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Section 1 — Introduction

This section provides an overview of the document content, as well as how the information is
arranged.

11 Purpose

This desk guide provides guidance to National Aeronautics and Space Administration (NASA)
personnel on Time-Limited Employment (TLE) options and appointments at NASA. This guide
covers strategic messaging; appropriate uses; duration determinations; and the nature and parameters
of TLE appointments, recruitment, paysetting, benefits, and separation from service.

This desk guide must be used in conjunction with applicable laws, regulations, and Agency policies
and procedures.

1.2 Terminology

At NASA, terms such as time-limited, flexible, project-based, term, tour of service, tour of duty,
temporary other than permanent, nonpermanent, and supply and demand are all used to describe
time-limited work, employees, or appointment types. The verbiage used depends on the audience
using it. A hiring manager may refer to both the work and the employee as term, whereas as a
strategic workforce planner may refer to the work as demand and the employee as supply, and a
Human Resources (HR) professional may focus on the appointment type to ensure the benefits and
employee rights are properly assigned.

Across the Federal Government, there are standard terms used in the various personnel systems to
ensure consistency in reporting. Reporting workforce systems at NASA use the following
terminology to reflect time-limited employees:

e FedScope uses non-permanent.
e USAJOBS uses temporary and term.

e NASA Organizational Profile System (NOPS) uses temporary, term, and NASA Excepted
1.3  Applicability
This desk guide is applicable to NASA Headquarters (HQ) and NASA Centers, including
Component Facilities, Mission Support Enterprise Organizations (MSEOs) and the NASA Shared
Services Center (NSSC). References to Human Capital Offices (HCOs)/staff includes the NASA

HQ HCO. This desk guide is intended for use by Servicing HCO staff, NSSC HR staff, and
management officials.
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1.4

About This Document

This document contains information and guidance relating to TLE. The following appendixes are
included in the document:

Appendix A, Acronyms and Abbreviations

Appendix B, Appointing Current Federal Employee to a Time-Limited Appointment Fact
Sheet

Appendix C, Statement of Understanding for Permanent Civil Service Employees Selected
for a Time-Limited Appointment and/or Excepted Setvice Appointment

Appendix D, Hiring Manager Roles and Responsibilities
Appendix E, Competitive Service Appointment Types — General Reference Document

Appendix F, Frequently Asked Questions (FAQs)
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Section 2 — References

This document contains references that, in some cases, are for specific subparagraphs; however, this
section generally lists the primary document or code. The following references were either used in
the preparation of this desk guide or contain supplemental information regarding the topic:

2.1 Federal Laws and Regulation References
a. 5 United States Code (U.S.C.) Chapter 45, Incentive Awards.

b. 5US.C. § 7112, Determination of Appropriate Units for Labor Organization
Representation.

c. 5US.C. § 9806, Term Appointments.
d. 5US.C. § 9812, Annual Leave Enhancements.
e. 51 US.C.§ 20113, Powers of the Administration in Performance of Functions.
f. 5 Code of Federal Regulations (CFR) Part 213, Excepted Service.
g. 5 CFR Part 302, Employment in the Excepted Service.
h. 5 CFR Part 315, Career and Career-Conditional Employment.
1. 5 CFR Part 316, Temporary and Term Employment.
j. 5 CFR Part 330, Recruitment, Selection, and Placement (General).
k. 5 CFR Part 335, Promotion and Internal Placement.
l. 5 CFR Part 531, Pay Under the General Schedule.
m. 5 CFR Part 550, Subpart G — Severance Pay.
2.2 NASA References and Resources

a. NASA Policy Directive (NPD) 1000.3, The NASA Organization.

This NPD includes paragraph 6.2, Center Roles, also referenced in this document.

b. NPD 3000.1, Human Capital Management.

c. NPD 3213.1, Excepted Service Appointments.

d. NASA Procedural Requirements (NPR) 3300.1, Employment, Appointment Authorities, and
Details.

e. NPR 3430.1, Employee Performance and Communication System (EPCS).
f. NPR 3451.1, NASA Awards and Recognition Program.

g. NPR 3530.1, NASA Pay and Compensation Policy.
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h. NPR 3600.1, Attendance and ILeave.

i.  NPR 3600.2, NASA Telework Program.

j. Office of the Chief Human Capital Officer (OCHCO) OneNASA Hiring Authorities
SharePoint webpage.

k. NASA Desk Guide on NASA Excepted (NEX) Employment.

e [.ocation:

o Visit the OCHCO OneNASA Hiring Authorities webpage.

o Under the NASA Excepted Authority heading, click the Desk Guide link.

e This document provides guidance on positions covered by NEX employment. It
covers the nature and parameters of NEX appointments, paysetting, benefits, and
procedures for processing NEX actions.

