consus Buroau bofore signing It
\: and accopting a position as an employes of tho Consus Burean,

(" POLICY

As stated in your Consus Employoo Handbook (D-552 ¢f D-593), Chapler 3, Topic 2.

The apgpropriate assislint manager or designee must approve all regueats for
overfime in advance. belore you bogin working the addibonal hours.

Overmime 15 dalined as s of work that are ordered nnd approved in advance by the appeopriale
ﬁsgnl)mnnnger or dasignee hat exceeds 8 liours in a day or 40 hawrs in A weok (Sunday through
aturday). : :

A an offlcs employeo, you will be esslgned a waork schaduto by your supervisar. Yol are expested 1o
weik those haurs. This schedule wilt bo no mora than 8 hours in 6 day. Yeu are net allowed (o work
maro than B houss 1 a day, If oveitima is necessary, the nppropiate assislant manager will apprave the
avertimo hours befora you begin working. Il you work overtime wilhout aupenisory. approval, you will bo
subject 10 tormination,

For supenvsors: Yeu are requirad to carlify imesheats, This means vertying the houry wero accuratoly
racardod. I11s nlso your raepongibiily to keap liask of the weakly hours for your stall, making sure toy

NG donl wark more than 8 hours a day or 40 hours n wook.

& STATEMENT OF UNDERSTANDING

=/
—,

| undarsiand tal oventima hours must he spproved by the appropriata assisiant MENNGE! 0F
designes belara | can werk mora than 8 howrs i a day or 40 houms in n weak {Sunday thicugh
Satuday). | uaderstand that the accumulation of hours (working 42 houra In one weok but roparting
the axcesy nours duiing a subsequent weekl will not be loloratad and ks grounds tor tarmination lrom
employmont. | agrao lo racord my oxact heurs and reimbursabia exponscs on my payrof form for

anch day that | werk and submit that torm ta my siposvicor,

S/

.
2 CERTIFICATION : T

| have road, lully understand, and agroe to the procedures rogardlng approval for aventine as stated ahovo.
| undarstand that faiture o lotiow the pelicy and precaduras is qrounds lor lermination from wmploymant,

Signaitre al amployeo : Date

e

T e }
Full nams of employes - Flrase print,

Session Trainer

Signalure of Census Bureall A

Stve  provides signature o
and date ”

USCENSUSBUREAU

ik B S

June 2009

63



D-508.5 Getting Your Staff Hired and Paid

19, Employment Eligibility
o Verification -5

OB 250, 1615-0047; Expires 053003
Deparmuenr of Hemeland Securtry Form I-9. Employmen!
U5, Citizeathip 2nd Inmigaanen Services Eljglbﬂ}tz‘ Verification

Pleasr read instractions cavefully before cotmpleting this farm, The Instructons ot be ovallable desing completion of this forin.

NTI-DISCRIMINATION NOTICE: It i illegal to diseriminate against work eligible individuals, Emplovers CANNOT
A‘T}r svhich do-tumwlg) they will =:tq:t &ut::a;!:u employee. TLeﬂ?&aw:lﬁ:vﬁ{:tdhﬁ\l‘ml Breause tirn‘:{:mmonk bare a
ture oxpiraticn date may also constituie flegal diterimination.

Section 1, Employve lnlotination and Venbeation, o br completed and stgncd by employee at the nusse tmpleyment beguns. L’
Frt AEdZe Juifial Asiden Noma
; Addcis (S1ons Namnd ond Noimber) Apt A Dite of Buth gmdnri/aap i)
completed .0 -
Cuy St op (e Socal Cacoty = M

\ T aitrss, e penalty of pejory, 2of | tn: (chack ooe of e fsllsamg):
* A ¢itizen or masizaal of the Unbed Stases
Alawful pemument lesdden: (Alea H) A

X am aware that federal law pravides for
imprisomsent and/or fnes far false statemonts ar
ote of false documents in connection with the

Teti £ ihis [ An zEw nutbciced fo wyerds Lzl
completion of this loim. (At # er Adecisiens ) |-
Empioyers Sigotus Dots (rontiiliiva) .‘/_

“I;mp:\rw amlfor Translator Certification. /v be conplead mod simeed {(Seciten J 1t vel by & pezon ocher vt 2 ewpinyer ) crid, wader
penalzs of prijuns tiat ] bave aasizind tn the vamplvion of B4 fom and that lo e beet oy dnowleoe the fnfereasion sz dme ond cooract,

PreprersTramaluers Jipeahxe Print Naze

iy (53 aur Momie el Nambar, OWy, Sfe, Zip Cods) Date (riowiih drgyeora

Section 2. Employer Review and Verification, To bs compleied aad signed by mi{goyu. Examine one Uocuiaehr o List A OR
examine one docutment from List B and one fom List C, o3 listed on the reversc of this form, and.record the tisle, sosnber and
expuation date, if any, of the dotnment(s),

TRl

p mtigis )3 1
Doconstnl tila;
Frrsing mtberiey
Dhoaoznent 21

Expiratica Dore ffepy
Doccarat

‘Expuatit Date (a3

v - il hir Jury, L ® rrADIa il 0 FRE, G y Loe Al =N 1g| o,
thv caglfsred gotutndnt(y) Appear to be geoniné aud 1o relate to he bdployes named. that lﬁo timployex brgan emiployisient &n
(montiaysear, and that to tbe Beit ol 10y knonledges the employes i egible to worlt in the Undeed States, (Srate
Lk e Y i t

El;u.uu.uer" T crAn;a‘.udb My Prunt Narae : Tote

Eniners or Cxgonsiaos Naror asd Address (3moor Mo ond Nunibar, €1y, Se=m, Sp Codly Dae finaerSdasyens)

Saetian 3, Undanng atd Reverificatiah,
A Nev N i g piientle)

B. Dats o1 Redure tmonehiiapyonis; (1 eppitoale)

Sﬂsslon Trﬂlﬂm’ rie urel Por eabliibe cunent wopldyment digdliy,
ExxpisaBiont Dres (& sorv):

certifics employment
de  aligihilitv dnenments ® tise Uatlned S1aaes, aril M Fat epiployte presenird

Vgt an s smam i

L o [{w.‘cru's;nﬁ:mmdmmtnt‘ £
Decueernt Titde:

T arrest, utder penalty of perjury, duatta

docummeni(s), the dotattant(s) | hate examlng

Dite fvanmdsy o)

Ferzs 15 (R (040N

June 2009 64



D-508.5

Gctting Your Staff Hired and Paid

“Review ol infor

the PERSONAL TATA- =

‘ompletz af

tenys Ko Federal

pIkY
Sy

10

155 AVFLICAXT DATA STRLT

=v = A=PERSCHAL DATA==n=~

84
Hama:

Rddzanuy

cdunty:

Halllng Addzyvas
Workl)ioce) <Others Phone:
Sex:

Highest Sduec, Lvl:
Data of ‘Sirth:
clelzentkips

Ver'a Prataxence:
Coopater Sxiil:
Langoage fab:
Transpozctation:

Pricr Faoqral ferylea;
Federal/Milikary Ratd,

3131-11-1121
Teat2 Tontdaf

Tant Loreat
Sroghton. CA 95203

San Seaguin

f111/11t-1011 )
Famale
Bachelor Degree
Ien 2, 1538
Us vltizan

Ra Prafarince

fie

no

= :D-155, Applicant Data Shhet -
Al Shaded dreas MUST Be Conjpleted by-Employee

Data Prinked: 05/10/2697

rckicns
" Enles comect:
- infonmation in
. e sppropriate:
(]} S
Agoncye

Plan: CORR / CSRE Qfraet [ FERS J Mid,

Tax Autharicys

411R4 Ssasus:

HERBolding Allswanses;

Fufl'.zlon:l Rizhnolaing A=c., 5/%

i
faddazal | Btata Leeal
ib} | (et {d)
Exerption frem Kithholding: Yoo f na Yoa / To

Marziea / Eingle | Earried / Single
Jiil ity

Thel:,

Resident / Yon-Realgant

i
l Rasldent / Ysg-Residant
1
i

s =aatad: I3 e

IC Carzificate AtTacked: Yoo f Ro Applicast. ;
* sjenature and

I caxcify that all of tha gratemants =3da iR this * date, e

applicacicn ara crus, ccepista, and corzect o the

bast al =y knowledgo and ballef.

