Student Career Experience Program  (SCEP)

 
I.  Hiring Procedures for Engineer Research and Development Center, Corps of Engineers

 
1.  Interested students should apply to the Cooperative Education (CO-OP) or Intern Program Office at their Institution for acceptance into their Institution’s program.  If there is not a CO-OP or Intern Program Office, they should see their Department Head or the Dean of their Institution.

2.  The Institution should then forward:

 

a.  A cover letter accepting the student into their CO-OP or Intern Program

      and identifying the student's major,

 

b.  A copy of the student's transcript and,

 

            c.  A completed student’s Optional Application for Federal Employment (Optional Form 612) or resume with the major indicated to:

          US Army Corps of Engineers
          Student Career Experience Program Coordinator
          ATTN: PECP-SWR-O
          4155 Clay Street, Room 115
          Vicksburg, MS 39183-3435

3.  The SCEP Coordinator will review the information submitted and place the application package in the SCEP Application Files under the appropriate major(s) of the student.  If additional information is needed, the SCEP Coordinator will contact the Institution.  The application will remain on file for one year.

 

4.  Supervisors interested in hiring for a SCEP position should contact their designated Civilian Personnel Advisory Center (CPAC), Human Resources (HR) Specialist to be sure there are SCEP applications on file for the major requested.  The supervisor and HR Specialist should discuss the major(s), position description, title, series, grade or grade range, etc. to determine the recruitment requirements.  (If application(s) are not on file, new students are recruited through the CO-OP offices at applicable Institutions by the supervisor and/or HR Specialist.)  

5.  Prior to submitting a request for referral, if a supervisor has knowledge of a potential applicant who may be a suitable candidate, the supervisor should contact their HR Specialist to ensure the student’s complete application package is in the SCEP Application File.  NOTE:  Once a supervisor makes a request for a referral list, only the qualified applicants in the SCEP Application File at that time will be on the Referral. 

6.  When application(s) are on file, the supervisor should prepare a Request for Personnel Action (RPA), keeping it in their RPA Inbox.  The supervisor should request a Referral List from the HR Specialist by e-mail to the HR Specialist including the RPA number and the position data:  major, position description, title, series, grade or grade range, etc.

7.  The HR Specialist should review all of the application packages for the particular major and determine minimum qualifications utilizing the DEPARTMENT OF THE ARMY QUALIFICATION STANDARD, Group Coverage for Schedule B, Student Career Experience Program Positions.
8.  The HR Specialist will make copies of the application packages for the position(s) to be filled.  The original application packages should remain in the SCEP Application File folder for other HR Specialists to use.

9.  The HR Specialist will prepare a Referral List (DA Form 2600) with the RPA Number.  Veterans Preference is applied in accordance with OPM regulations and procedures.  The HR Specialist will deliver the DA Form 2600 with the copies of student applications to EEO.  EEO will deliver the DA Form 2600 to the selecting official. 

 

10.  The supervisor will contact the student they wish to select and ensure the student is (1) enrolled at least half time at the Institution (2) interested in the position (2) available, and (3) agrees with work schedule if offered the position.  The supervisor will not make the job offer.  Only the HR Specialist will make the job offer. 

11.  After making a selection, the supervisor should return the DA Form 2600 and applications through the EEO to the HR Specialist.   (To save time, the selecting official may want to have the DA Form 2600 hand carried.) 

12.  The HR Specialist will obtain a copy of the SCEP Agreement from the SCEP Coordinator.  If there is not an Agreement between the Corps of Engineers and the Institution, the SCEP Coordinator will initiate one, have it signed by both parties, and provide a copy to the HR Specialist.  (The SCEP Coordinator prepares all SCEP Agreements for MVK, MVD, ERDC, JRB and MEPS.)

NOTE:  The HR Specialist will make a job offer only when there is a signed Agreement on file.

 

13.  The HR Specialist will transmit a copy of the selected applicant's package to the Civilian Personnel Operations Center (CPOC) in Fort Riley, KS.  The CPOC will make a final determination of qualifications and issue a Commitment Checklist to the HR Specialist.  

14.  The HR Specialist will make the selected SCEP student a job offer.  If the offer is accepted, the HR Specialist will complete the Commitment Checklist, return it to the CPOC, and send the student the offer letter with processing forms and a copy of the SCEP Agreement.  

15.  The HR Specialist will notify the selecting official of the student’s acceptance.  The supervisor should add the student's name, SSN, position description number, title, series, and grade on the RPA and attach a copy of the position description.  NOTE:  The supervisor will forward the RPA in their 

In-Box to Manpower no earlier than two (2) weeks before the student’s Enter on Duty date.