L. NASA’s 21* Century Technical Experts and Fellows Program for Excepted Service,
Schedule A (r) Desk Guide.

e T.ocation:

o Visit the OCHCO OneNASA Hiring Authorities webpage.

o Under the Time-Limited Employment heading, click the Technical
Expert & Fellows Program for Excepted Service link.

e This document provides guidance on positions covered by NASA’s 21st Century
Technical Expert and Fellows, Excepted Service, Schedule A (r), as identified in 5
CFR § 213.3102 (x).

m. OCHCO OneNASA Workforce Planning Sharepoint webpage.
=  Location:

o Visit the OCHCO OneNASA Workforce Planning SharePoint webpage.

n. Government-wide and NASA Specific Direct Hire Authority (DHA) for specific
occupations.

Information regarding DHA is located on the OCHCO OneNASA Hiring
Authorities webpage under the Direct Hire Authority heading.

Page 10 of 59


https://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=3600&s=1
https://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=3600&s=2
https://nasa.sharepoint.com/sites/OCHCO/SitePages/hiring-authorities.aspx
https://nasa.sharepoint.com/sites/OCHCO/SitePages/hiring-authorities.aspx
https://nasa.sharepoint.com/sites/OCHCO/SitePages/hiring-authorities.aspx
https://nasa.sharepoint.com/sites/OCHCO/SitePages/workforce-planning.aspx
https://nasa.sharepoint.com/sites/OCHCO/SitePages/hiring-authorities.aspx#direct-hire-authority
https://nasa.sharepoint.com/sites/OCHCO/SitePages/hiring-authorities.aspx#direct-hire-authority

NASA Time-Limited Employment (TLE) Desk Guide — Version 4
July 8, 2024

Section 3 — Strategic Workforce Planning

3.1

Strategic Messaging

To ensure success in meeting the Agency’s evolving mission requirements and address technological
advances, a thriving aerospace industry, and increasing reliance on commercial and academic
partners, the Agency must be more deliberate and strategic in acquiring and sustaining a workforce
that matches the mission demand.

As described in NPD 3010.1, Strategic Workforce Planning, it is NASA policy to:

1.

Conduct demand-driven workforce planning (WFEP) activities for ensuring the workforce
is agile in size and mix to respond to both known and uncertain mission demand and
strategically shaped to provide the mix of skills to support NASA’s unique work roles. The
workforce plans that result from these activities will:

a. Reflect the goals of the mission and mission support enterprise owners and the
requirements of the work (i.e., the “demand”).

b. Inform and influence decisions about workforce size, makeup, and skillsets, as well
as talent management practices.

Use a consistent WFP framework, established by OCHCO and described in the NASA
Workforce Planning Desk Guide, for WEP practices and outputs across all Centers and
offices that perform WEP activities.

Use consistent tools, data, and technologies, as specified by OCHCO, across the Agency to
prepare and report workforce plans. Specific tools, data, and technologies are communicated
from OCHCO to the WFP community under separate cover via periodic instructions and

guidelines.

Develop WEP processes consistent with and aligned to other planning processes, such as
Facilities Master Plans, Acquisition Strategy efforts, and the Planning, Programing,
Budgeting, and Execution (PPBE) process.

Produce WFP products and use these products annually to guide the direction and
management of human capital within the Agency:

a. Strategic Workforce Guidance and Requirements is the synthesis of Agency and
Mission Directorate strategic direction and goals and their anticipated impacts on
overall workforce requirements of NASA. This guidance, developed by OCHCO
with input from Agency and Mission Directorate leadership, describes the workforce
implications associated with current and anticipated demand in each Mission
Directorate’s programs (including technical missions and mission support), as well as
large Agency initiatives. It also articulates the major goals and guiding principles to
guide development of Center and MSEO organization plans, and identifies new
policies, practices, and/or actions required of OCHCO in the coming 1 to 5-year
timeframe.
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b. Center Workforce Plans and MSEO Workforce Plans, developed by the Centers and
MSEO:s, that describe the workforce priorities and goals of that organization as well
as recommended initiatives to achieve those goals. These plans, informed by the
Strategic Workforce Guidance and Requirements, desctibe the Center/MSEO-level
goals for achieving the future state of the workforce, provide a current state
assessment of the Center/MSEQO’s workforce, report the gap analysis between
current/future states, and offer prioritized actions to inform human capital
management practices to achieve the future state.

c. Agency Summary of the Center/MSEO Workforce Plans, prepared by OCHCO,
that provides a compilation and summary of plans across the Agency with key
themes, issues/concerns, recommendations, and strategic priorities highlighted. This
synthesized view also reports on overall progress made across the Agency toward
meeting the requirements contained in the Strategic Workforce Guidance and
Requirements product.