(et 3o signed {n lnk)

v -
Agalicant'a Gignatura ord.Dato Cigned

gvzggz'gg-ﬁ'{; EEORIETS

BlEs)

Duty Otation Cocdec

£oare;

lasigdunce Tax Pata
City:  Stazkton

. CA
County, 677 Jan Joajuin

Work Location Tax Data
Citys

Statar

Councy:
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WAIVER OF ELECTRONIC
FUNDS TRANSFER
2010 Census

On Aprli 26, 1996, the Prasident signed inte lav/ leglslation mandating the use of Elactronic
Funds Transisr (EFT) for Federal payments. Specilically, the Debl Caollection Improvement Act
of 1996 raquires thal; baginning July 28. 1955, all naw ampioyess recelve their Federal wages
and salarles via EFT. Eflecitve January 2, 1699, the law further requires that oil Federal
paymants be made by EFT, Including Federal wages and salaries pald 1o current employess.

To addrass the concem of raclpients of Federal payments (hat do not have a bank accaunt, the
U.S. Department of the Treasury designad the Electronic Transter Account (ETA) fof indlviduals
to racalve their Federal payments electronlcally. ETA is a low-cost account for reciplents of
Federal paymants. Generally, anyone who receives civil service wage salary (or ropresents
someone who recelves It} Is eligible to recaive his or her payments electrenically through an
ETA. This federally insured account lets you enjoy 1he safety, security, and conveniance of
electrenlc paymanis - aven I you do not have a checking or savings account sight now. Once
you open your ETA, Instead of getting & check in the mail, your payment will be deposifed Into
your ETA threugh Direcl Deposil — on lima, evary time. There Is no check to worry about. You
can lake monay cut of your ETA the same day it-goes into your account. ETA is located
naticnwide. You can locale an ETA previder in your area by visiting www.eta-find.qov.

A waiver of Ihe EFT requirement is granted in rare clrcumstances. Plaase mark (X) ona or mare
of the boxes belov in which the circumstance js applicable (o you:

CERTIFICATION

[wwould ke to request a waiver of the EFT roqulmmm becauss —

{ # would Imposa a hardship due to a physical or mental dianblhty
1 71 would Impose a financial hardship.

1 ol a geographic barrier,

I of o language barrler,

attest that Ihe ciicumstance(s} marked abova is true and |
rmeby request a waivaer of the EFT requs:etnenl of tho Debt Colizclion Impravement Act,

Signatwe

AMA approves by
signing and dating Al 5
us. nsnanmaur OF COMMERCE
?&MM-M

USCENSUSBUREAU
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SMugYourStaﬂ'

Selecting YQ‘“’ Staff Module Overview

paper \ versuon of the Se]ectmg Your Staﬂ‘ computer-based training g
(CBT).

* This trammgprovndw you with an overall understandmg of key
concepts related to the staff selection process and contams five
modules:

Introductioh to the Selection m

Sclectwn Preparanon Phase
2 Selectmg Staff |

Completing the D-150, Job Requisition

Post-Selection Phase

Tune 2009
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Introductlon to the Selection Process Module

Topics

*Forthe 2010 Decennial Cens

sus, yourLocal Census Office (LCOY area
includes hundreds of thousands of households. Counting the people
living in these households will be an enormous undertaking for which

- ;htmdr,eds.of;wmporary empbyiea.mmzber@cmiﬁdsselected,hired,
e T RS s

The process used to fill nnnmanagement posmons for the LCO is
called the selection process and all LCO managers play a role.

This module mirodum you m the select:on procms and your role in
it. The other modules focus on the steps of the process. After -

ccompleting this computer-based training (CBT), you will understand -
_ how critical it is for all LCOmanagmtoworktogethermthe

selection process to ensure that every LCO’s workforce is mbust
enough to meet census goals

This module covers the followmg topics:
. What isselection?
o The selection process: The big picture.

o Stages in the road to em]ﬁldyment |

~* Roles of the LCO Manager (LCOM) and assnstant managers inthe

selection process.
Leammg about these topics w1|l help you gam an underscandmg of the

understand the mporcanee of planmng for and effecnvely

unplementmg the selection process

June 2009



WhatIs
Selection?

‘The Selection

Process: The Big

Picture

Selection:

"o Is the process used to fill nonmanagement positions for the LCO.

The selection process covered in this document applies only to
intermittent staff hired within the Decennial Applicant, Personnel,
-and Payroll System (DAPPS). It does not apply to the process the

. Regional Census Center (RCC) used to hire you, your fellow LCO

management team members, or your administrative assistant.

e Requires coordination and planning among managers in the LCO.

o Involves contacting, interviewing, and oﬁ'enng posmons to
eligible applicants.

»  Is an ongoing process that begins before your office opens and
~ continues through the start of the last operation. Before the LCO -
~ opens it is likely that hired Recruiting Assistants (RAs) have
already been workmg in the LCO area because the Assnstant
the office opens. RAs will begm to work under the AMR once he ;
or she is trained,

The LCO management staff are responsible for filling a tremendous
. number of temporary positions to keep the LCO and field activities
_running srnoothly Selection is a process that relies heavily on the use -
-of the D-150, Job Reqmsntlon form. You'll leamn more about this form
and how to complete it as you progr&ss through the modules.

* Within the selection procqss, a person passes through three stages

between the time he or she is initially recruited by the Census Bureau
until he or she is actually hired and on the payrol! as. a census

_,employee

L Selectxon preparatlon act:vmw include: recnutmg, offermg
. employment testing; processing applicant data and test scores in
DAPPS; geocoding applicants to state, county, and tract;
- determining employment ehg:bnhty, and plannmg for selection.

®  Selection activities mclude processng-l 50s, Job Requisitions
(also known as selection requests); conducting telephone
interviews; making job offers; updatmg DAPPS; and assigning
selectees/trainees to training sessions. The D-150 is the foundation
of the selection process because it is the form used by managers to
request the selection of staff for office and field positions.

June 2009
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¢ Post-selection actmtm mclude mstmctmg selectees/uamm on j”

.....

‘;inDAPPS

Aperson passesﬂmughﬂareemgesbetweenme nmeheorshe is

*hired and on the payroll as a oensus employee

Three Stagesof ~  The following table explains the three stages.
Employment

Table 1, Three Phases of Selectlon

l’hase :g‘ Stage'fifz-"'ii : Explanatlon , 

Selectlon g ' B
Ptemtwn Apphcant SRy ok
© 7 | foundin the D-517 5 series ofrecnntmg nmdulesprovxddtoﬂze

' AMR and his or her staff. -

o Thls1sapersonwhohasbeenoﬂ‘ereda30waﬁxthe€ensus .
' 'Bureau.ﬁnspersonmustbgpresent'atthet‘mmmgs;teforthe

o Sel I , compleﬁeﬁte nmuy appointment docurnents in order to
become an employee. More information about the roles,
responsxbnlm&e, and procedures for selection is contained in the
- | Assistant Manager for Administration Job-Specific Operational
* | Lifecycle Training;' D-501,L.CO Administrative Manual; and D-
| 581, DAPPS OperatmgManual i

o Trainee

| A selectee/trainee becomes an employee of the Census Bureau
| after he or she takes the Oath of Office. Inordertobepald all
Post oo e ‘the required appointment documents must be processed
lecti | Employee | completely and correctly in DAPPS. Information about the
selection |~ | payroll process can be found in the D-501, LCO Administrative
- | Manual, and the second module of the Getnng Your StaffHued

| and Paid CBT.




Respousibilities .'

* in the Selection

The LCOM and assistant managers all play roles in the activities that k
take place before, during, and after selection.