16.  The HR Specialist will inprocess the student and have the student sign and date the copy of the SCEP Agreement.  The HR Specialist will forward the original application package from the SCEP Application File, the appointment papers, and a copy of the SCEP Agreement with the original signature to the CPOC.  Make three copies of the signed SCEP Agreement: one for the supervisor, one for the student, and one for the SCEP Coordinator.  SCEP Agreements with the student’s original signature are maintained in the Official Personnel Folder (OPF).

17.  The HR Specialist should give the completed original DA Form 2600, copy of the Commitment Checklist, RPA, and a copy of the selected student’s application package to the SCEP Coordinator for the SCEP records.

II.  Supervisory Notification Responsibilities

1.  In order to prevent illegal continued service or unintentional terminations, supervisors will notify the HR Specialist when:

a.  a student enrolled in one Institution transfers to another Institution, OR
b.  a student completes the requirements of their current degree and continues their education toward a higher degree (example BA to MBA), OR 

 
      c.  a student’s enrollment becomes less than half time, OR

      d.  a student is no longer enrolled in the program or Institution.

2.  The supervisor should notify the HR Specialist of anything pertaining to student’s academic or work performance deficiencies. 

III.  When a Currently Employed SCEP Student Changes Institutions

       or Graduates and Continues Education for a Higher Degree
1.  The student must be accepted or enrolled at the new Institution or in the advanced degree program at the same Institution to continue working.  The student must furnish the acceptance or enrollment letter from the Institution to their supervisor who will forward it to the HR Specialist.  The HR Specialist will give a copy to the SCEP Coordinator and forward the original to the CPOC.   

NOTE:  The acceptance or enrollment letter should be furnished before the end of the last semester at the present institution and will allow the student to remain in the SCEP Program.

2.  The student should then apply to the new Institution's CO-OP or Intern Program or advanced degree program at the same Institution as soon as possible (see Section I), but must do so no later than the first week of attendance at the new Institution.  

3.  The supervisor will inform the HR Specialist in advance of the student changing Institutions or continuing their education in a higher degree program in order for the SCEP student's application package to be processed and the student to continue their employment without a break in service.   When the SCEP Coordinator receives the student's application package from the Institution and it is put into the SCEP Application File, the HR Specialist will get the student's application package from the SCEP Application File and FAX it to the CPOC for verification and inclusion in the student's OPF.  An RPA will not be processed. 

4.  The student must be Terminated if no longer in the first Institution's CO-OP or Intern Program and does not complete the requirements in Section III.1 and Section III.2.  (If the student is still interested in the SCEP Program, the student must reapply see Section I.)

 IV.  Conversion of SCEP Students Upon Graduation

 

1.  A SCEP student may be noncompetitively converted to a career or career-conditional appointment at any time within 120 days after satisfactory completion of the requirements for his/her diploma, certificate, or degree.  (This is not the date of commencement exercises.  It is the date the student completed the requirements for graduation and is the date on the final official transcript when the degree was awarded.)

a.  The student must have an official transcript furnished to the HR Specialist by the Institution upon graduation.  The HR Specialist will forward the original transcript to the CPOC and provide a copy to the SCEP Coordinator.  

b.  The student must have completed at least 640 hours of career-related work prior to or concurrent with his/her education requirements.  (The supervisor must verify the work hours.)  

c.  The student must be a U. S. citizen.

 

2.  Management should determine, prior to the student's graduation, if an authorization is available to convert the student to a permanent position.    

3.  If an authorization is available, the CPOC will review the official transcript and the OPF and make a final determination of Qualifications for the Career/Career Conditional appointment.  Upon review the CPOC, in coordination with the HR Specialist, will determine the proper Nature of Action for the RPA.  

4.  The HR Specialist will advise the supervisor as to the appropriate Nature of Action for the RPA, position description, title, series, and grade.  The supervisor will prepare an RPA for the student with this information, attach the position description to the RPA, and send to Manpower for forwarding to the CPOC. 

5.  Conversions must be to an occupation related to the student’s academic training and career related work experience.  The supervisor must submit the RPA before the expiration of the 120 days after the satisfactory completion of the requirements for his/her diploma, certificate, or degree.  The RPA must be received in the CPOC at least two weeks prior to expiration of the 120 days.

6.  If an authorization is/is not available and the student is interested in working for another Corps of Engineers organization, the student and supervisor should coordinate with the HR Specialist for possible career opportunities within 120 day conversion period. 

7.  The student must be Terminated after the satisfactory completion of the requirements for his/her diploma, certificate, or degree when:

a.  There is not an authorization to convert the student AND the student does not want to be referred to other Corps of Engineer organizations, OR


b.  The student is not converted by the end of the 120 day period.