Setting a strategy for our NASA workforce is not a simple or straightforward challenge and requires
a multi-pronged approach to move us forward. NASA work that is long-term and supports enduring
capabilities requires a permanent and enduring Civil Servant (CS) workforce. Additionally, NASA
may choose to utilize time-limited CS appointments for project-based work to increase our ability
and trade space to bring in new work, ideas, abilities, skills, and/or competencies. Hiring officials
should consider the following criteria when establishing new positions or acquiring new talent:

e Does the work align with current Center Roles (as identified in NPD 1000.3, paragraph 6.2)
and mission demand?

e Did you consider the following concepts to guide your decisions on whether the work must
be performed by a CS?

o The nature of the project — is the project inherently or strategically governmental?
Does it advance NASA’s capability to do first of a kind missions?

o Project risk and complexity — Does the project require greater government
oversight?

o Project cost and future funding assurance

o Capability needs — Does the project ensure critical in-house capability or provide an
opportunity for hands-on experience for Civil Service employees?

There are many different but equally valuable roles that CS personnel play at NASA, some more
immediate and some more enduring. The Government does need workers to support innovation,
fuel the leadership ranks, and strengthen Government operations. Where the Agency needs a
continuous flow of very current technical expertise, time-limited employees could also fulfill the
need.
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3.2 Workforce Plans

Workforce plans serve as the Center/Organization road map for achieving the Agency-wide
Strategic Workforce Planning guiding principles and span a 5-year period. They also serve as the
baseline for hiring decisions during the year of execution and are monitored and assessed at the
Center, Office, and Agency levels to ensure that the contents of each workforce plan are reflected in
the actual transactions.

Each Center’s annual workforce plan supports NASA’s Talent Strategy and Goals as follows:

e Plan Workforce to Mission: Ensure the right composition, alignment, & agility in our
workforce as needs change, technology advances, & partnerships evolve.

e Acquire Top Talent Quickly: Hire top talent quickly at NASA using all sources & tools
available.

e Enhance How People Work: Maximize collaboration, creativity, & efficiency with enhanced
technology & streamlined processes.

e Grow Employees and Leaders: Reimagine career development as a series of fulfilling
experiences where new skills & strong leadership are vital to mission success.

Workforce plans cover the following Agency strategic focus areas:

e Mission Requirements-driven Workforce: Mission Directorates establish requirements
during PPBE /Budget cycle.

o Agile Workforce Utllizing Expanded Flexibilities: Create actionable Center/Office/Agency
plans that can be used to inform and direct workforce strategies and decisions. Consider the
following:

e Strategically Shaped Workforce: Create a strategically shaped workforce with near- and long-
term goals and objectives.

3.3 External Hire Approval, Full Time Equivalent (FTE) Plans and Funding

Workforce plans should be used to inform hiring decisions. Funding availability and hiring decisions
should align with the duration of the initial appointment. Follow your organization’s procedures and
processes for hiring action approval.

Organizations may hire nonpermanent CS personnel based on the following:

e Assigned time-limited work must be in accordance with regulations on time-limited
appointment. Time-limited appointments should not be made to avoid hiring a permanent
employee when the work is truly permanent in nature and expected to last 6 or more years.

e Duration of time-limited appointments should not automatically default to the maximum
duration allowed. Flexibility in using shorter durations, with options to extend based on
factors such as surge suppott, end of program/project cycle, funding, skills transferability to
other projects, etc., is encouraged.
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e Conversions of term employees appointed under the NASA Flexibility Act appointing
authority to permanent appointments will be treated the same as outside hires and will be
tracked against agreed to FTE plans.

e Pathways student conversions to permanent positions will be tracked against agreed to FTE

plans.

3.4 Appointments that Count as Permanent FTE

The table in this paragraph reflects appointments that are counted as permanent FTEs and the ones
that are excluded from reports tracking utilization of permanent FTEs against FTE plans.

ensure that it is consistent with permanent FTE plans.

Note: There are many hiring authorities beyond the ones identified in the table
that can be used for time-limited appointments. Rule of thumb: Any
appointment leading to a permanent status should be planned in advance to