In addition to managing all LCO activities and operations, the

LCOM's primary :'espons;blltty is to oversee the coordination of
handoffs among the assistant managers during the selection

- preparation, selection, and post-selectlon phases.

e The LCOM manages all LCO activities and Operatlons, ensm'mg

procedum and quality standards.

e During times of peak employee selectxon, the LCOM oversees the
coordination of handoffs (i.e., activities which require the passing
of information among the assistant managers). o

Most tasks related to preparing for selection fall under the functional
areas of both the Assistant Manager for Recruiting (AMR) and
Assistant Manager for Administration (AMA).

o The AMR oversees the recruiting and testing of job apphcants in
~ the LCO area. He or she is responslble for maintaining a pool of
applicants from which the AMA’s staff can fill positions in a
timely manner. When he or she needs staff for recruiting activities,
the AMR also submits D-150s, Job Requisitions and training site
information to the AMA. \

g '?f*personnei actions, payroll, supply manigérnenu and shipping and

‘receiving. The AMA receives D-150s, Job Requisitions, from all
~ other managers and completes a D-150 when be or she needs
. ,joﬁ’oe staff for admnmstratwe aetwmw TheAMA oversees the

 job offers. He or she is also responsible for providing a D-275,
Record of Trammg, to the manager who submitted the D-150

Most selectlon tasks fall under the AMA’s fmctronal area only, wath

Operations and Quality Assurance (AMFO and AMQA) and the
Assistant Manager for Technology (AMT).

¢ The AMFO manages and monitors all field producnon data

collection operations. The AMQA manages and monitors all field a0

quality control operations. Both managers are responsible for
requestmg selection for their field staff and office workers.

June 2009
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¢ The AMFO and AMQA must complete D-150s, Job Requisitions,
and submit them to the AMA. They must also submit training site
information on their D-150s so that the AMA’s staff can inform
the selected individuals where and when to report for training.

e When the AMT needs staff for technical support activities, the
AMT submits D-150, Job Requisitions, to the AMA.

Managément The LCOM is responsible for overseeing the many handoffs that
Responsibilities: occur among the LCO assistant managers. For example:
Handoffs

e The AMR recruits applicants and then provides the data to the
AMA for processing into DAPPS so that selection activities can
aceur.

e When they need staff, all LCO managers, especially the AMFO
and AMQA, must identify their selection needs and submit

completed D-150s along with training site information, to the
AMA.

e The AMA is responsible for compiling the necessary paperwork
for the training sessions and providing it to the appropriate
assistant manager once individuals have been selected.

Figure 1, Model Showing the Handoffs among the LCOM, AMR, AMA, AMT, and AMFO
and AMQA

June 2009 6



 DS0s2 _ Selecting Your Staff

* Testimontal Sari Anderson, Census 2000 Area Manager:

It's a lot of handoffs between people, one manager has to know what '
the other one is doing. Area ‘managers have to know the advice that
_their technical counterparts in the Regional Census Center are giving
‘to their LCOs so they don't counteract that basically. The same thing
, hastohappenmtheLCOs,theassnstantmanagersandﬂxe Local
Census Office Manager have to work as a team in order to create the
handoﬁ‘s between those areas so that everyone knows what's gomg on.

~ Check Your | Read the question and select the appropriate response. The answer is
Understanding 1 shown on the next page.

Which assistant manager is responsible for the following activities?

 Receiving D-150s, Job Requisitions, from other managers
¢ Providing D-275s, Records of Training, which list selected
individuals who will attend each training session, to the managers
- submitting D-150s _ :
e Managing and monitoring ofﬁce administrative functions (e 8
- data entry for applicants, s selectxon and personnel actions, payroll,
and shipping and receiving) _
Overseeing the staff that interview applicants over the phoneand
make job offers :

AMR
AMFO/AMQA
AMT

Powy

June 2009 7
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Answer - Check Which assistant manager is responsible for the following activities?

Your :
Understanding 1 oReeelvmg D-lSOs Job Reqursltiops, from other managers

" individuals who will attendeach traimng sessmn, to the managers

- submitting D-150s =

. Managmgandmomonng oﬁiee adrmmstmuve ﬁmctlons (e g,
“and shrppmg and recenvmg) :

o Overseeing the staff thatmtemew applxemts overthe phone and -
'"makejoboffers .

ThecorrectanswerisA,theAMA. '-‘

Key Points . Seleetlon is the  process used to ﬁll nonmanagement posmons for

. Wlﬂunselectlon,thereateﬂireephases !
o seleetron preparatlon, selectron and post-selectxon Most selecnon
: 'andAMA,whllemostselecnontasksfallurldertheAMAs
. ﬁmctwnalarea. o

. The AMR and hls or her staﬁ' oversee the recnutmg and testmg of
applicants for all census operations Lo

« The AMA and his or her staff pmcess appllcatlons, make the
initial job offer, and provnde the manager who made the selection

seleetees/tmmees to wmpleme in order to become employees

e In adMOn to managing all LCO aetlvmes and operanons. the
LCOM’s primary responsibility is to oversee the coordination of
handoffs among the assistant managers dunng the selecnon :
phases. SRR -

* Tune 2009 5 ' —
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Welcome

The Selection Preparation Phase Module

Now that you understand the three phases of the selection process and
the responsibilities of the managers, you’ll learn about the activities and
steps that take place during these phases.

This module provides more information about the activities and steps
that take place when preparing for selection and focuses primarily with
recruiting tasks. This module also provides tips for how the AMA and
AMR can avoid bottlenecks during recruiting activities.

The other modules provide detailed information about the five-step
selection process and post-selection activities.

Flgure 2, Model of the Three Phases with the Selection Preparation Phase Highlighted

Selection
Preparation

b Y PR T

: : ] Post-se!ectmn L
j.SeIe_ct;ur; =) (hire) !

Selection
Preparation
Recruiting
Tasks

The AMR and AMA have critical roles in the recruiting tasks. If the
tasks are not completed in a timely manner or bottlenecks are allowed
to oceur, the ability of the LCO to select and hire enough staff to
complete operations on time is in jeopardy. This in turn jeopardizes the
entire operational schedule. As you've heard before, not finishing on
time is not an option.

Selection preparation recruiting activities must continuously fill the
eligible applicant pool for office and field positions, even as earlier
applicants become selectees/trainees.

Selection preparation recruiting activities include the following:

« The AMR and his or her staff recruits thousands of potential
employees and gives employment tests.

» The AMR provides application materials, test results, and other
documentation to the AMA for entry into the Decennial Applicant,
Personnel, and Payroll System (DAPPS).

e The AMA and his or her staff process the information in DAPPS to
determine the applicants' employment eligibility. The AMA’s staff
return incomplete applications to the AMR for completion.

o Identify applicants within the “GOUFaphlc boundaries of that LCO
area, using geocodes.

June 2009
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lt is cntlcal ﬁm ﬂzese handoﬁ's oceur smoothly and eﬁicienﬂy
DAPPS Cletks enter applicants’ application data and employment test scores
i -+ into DAPPS. The system determines the applicants’ eligibility for -
o employment based ona number of requuements and eonsxderauons,
including: -

Veterans’ .
Citi l'pl“, i‘fe:m‘

Age

’Nepottsm e
The Dual Compensatnon Act
RetlredFederalannultmm

System

(7]
FB
'é"
ﬁ
§
B
§
§
%
§

Geocodes

‘ Therefore, itis lmporbant to aecurately estabhsh the spectﬁc locauon -
' *ofeaehapphenntshomeaddress,andmdetennmewheﬂwrthat '
applicant’s residence is within the LCO boundary. This is done by
determining the geocode for ani address, ther checkmg that geocode
agamsta hst ofgeoeodes for that grea.

Geocodmg refers to the process of assigning geographnc codee For
example a geocoded address can consist of

g A two-dxglt state eode’ for 'example Cahforma is 06 andNorth
Carolma is 37.

) Atluee-dlgucomuyeode for example, San Jowum county is

e A four-, ﬁve-, or snx-dnglt Census Tract eode for example 0297 or
0309.03.

7.-q".ltfcmr- orﬁve-dlgxtbloeknumberwde forexample,llGOS

| }'The type of geoeode assxgxed to an eddress d1ffers dependmg onthe
‘typeof address.

T — — — W
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Employment
Eligibility

Avoiding
Bottlenecks in
Recruiting
Tasks

Testimonial

e In areas with city-style addresses (addresses with house numbers
and street names) geocodes will have a state, county, tract, and
block code.

e In areas without city-style addresses, such as some rural delivery
areas, geocodes only include state, county, and tract (block is not
used.)

(b)(2)

There is the potential for bottlenecks to occur in the handoffs between
the AMA and AMR during the recruiting activities. They must be
resolved quickly so the processes can continue to flow.

To avoid bottlenecks and quickly resolve those that occur:

o The AMR must be proactive about getting completed applicant
materials from Recruiting Assistants (RAs) to the LCO for
processing.

+ The AMA must also be vigilant about processing those materials
once they are received. This may include scheduling extra shifts
for clerks to key applicant materials and moving resources during
peak times (e.g., assigning more clerks to a task).

Recruiting activities are considered complete when applicants’ data
are entered and saved in DAPPS. No subsequent selection or hiring
steps can occur until this happens, which is why clearing boftlenecks
is so important.

The AMR and AMA will receive further training on these tasks.

Viola Lewis-Willis, Census 2000 Regional Census Center
Administrative Specialist:

(b)(2)
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to gett the proper paperwork completed in the nght umeframe in order
* to select the staff on time. If you don't prepare and work with the other

managers then you'll get behind in the selection process and you won't
be able to meet the deadlines that are established for you to select

' 1enough staff. It is very 1mportant that you are proactive. It's 1mportani .

. Recrmtmg actmtles are consldered com‘plete when applmnts’

 data are entered in DAPPS. No subsequent selection or hn'ing

 steps can ocour until this happens, whlch iswhy c}eanng
g boulenecks issoimportant.

June 2009
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Welcome

Selecting Staff Module

This module focuses on helping you understand the activities and
steps of the selection process, which can begin once applicant
information has been entered into DAPPS. Gaining an understanding
of the handoffs that occur among the LCO managers is very important
because each manager depends on information or input from the
others.

Fi 1gure 3, Model of the Three Phases with the Selection Phase Highlighted

e

Selectlnn |

_ Preparation

Selection

Selection Steps
Overview

This module covers the:

« Handoffs that occur among managers
« Tools for selection
« Five steps of the selection process, which are:

— Step 1: Submit a D-150, Job Requisition

— Step 2: Generate a D-425, Selection Record

— Step 3: Conduct telephone interviews

— Step 4: Assign selected applicants to training

— Step 5: Update DAPPS applicant data and status codes

The selection process is time-critical, paperwork-intensive, and on
occasion, titne-consuming. It requires close coordination and constant
communication among the LCO management team, all of whom play
a role in ensuring that the workforce meets all goals and deadlines.

The 2010 Census operational timeline is highly inflexible.
Maintaining an adequate staff to meet the demands of the schedule
and produce accurate results is an enormous challenge for the LCO
management team.

Selection is an ongoing, systematic process that takes time and close
coordination among all LCO managers.

Like the selection preparation phase, communication and coordination
among managers are important to ensuring your LCO has the full,
trained staff it needs to carry out the operations and activities. During
the five steps of the selection phase, the assistant manager submit
completed D-150s, to the AMA for processing.

June 2009
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The AMA and his or her staff attempt to fulfill these requests and
contmue to commumcate with the other managers regardmgrecmxhng

needs.
Tools for  How do you know the number of applxcants to select? The LCO
Selection management staff must work as a team when identifying selection
Activities—How ~  needs. Because starting a field operation that is understaffed makes it
DoYouKnow =~ almost mposs‘ble to ﬁmsh, the pressure is on to meet selectnon goals
the Numberof :

- Applicants to o Managers receive a staffing authonzatnon ﬁ'om their Area
Select? - Manager, which provides information about the number of
R : employw‘theyareexpectedtoselectforeach field Operatlon and

for related office activities. The staffing authorization is the main

docmnentthatLCOmanagersusetoplanforselj i b
numbers on the staffing authorization cannot be met unless the
Recnntmg staﬁ' have ﬁlled the plpelme wnth quahﬁed apphcants

e In conjunction wnh the staffing authonzatlon, manage:s use
- operational timelines and schedules to determine the timing of
selectlon, trammg, and the activities or operanons themselves

- for each position the LCO is authonzed to hire, the LCO also
- receives selection goals for major operations such as Update
. Leave (UL) and Nonmponse Followup (NRFU) from the RCC
_ These selection goals give the LCO managers targets for the
N number of enmnerators that need to be selected by certain dates.
~met since the selection process takes nme given the high numbers
of people bemg hlted for the large operahons

_ ,uut:ally achieve your numbers. Turnover and low production may
:reqmre you to contmue selectlon effom

on the D-150.

June 2009 14



- Selection Step 1: The LCO management staff use the D-150 to request s selection of new
Submit a D-150, staff for positions reporting to them. Managers must completea
Job Requisition separate D-150 for each type of posmon and submlt completed D-.

: : 150s to the AMA for processing. ‘

e The D-150 allows managers to select clerks, enumerators/listers,
Crew Leaders, Crew Leader Ass:stams (CLAS), Field Operanons
Supervisors (FOSs), Office Operations Supervisors (00Ss), and
Recruiting Assistants (RAs). Group Quarters Supervisors (GQSs)
are also selected using this form' by‘"ch‘e'cking the box for FOS.

. Cmrently, managers can use the D-150 to request the selectionof
up to 100 individuals (50 new and 50 expenenwd) for a position.
If you wish to use various selection criteria (e.g., language skills,
hours of availability to work), you need to comp]ete a separate D-
150 for those specific cases. :

o The next module, Completing the D-150, Job ,
Requisition, provides more information about oompletmg the
form. : ,

However, managers should always consider if existing personnel can
be shifted from one area to another before lookmg to select new staff |

s For example, when recrmtmg nears complenon fora large
‘ opemtxon, recruiting clerks may be shifted to the Administration }
area in order to fill applicant data entry and selection positions.
Lnkewnse, the AMFO or AMQA may sluﬁ enmnerators froman
S ‘j’Inthmcases,mnagetsdo notneedtoﬁlloutD—lSOs. D-ISOs
: Hico THE - are only used to select new staff or re-select staff who were
.. .. . previously letgo(eg.,becausethepro_]ectﬂleywereworkmgon
ST I o wascomp]eted) ' _5 :

"o You will learn more about sh!ﬁmg petsbnnel during your job-
: vspeclﬁc and Just-m-nmz clamoom trammg

ﬁ.' | '!llty)
B _The followmg lable hsls the posxtxons hlred by each manager.

June 2009 - o : 15
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Table Z, Positions Hired by Each Assistant Manager

Manager

Positions Hired

AMFO

Group Quarters Supervisor (GQS)

Office Operations Supervisor (OOS) for Field Operations
Field Operations Supervisor (FOS)

Crew Leader

Crew Leader Assistants (CLAs)

Enumerators

Clerks

AMQA

Office Operations Supervisor {O0S) for Quality Assurance (QA)
Field Operations Supervisor (FOS)

Crew Leader -

Crew Leader Assistants (CLAs)

Enumerators

Clerks

AMA

0O0Ss for Payroli and Personnel
Clerks for Payroll and Personnel

AMR

Recruiting Assistants (RAs)
OOS for Recruiting (OOSR)
Clerks :

o |® & ¢ |® |6 & & ¢ © 0|06 ° ¢ ¢ ¢ o o

00S

AMT

Selection Step 2:

Generate a D-
425, Selection
Record

Under the supervision of the AMA, administrative clerks enter the

information specified on the D-150s into DAPPS. The form D-4235,
Selection Record, (also called a selection certificate or cert) is
generated.
(b)(2)

June 2009
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Written justification must include all related personnel paperwork and
information or evidence that clearly shows that the preference-eligible
applicant is not qualified for the position. Poor reference checks
and/or being fired from a job are not sufficient reasons for passing
over a preference-eligible candidate.

Figure 4, Model of the Step 2 Process

. AMA ovarsees process
¢ - ofcompleted D-150

& S  D-42
7 Clerks input 5 Seleéﬁun
‘.. datainto . Recard,

~ DAPPS . isgenerated

Veterans’

Preference

Selection Step 3: As set forth by the Office of Personnel Management (OPM), clerks
Conduct must apply the rule of three in order to comply with Veterans’
Telephone Preference regulations. To do this, they must:

Interviews

o Consider only the three highest ranking candidates at a time. Al
10-point veterans” preference-eligible applicants appear at the top
of the list.

» Consider applicants according to score order if there are no
applicants with 10-point veterans’ preference on the list.

June 2009 17
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Example of an
Interview for the
Enumerator
Position

(b)(2)

Following is an example of an interview being conducted by a clerk
using the Selection Guide for Enumerators.

Clerk: Hello, I'm Carol Wisor with the U.S. Census Bureau, May |
please speak to Maurice Preston?

Applicant: This is Maurice.

Clerk: Mr. Preston, you filled out an application for census work on

the 2010 Census. Are you still interested and available in working
with us?

Applicant: Yes.

Clerk: Local residents are needed as paid enumerators to receive
assignments which involve locating and listing households and
conducting interviews with respondents, explaining the purpose of the
census, asking questions as worded on census forms, and recording
data on forms. Enumerators canvass an assignment area looking for
every place where a person lives or could live. An enumerator may be
assigned to follow up on coverage problems to determine if
designated households, persons, or geographic areas were counted in
the census and counted correctly. You'll be working in and around
your home county when possible. All census information will be kept
confidential. The job will last about 8 weeks. We would like you to
work at least 20 hours a week. You would be paid $11.50 per hour
and 50.5 cents per mile driven for official business. One of the duties
is to ask personal questions. Are you willing to ask these types of
questions?

June 2009
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Applicant; Sure, OK.

. Clerk: The job may require youto work some evenings, and weekends

- Saturday and/or Sunday - in order to contact persons who are not at
home during the day. Are you available to work during these hours? -

, Appllcant. I'm pretty open, so 1 should be able to.

Clerk: If selected, you'll be trained on this census operat:on andon
your particular duties. Are you able to attend a 3-day tra:mng class
from 9 to 5?

Apphcant.Sute I don't have anything going on.

Clerk: How did you find out about job opportunities with the Census
Bureau?

Applicant: I saw a poster in the library.

Clerk: Where would you suggest that we publicize ourjob
announcements in order to attract sufficient applicants for census

. work?

Applicant: 1 thmk the hbrary was a good idea. I think I saw posters at
most of the main stores in town and in the entrance to the commumity
center. Although I haven't seen one, you probably already advertised
in our local papers. I think that would cover your bases.

Clerk: Thls job requlm traveling from housing unit to housmg unit,

' Vcarrymg materials, driving at night and in bad weather, and working

in all kinds of neighborhoods with all kinds of people. Finally, notall -
units are easily accessible to complete this work, such as multl-level _

 units without elevators, Is this acceptable to you?

Applicant:; Sure, I l;mow the neighborhoods well and I like people.

Clerk: If chosen, you must provide your own transportation or use
public u'anspomnon where available. Can you do this reliably?

Applicant: Sure.

Clerk: 1 have explained to you the job of an enumerator. Are you still
interested in the position? |

Applicant: Yes. 'm sure [ can do the work.

Yae 2009
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Selection Step 4:

Selection Step S

Update DAPPS

Applicant Data

and Statas
Codns -

vClerk These are all the qmtlonsl have. Do you have any for me?

Clerk: Fust, please glve mea few) minutes to look over your

* application once again to see if there are any mlssed items.

‘ :'Aﬁer 8 selecuon cletk “works through” a D-425, he or she generam a

275 for each traming session as idennfied on the submitted D-lSOs

At this pomt, the AMA is responsnble for provndmg a D-275 and
corresponding appointment folders for selecteﬁln'amees to the

 managers ‘who submltted the D-lSO

e An appomtment folder contams the forms and documents that a

personnel aouonsandpayrollcanbe processed and he or shecan
behmd.‘l‘hesameformsanddowmmtsareusedforofﬁce
,i_,.Posmons R

o The Getting Your Staff l-hred and Pald CBT describes the
: docmnents oontamed in the appomtment folder

' The D-275 and appomhnent folders are then given to the manager
: ,who madethe se]ectlon request, mdlatertransferred to the tramer

v i:’I‘hroughout the process, from selection preparatnon recruiting
~ activities o selection and post-selection training, administration clerks
: ;:update applwant dam and the DAPPS asslgns status oodes These :

* 'Inaddition, whmemployees are either removed from their roles or

reassigned to other positions, assistant managers, supervisors and/or

“crew leaders must submit a D-291, DAPPS Update Form, to the AMA
~ for entry into DAPPS. 0noetheD-29l 1spromsed the employees
- status code is updated. S

‘Position, report shows the number of apphcants selected by posmon
(e.g., 008, FOS, Crew Leader CLA,RA, clele;, and enumerator).
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Managers caneomparethe numbers on this report with the selection o
numbers provided in the staffing authorization and/or by the RCCto
determine if selection goals are on target.

Additional information on DAPPS and applicant/employee data is
available in the D-501, LCO Administrative Manual.

Status Codes . As clerks update data in DAPPS, the following status codes are
 assigned to the applicant/employee records. When managers rev:ew
= reportsfromDAPPS theymayseeﬂmecodes :

o AR, applxcatmn recelved This status cods is assigned when an
applicant’s Job application information, test type, and score are
ﬁrst keyed into DAPPS.

. UR, under Census Hmng and Bmpleyment Check (CHEC)
- review. An applicant is given this status code when his or her

_ information is being screened in the applicant security check by
- the FBL

o A,available, Appl;cants in this camegory will appear on Selection
- Records when they meet the qualifications identifiedonthe D-
150. :

. S, selected. Selectew/trameee are asslgned this status when a ij |
offer has been made and they have accepted. They will remain in
this category after they officially become employees.

e I, ineliglble. Apphcants fall i into this category when it has been
determined that they do not qualify for census employment or
_ when they refuse a job offer three times.

o E, experienced employee Apphcants fall into this category when
~ they have worked for the LCO on a previous operation and have
been terminated from employment because the operation or task
- ended. Managers may request a D-425 with only experienced
applicants if they want to rehire expenenced persons for another
~_ operation or task. :

e OR, offer refused. Applicants are put into this category if they
refuse an offer of employment or refuse a job offer on three
occasions,

* W, working. This code indicates employees who are currently
working.
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Testimonial

- T, terminated. This code designgtes fonner employees who were

" terminated from employment for cause and prohibits them bsing

coded as expenenced, which would make them be eligible to be

: i reh:red

Lmda Clarlt; Cemus 2000Area Manager

: 'It's 1mpommtto startaﬁeld operation fully staﬁ‘ed beeauseweknow

we're going to lose people along the way and even though recruiting

*does accommodate this fact, peopleare always being added to the
applicant pool. We like to get as many people trained for the opemnon
as we can atthevery begmnmg sothat replacement trammg is keptto

- aminimum.

. The selectton pmwss consnsts of ﬁve pnmary steps

ot ,;AllmmagerswhonwdtohuestaffcompleteaD-lSOand
*submltlttoﬂleAMAforprocessmg. ’

—  DAPPS generates a D-425, Selection Record.
- _Selec’aon clerks must apply selection rules and use a verbanm
‘seript when interviewing applicants.”

"~ When making job offers, clerks. ass:gn selected apphcants to

trammg.

~— Throughout the | process DAPPS applicant data and status

vcodes are updated and appw on management reeords

e mportantto ensumg yourLCO has the ﬁdl.tramed staff it need_s

to carry out the operations and activities. During the selection
phase the asslstant managers subm:t eomplewd D-lSOs to the

. these requests and continus to communicate with the other
i managers regardmgrecrumngneeds
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_Selecting Your Staff

Completing theD-l 50, Job Requisition Module

Welcome

Planning to
Complete Your
D-150s

Correctly completing the D-150 and. submnttmg ittothe AMA ina
timely manner will ensure that you have sufficient staff in place to

‘meet your operatlonal umelm

The census operatlons umelme demands that a sufficient number of
employees be in place to meet strict and inflexible operations
deadlines. The selection process takes time - exactly how much
depends on the number of employees needed and the pool of available
qualified apphcams Getting the best results from a D-150, Job
Reqmsmon, requnm accuracy and completeness as well as timing. -

This module walks through how to complete the D-150 to get the best
selection mults by focuSmg on:

e Planning actwmes that will help you correctly complete your D-
150s. :

e 'The layout of the D-150, with emphesis on determining efficient
' geography criteria to apply to selections.

¢ Examples of and practice in completmg D-150s for typical

S s1tuatlons you wnll encounter.

As you can imagine, selection takes time. When you're hiring
hundreds of staff at once, it pays to have a planned andorgamzed
approach and to start on time, or slightly ahead of time, to ensure a
full staff when operations begm Planmng activities are a very

and complexmes mvolved in selectmg large numbers of applicants.

As soon as LCO managers have the staffing authorization, they can
begin planning. Because they select the largest volume of staff, it is
critical that the AMFO and AMQA are adequately prepared for
selection. The AMA’s significant role makes it just as critical for him

ot her to be prepared. This is the only way to ensure a smooth

selection process. The following are some tips for the AMFO and
AMOQA to consider. The next screen provxdes tips for the AMA.

 Prior to each operauon, ldentnfy your staff needs using the stafﬁng

authorization and plan when you need to complete the D-150s and
provide them to the AMA’s staff. Several operations may need to
be staffed in a very short timeframe. Look for groups of operations
that occur in close timeframes to one another (e.g., NRFU, NRFU

Juae 2009
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CompleteYour o

D-150s: AMA.

Sdecﬁ_ng Your Staff

.- Reinterview, and NRFU Vacant Delete Check) and consider
- submitting D-150s for these operations at the same time,

-' »-.least4wwlsbefowtheselem&needtoauendumnmg Even -

though the quality control operations usually begin 1 week after
the production operations, the AMQA should consider submitting
- D-150s at the same time as the AMFO, Doing so will allow both

:  operations tohaveauequal mm ofemployees in terms of test

e For example, nfmeAMF()weretosubmxtD-ISOs for the 5
: selectnon of enmneramrs, all the Selechon Records nn by the

or similar cntena, the apphcants with the hnghest test scores
appearing on the AMFO's Selection Records would not appear
on the AMQA's Selection Records (assuming the AMFO’s
Selection Records are still being used for selection). The
- 'AMQA’s Selection Records would contain enumerators who
- are qualified, but who have lower scores than the ones

o .shouldnmkesureﬂlattheSelecnonRecordsarenmsoﬂut_
.. those with similar criteria are sometimes run first for the
,AMFOandsomenmwmnﬁrstforﬂmeAMQA

o _Bmuse there al'e always people who qult or are not present for
. training, begmmng operations understaffed is a critical mistake that
‘will put you behind schedule. Make sure to turn in your D-150s in
~ plenty of time to get qualified apphcants selected and assigned to
_ training, and to reoover if there are any issues thh the process.

: ,EEven before the D-liOs ﬁom the AMFO and AMOQA begin pouring
in, the AMA should implement some planmng to ensure the selection
. proeess goes smoothly.

(3 Consnder hlrmg some selectlon clerks early so they can be trained
. and familiar with their responsibthtm. This will help the selectlonu :

. prooess flow more smoothly since some people will already be

- trained and mlderstand the process

Tme2000
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e . Ensure the AMFO and AMQA are submitting their completed D-
. 150s in plenty of time for your staff to complete the selections.
Consider working out a mutual schedule with the AMFO and
- AMQA so that everyone knows when the D-150s are due for

positions and operations.

o Make sure that Selection Records are closed in DAPPS as soon as
possible after selection is completed so that the applicants not
~ gelected can be retumed to the pool to be pulled up on other
_Selection Records. If the Selection Record is not closed inl0
: ~days, DAPPS will automatically close tlae Record. - =

Planning to . - Before completmg theD-lSOs,.-detemme, the following about your
Complete Your Local Census Office (LCO) area:

D-150s ,
: - e ' Staffing needs. For example; positions and numbers needed as
... identified on the staffing authorization, workload, and Regional
+ Census Center '(RCC)‘guidanc& =

. Geographlc characteristics of the: LCO {e.g., rural or urban) and
~ other considerations. Consider if there are gated communities or
- hard-to-enumerate areas (.g., those with high illiteracy rates or
' language needs.) The AMR may need to focus recruiting
efforts in these areas to ensure a selectlon of staft‘ who can
- enumerate effectlvely

. Transportat:on requuement’S for traveling in the LCO and its-
boundaries (e.g., Will a boat be needed to reach islands? Will
- four-wheel drive or snowmobiles be needed?).

* Special considerations for areas with specific language needs. The
" AMR may need to recnnt persons 'speaking these languages.

Addmonally, you must also gather information about training dates,
times, and locations so that you can include that information on the D-
150. The AMA and staff cannot begin selecting applicants without
this training information indicated on the form. Locating the sites will

take planning and time.
LayoutoftheD- - The D-150 is composed of the following four parts. Each part will be
150 d|scussed in detail.

« Part A - Position Requirements, which gathers information about
the type of position.




D-508.2 ' | ~ _____ Sclecting Your Staff

- Part B — Selection Criteria, which requires careful planning based
on the geography of the LCO and other condmons of employment.

=L PartC Addmoml Cntena, whxch is complewd by the AMA.
e PartD- Reqnmer lnformatlon, whxch must include a name and

2 the gl b o o
- PartA- ini = PartA PosrtlonRaqulrements gaﬁm mformauon abomthetype of .
Posiion = position you need to select. The most important consideration isthe
Requirements -:amount of tune for wluch you'll need the employee to be avallable for

type of posmon you medtoﬁllandforhowlong the anployee nwcls f
tobeavallablemwork.l(eypomtsregmdmgtlussectmnm ;z';j

. 5Cu:fl'gntly,nwnage:scanusetheD-lSOtorequestﬂteselectlonoff

o monsarethosewhohavesepara&d(:.e resxgnedorhavebeen
:. tennmated ﬁnm employment for reasons other than cause) wuhm j

e Unless you are part ofthe Census Coverage Measurement (CCM) A
) staif always mark deeemual " The AMA \_mll receive D-lSOs '

. Enter the opetatlon (e g NRFU) on whlch the selectecs will work,
if approprme»

| o ;Markthe one posmonthat applmtothns D-ISO You can only g
'select onetypeofposmonperD-lSO -
. 'When cons:denng length ofemploymem, think in terms of each
_operatton. Most employm are released atthe endofeach

o :should not mdieate aume longer than 8 weeks

. ‘I'hepayrateforeachposntnomsprovx&donmosandstafﬁng :
| amhonzatxons o |
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PartB-

Selection

Criteria, Items

14

PartB—

Selection :
Criteria, Items
5-10

Selecting Yonr-Staﬂf .

~Use your knowledge of the area and how people commute to compleue :

Part B of the form. Base your entries on the type ofpos:tlon and the
geography of your LCO area. Completing this section correctly will
help you select individuals from the most efficient geographic
locations within your LCO. For example:

e When hiring for office po’sitn&ns, geography criteria should reflect

~ the commuting area of the LCO. For example, if your LCO covers

15 counties, you want to select people for office positions (e.g.,
_ Office Operations Supervisor (O0S), clerks) who live in the
~counties or tracts within commuting distance to the LCO and not
in the counties hundreds of miles from the LCO.

o Ifyouare selectmg for field positions (e.g:, enumerators, Crew
Leaders, Crew Leader Assistants (CLAs), and Field Office
Supervisors (FOSs)), use the geography categories to select staff
from the locations in which they will be working. -

You will need to submit several D-150s for field posmons to ensure
that crew leader districts (CLDs) will be adequately staffed.

To complete Part B, think about when you need the staff member to -
work. For example

. Group Quarhers Valldntlon (GQV) and Update Leave (UL)
enumerators should work during the day when they can see the
housmg units and physncal sun'oundmgs ‘

. NRFU enumerators should work mghts and weekends when
people are home to interview.

e Most office pasonnel should work daytime hours. Ifyou are
- running evening shifts, make sure to include the appropriate
information to indicate evemng work hours are required.

Consider the characﬁensucs of your LCO including languages spoken
and terrain.

‘AMA ssmffcanpmwdeﬁle lrd‘onnatxonto 'ﬁlecmd mdmduals The
- date, time, and location must be included for all field positionson
- eachD-lSOtm‘nedmtotheAMA TheLCO:sthe trammglocatmn

for ofﬁce posmons.

June 2009



D-508.2 Selecting Your Staff

Parts Cand D The AMA completes Part C, Additional Criteria, and will receive
additional training on how to do so. The manager completing the form
must remember to enter his or her name and the date in Part D. Key
points about this part are:

 The test type in item 2a is based on whether the position being
selected is supervisory or nonsupervisory. Crew Leaders are team
leaders and are NOT considered supervisors.

¢ The default minimum score in item 2b is 70. Regional Directors
(RDs) can approve setting a lower minimum score. However,
raising the minimum score will likely lower the number of
individuals certified.

« Ifitem S is marked, only experienced staff will be listed on the D-
425. If it is not marked, the D-425 will list both experienced and
new staff.

You must enter your name and the date in Part D, Requester

Information.
D-150 Practice The next several pages contain scenarios that ask you to identify
Overview strategies for completing the D-150, Job Requisition. The purpose of

these scenarios are to introduce you to considerations when using
geographic and availability criteria.

Because the AMFO and AMQA must consider geography when
making most selections, they will receive additional practice during
their job-specific training on using maps to identify areas from where
to select applicants for field work.

For the MA, AMR, and AMT, geography is less of a consideration
other than trying to have office staff live close to the office.

Make sure to review each scenario and suggested answers. Remember
that these scenarios are just examples; the actual geography, staffing
needs, and pay rates will vary across LCOs.

D-150 Example
#1: Selecting
Enumerators
Using CLD
Criteria

June 2009 28
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D-S082 | Selecting Your Staff

Completing the D-150, Job Requisition Module, Scenario 1 (screen11) |
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D-508.2 Selecting Your Staff

Completing the D-150, Job Requisition Module, Scenario 2 (screen 12)

U.S. DEPARTMENT OF COMMEHGE\
- Econaaics snd 2 3
: U.S. CENSUS BUREAU

- JOB REQUISITION

Bart A- POSITION REQUIREMENTS
“he Assislant Manager or Suparvisor of !he position to ba filled, must complete the following position requiraments. -

‘|« Totalnumber ~ 2. Class - : 4. Position - Maﬂc {Xlone 5, Forinterviewing urposes
S h"'-e Al B0 : LIclek O Feldo latbns a. Langth of pr
e Dacennial  BEimemor | Superisor (il ormonits)
e L1 CCM ] Crew Leader [J gfﬁfﬁ Operations 6-8 w
i i5 i uparvisar s
: s OPB}E;%‘ L 2{,‘;}" i Recruiting by
fu - A.;s;stan

sM.EﬁMUr

Part B - SELECTION CRITERIA
The Assistant Manager or Supervisor must-complate the foilow:ng ‘selectlon crileria.

1. Office code AL R FIPS codes 4. Specific assignment area :
2808 State ! Tracks) Block No(s) |  ZIP Codals)
LCO s
15
2, -?{LD r;t_lrngar County
} Complete itams 5 - 7 for conditions of employment. 3 comp.lere nems B8 and g
T - for conditions of trafntng

5, Availability 6. Language requirement (if availabls).

a. Minimum hours per week 8. Training date(s)

20 :

5/3/10 - 5/7/10

9. Training time

8:30 azwu

b Weekdaywork(Bam—4pm) oo T

~ c. Evening work {4 p.m.—9 p.m,)

10. Training location

oy et : i CumberlandzCo-Labra-rj

(Saturday andlor Sunday) 300 Maidew L.

Part C- ADDITIONAL CRITERIA

Assistant Manager for Administration area must complate the follmvmg additicnal criteria.

1, Position location 2. Test 3. Skills | 2 4. F!equuremam Search Nurnber
X Field work a. ID - Type g goEpEu!er or
[ Offica work : S
= an:; ‘l"erence i 26 axperience 5. Personnel slalus:
) ; b, Mln:?gn score 2 O Expenanced only

Part D~ HEQUETER INFORMATION

Karen Kunkfe 2.Date _4/10/10

{SEE BACK FOR INSTRUCTIONS)

1.Requester name

USCENSUSBUREAU
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Completing the D-150, Job Requisition Module, Scenario 4 (screen 14)

2010

Census

USCENSUSBUREAU
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D-508.2 Selecting Your Staff

 Completing the D-150, Job Requisition Module, Scenario 5 (screen 15)

2010

Census

Tone 2009
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D-508.2 ' Selecting Your Staff

Completing the D-150, Job Requisition Module, Scenarlo & (screen 16)

2010

Census

L CRITE
SRR
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Weledme S

Post-Selection

Tasks

Post-Selection
Handoffs

Selecting Your Staff

The Post-Selectlon Phase Module

: ~The ﬁnal phase in the selectxon procm is the post-selection phase in

which the selectees are hired as employees.

This module provides a short overview of the post-selection phase,
which corresponds with the hiring and payroll processes: The Getting -

* Your Staff Hired'and Pald CBT provxdes detailed information on the

hmngpmo&ss.

Selection of an apphcant is considered complete when he or she

‘accepts an offer during a telephone interview and his or her status is

updated in the Decennial Applicant, Personnel, and Payroll System
(DAPPS) However, applicants are not consndered hired until they:

¢ Are sworn in as Census Bureau employees.
e Have been fingerprinted.
o Complete the employment paperwork in their appointment folder.

In addition, their paperwork must be returned to the AMA and their
DAPPS records updated before they are added to the payroll system.
You will learn more about these activities in the Getting Your Staff
Hired and Paid CBT.

It's important to understand that the assistant managers must continue
to work together to ensure that the hiring activities run smoothly.

Several handoffs must occur during the transition from the selection
process to the hiring and pay processes.

e Once the applicants are interviewed, selected, and assigned to a
training session, the AMA provides the AMT, AMR, AMFO, or |
AMOQA with a D-275, Record of Training, for each treining
session. The D-275 lists selected applicants by scheduled training
session.

¢ The AMA also provides the manager requesting the selection with
the appointment folders containing documents that
selectees/trainees must complete to become employees. These
appointment folders are completed early during the first day of
training so the AMA can ensure that the appointment paperwork is
processed in DAPPS within 24 hours.

* Finally, once all these materials are gathered, the manager making

the selection request must provide them to the trainers.

June 2009
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‘Key Points

: Seleéﬁng Your Staff

status is. updated in DAPPS However, apphcants are not
considered hired until they attend training, are sworn in as Census
Bureau employees, and eomplete the cmploymmt paperwork in
then' appomtment folder SR

process to the hlrmg and pay procesm by provndmg managers
with D-275s and the ; appomtment folders.

The Gettmg Your Staﬂ‘ leed and Paxd CBT prov:des detm]ed

mfonnauon about the lurmg procm

Tz



D-5082 Selecting Your Staff
The Selecting Your Staff CBT Acronyms.

AMA Assistant Manager for Administration
AMFO Assistant Manager for Field Operations
AMQA  Assistant Manager for Quality Assurance
Am Assnstant Manager for Recrumng
AMT | | Assnscant Manager for Technology
CBT | oomputzr-based training
CHEC Census Hiring and Employment Check )
LA Crew Leader Assistant
DAPPS Decennial Apphcant, Personnel, and Payroll System L
FIPS . Federal Infoxmatnon Processmg Standnrd -
FOS Field Operations Supervisor
‘GQS Group Quarwrs Supervisor _
LCO Local Census Office
LcoM Local Census Offce Manager
NRFU Nonfégponse’Followup |
00Ss Office Operations Supervisor
O0SR 0O0S for Recruiting
OoPM Office of Personnel Management
411 personally identifiable information
RA Recruiting Assistant 7
RCC Regional Census Center
RD Regional Diréctor
June 2009 —
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Planning to Complete Your D—lsos

Any assistant manager requeshng staff should provnde the Assnstant Manager for Admmlsu'atxon
(AMA) wnth completed D-150s at least 4 weeks before the sclectees need to attend trammg B

When htrmg ﬁeld staff for the quality control operatxons, the AMQA should eomxder submnttmg

D-150s at the same time as the AMFO. Doing so will allow both operations to have an equal
mix of employees in terms of the test scores and geographic location of the applicants being
selected. “Additionally, consider the larger picture of when selection for other operations begins.

A Several opemtnons may need to be staﬁ‘ed in a very short tlmeﬁ'ame Look for groups of

'followmg about your Local Census Office (LCO) area:

0 Staffing needs (that is; positions and numbers needed as |de:mﬁed on the staﬂ'mg

auﬂ:onutlon and Regxonal Census Center (RCC) gmdance) and worldoad

0 example, those with h1@ 1lhmacy rates or language needs) because staff who live in 7
- theseareas(forexample, blocks ortracts)maybeneededtoenumetateﬂ)em TheAMR

enumerate these areas.

Transportauon requirements for travelmg in the LCO if any (for example. Willa boat be
E]  needed to reach islands? Will four-wheel drive or snowmobiles be needed?). This
requu'ement should be used rarely

O Speclalconsﬁeratlonsfomreaswnhspeclﬁclanguageneeds TheAMRmayneedm E
' recmrtpasons speakmg these languages. . : o

the D-150. The AMA and staff cannot begm seleetmg apphcams thhout the tranung
: mformatlon indicated on the form.

O Trammg sites secured for day and evening tmmng sessxons o
: Addmonally, consxder the larger picture of when you need to oomplete the D-150s and provxde v

- themto theAMAforﬂ'lenextoperatlon. Several operations may need to be staffed in a very
short tlmeﬁ'ame
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D-508.2 Selecting Your Staff

Job Aid: Completing the D-150, Job Requisition (continued)

The assistant manager or supervisor of the position to be filled must complete the following

position requirements.

PART A [TEM

COMPLETION TIPS

1. Total
number to
hire

Managers can use the D-150 to request the selection of up to 100 individuals
(50 new and 50 experienced) for a position. If you wish to use various
selection criteria (for example, specific geographic area, language skills,
hours of availability to work), you need to complete a separate D-150 for
those specific cases.

Communicate with the other managers regarding their needs. Consider
combining requests for the same LCO positions onto one D-150. For
example, if the AMFO and AMQA both need to hire an Office Operations
Supervisor (00S), they could complete one D-150 for two OOSs since the
0O0Ss are based in the office and geography is not a consideration.

2. Class

Unless you are part of the Census Coverage Measurement (CCM) staff,
always mark “decennial.” The AMA will receive D-150s from CCM
managers for their operations.

3. Operation

This is a required field. For office staff, indicate the LCO.

4, Position

Select the position for which you are hiring. Complete a D-150 for each
position if you need multiple positions filled.

3
a. Length of job

b. Pay

When considering length of employment, think in terms of each operation.
Most employees are released at the end of each operation; only a few are
carried over. For example, this box should not indicate a time period longer
than 8 weeks.

The pay rate for each position is provided on memos and staffing
authorizations.

The assistant manager or supervisor must complete the following selection criteria.

Parrt B I'TEN

CospLETION TIPS

1. Officecode | Always fill in the four-digit LCO code in item 1. If you are selecting staff in
an urban area, then you may opt to use only the LCO code.
2. CLD Most operations allow you to select applicants by CLD. Use this criterion
number when you do not need to hire from a specific area within the CLD
June 2009
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D-5082 ____ Selecting Your Staff

Job Aid. Completing the D-150, Job Requisiﬁon (conﬁnued)

COrrrErioNn Ties

2 v by Zi
in rural areas where LCOs span several counties. You can identify only one - |
- | county per D-150.. To select individuals from other countxes, complete =
Lo iianother D-150 Item 3 must be oomple'wd lf you are usmg additional

- assignment “coverageofareasofyourLCO Detennmenfyou shouldlmeatthetmct,
area | block number, or ZIP code level. You can use only one criterion (for

- fgexample, yau cannot usetract and block number) However, |f you use tmct,

| people for each county

| Be careﬁllwhenusngIP codesbecausetheycrossCLDboundanw,u'acts
| and blocks do not Réquwtmg apphcants by tract or block number can be

*Use your maps (for example, tract maps, a CLD or FOSD map, or ZlP oode
| maps) and reports from the Operations Control System (OCS) that list the an
;Codes and odler geographlc mformatmn for each Assngnment Area (AA) For

also be helpful durmg selectlon

5. Avallabxhty | When staff are mmally hu'ed, requcstthatthey work asmany hours as
v possible. However, all your staff members are intermittent, meaning they

e {;may not be abletowork40homs perweek. Youcan ""”'_mtasearchfor

5 Shc‘uldl:w.aavallabletowm'kuP'i"‘u”“"“'s =
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D-508.2 | Selecting Your Staff

Job Aid: Completing the D-150, Job Requisition (continued)

Pair B ITEM CoMPLETION TIPS

5. Availability Consider the type of position for which you are hiring and indicate the
{continued) required weekday and evening hours in items 5b and 5¢. For example:

¢ Update Leave (UL) and Group Quarters Validation (GQV) enumerators
should work during the day when they can see the housing units and
physical surroundings.

¢ NRFU enumerators should work nights and weekends when people are
home to interview.

e Most office personnel should work daytime hours. If you are running
evening shifts, make sure to include the appropriate information to
indicate evening work hours are required.

e Each entry in item 5 is independent of the others; the amounts do not
need to add up.

The Just-In-Time Operational Training that you will receive for each field
operation will give you information that will help you make this sort of
determination.

6. Language Make an entry in item 6 only when you have a special language

requirement requirement. Typically, you may complete a D-150 to request one or two
people with language skills. For example, you may want an office clerk
who speaks Spanish to handle Spanish-speaking callers to the LCO. Ifyou
have a high non-English speaking concentration of people in your LCO, you
may hire one or two enumerators with the necessary skills for a short period
of time to enumerate this area.

7. Transportation | Consider transportation requirements in rural areas or areas with water, For

type example, a boat may be needed to reach people on islands in lakes. Four-
wheel drive vehicles or all-terrain vehicles (ATVs) may be needed to reach
individuals living in off-road areas. Because the verbatim selection script
asks applicants if they have reliable transportation, you do not need to
include automobile as a transportation type requirement.

8. Training Items 8 through 10 must be completed so that the AMA’s staff can provide
date(s) the information to selected individuals. The date, time, and location must
9. Training time | be included for all field positions. The LCO is the training location for
10. Training office positions.
location
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D-508.2 Selecting Your Staff

Job Aid: Completing the D-150, Job Requisition (continuned)

The AMA must complete the following additional criteria.

Par1 C ITEM CoMmrLETION TS

1. Position Idcnﬁfy if the person selected will be based in the office or the field or if
location he or she will have duties in both locations (no preference).
2. Test The test type in‘item 2a is based on whether the position being selected is

supervisory or nonsupervisory. Crew Leader positions are NOT
considered supervisory.

The default minimum score in item 2b is 70, however, you can enter a
higher score to start with. This is similar to the hours per week item. If
the AMA is not able to select enough staff using a higher test score, you
can keep lowering the required test score, until you get to 70. In order to
go below a 70, you must contact your Area Manager. The RCC Regional
Director (RD) can approve setting a lower minimum score,

3. Requirement This computer-generated number must be entered by the clerk after
Search Number | completing the Job Requirements Panel in DAPPS.

4. Personnel status | If item 5 is marked, only experienced staff will be listed on the D-425. If
it is not marked, the D-425 will list both experienced and inexperienced
| applicants.

You must enter your name and the date in Part D, item 1, Requester name.
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CBT Completion Certificate

Please complete this page and provide it to your Area Manager or supervisor
as verification of completion of the paper version of this CBT.

Name:

LCO Name:

Po_sition:

Completed Selecting Your Staff on

Date:

Your Signature:
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