Disabilities: Time-limited or Temporary

Hiring
. - - Counted as Not Counted as
I AT A0 37 Permanent FTE | Permanent FTE
Type
Hiring Delegated Examining (DE): Permanent X
Hiring DE: Temporary/Term
Including NASA Flexibility Act term (up
to 6 years) and Certain Science, X
Technology, Engineering and
Mathematics (STEM) Positions term (up
to 10 years)
Hiring Direct Hire Authority (DHA): Permanent X
Hiring DHA: Temporary/Term
Including NASA Flexibility Act term (up X
to 6 years) and Certain STEM Positions
term (up to 10 years)
Hiring Schedule A (u): Individuals with X
Disabilities: Permanent
Hiring Schedule A (u): Individuals with X
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Hiring
. - - Counted as Not Counted as
I AT A0 37 Permanent FTE | Permanent FTE
Type
Hiring Veterans’ Recruitment Appointment
(VRA) eligibles (competitive service): X
Temporary/Term
Hiring Schedule A(r) X
Hiring NASA Excepted (NEX) X
Hiring Pathways Intern Employment Program X
(IEP): Intern Hire
Hiring Pathways Recent Graduates Program X
(RGP): Recent Grad Hire
Hiring Pathways Presidential Management X
Fellows (PMF):
Hiring Experts /Consultants /Intergovernmental X
Personnel Act (IPA)
Conversion | NASA Flexibility Act Term (DE) X
Term Conv to Perm
Conversion | VRA eligibles (competitive service):
Conversion after 2 years of successful X
service
Conversion | Pathways IEP: Intern Conv to Perm X
Conversion | Pathways IEP: Intern Conv to Term X
Conversion | Pathways RGP: Recent Grad Conv to X
Perm
Conversion | Pathways RGP: Recent Grad Conv to X
Term
Conversion | Pathways PMF: PMF Conv to Perm X
Conversion | Pathways PMF: PMF Conv to Term X
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Section 4 — Appointment Types, Duration Determinations, and
Staffing Requirements

This section provides NASA HR professionals and management officials with information on
competitive service and excepted service TLE authorities and durations.

4.1

Appointment Types and Durations

Competitive service time-limited appointments are governed by 5 CFR Part 316 (Government-wide)
and 5 U.S.C. § 98006, Term Appointments, while excepted service time-limited appointments are
covered under 5 CFR Part 213, Excepted Service, and 5 CFR Part 302, Employment in the
Excepted Service:

Permanent Appointment — is one where there is no defined employment end date, the
employee receives a benefits package, the work is stable/consistent, not expected to change
within the next 6 years, same/similar employee skillset needed for the next 6+ years; and
multiyear sustainable funding is available. The tenure for permanent employees is either
tenure group 1-Career or tenure group 2-Career-Conditional.

Term Appointment - is one where there is a defined employment end date, and the
employee receives a benefits package. Currently, the term employment period lasts more
than 1 year, but not more than 6 years. Only NASA term appointments made under DE
procedures may lead to a permanent appointment, and only if all required conditions are
met. Term work is project-based and/or evolving work likely to be affected by future budget
fluctuations, organizational/mission changes, or technological transformation within the
next 6 years; or the employee skillset needed will likely evolve over time; or where the
funding is not stable. The tenure for term employees is tenure group 3-Indefinite. There is
Government-wide term authority for certain STEM-related positions (see the list in this
section). These terms appointments may be for a period of more than 1 year but not more
than 10 years (see 5 CFR 316.301(c)). These term positions cannot be extended beyond 10
years.

Social Science Series, 0101

Economist Series, 0110

Psychology Series, 0180

Natural Resources Management and Biological Sciences Group (i.e., 0400 group)
Medical, Hospital, Dental, and Public Health Group (i.e., 0600 group)
Engineering and Architecture Group (i.e., 0800 group)

Physical Science Group (i.e., 1300 group)

Mathematical Sciences Group (i.e., 1500 group)

Information Technology Group (i.e., 2200 group)

0O O OO0 O OO0 OO0

Important: Various appointing authorities have very specific rules for duration,

and most do not allow for conversion to permanent positions.
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Temporary Appointment — is one where there is a defined employment end date of 1
year or less and the employee does not receive a full benefits package. A temporary
appointment is for a specified period Not to Exceed (NTE) 1 year. The appointment may be
extended up to a maximum of 1 additional year (24 months of total service). The tenure for
temporary appointments is tenure code 0-No Tenure.

Excepted service appointment authorities have specific purposes and time limits that vary by the
specific authority.

4.2

Excepted Appointment — is one where the position is not in the competitive service or
Senior Executive Service (SES). Excepted appointments have no defined employment end
date, and the employee receives a benefits package.

The following are covered under excepted appointing authorities until they convert to a
permanent or term appointment in the competitive service:

NASA Pathways Intern Employment Program (IEP) participants.

NASA Pathways Recent Graduates Program (RGP) participants.

NASA Pathways Presidential Management Fellows (PMF) Program participants.
Schedule A individuals with disabilities appointments (i.e., 5 CFR § 213.3102 (u)).

O O O O

The tenure for these excepted service permanent employees is either tenure group 1-Career
or tenure group 2-Career-Conditional. Time-limited excepted service employees are in tenure
group 0 or tenure group 3 based on the duration of their appointment.

Excepted Appointment NTE — is one where there is a defined employment end date,
and the employee may or may not receive a benefits package. Excepted service employees
on NTE appointments expected to last 12 months or less do not receive a benefits package
and have a tenure code of 0-No Tenure. Employees on Excepted Appointment expected to
last 13 months or longer are entitled to a benefits package and are in tenure group 3-
Indefinite.

Note: SES/Scientific or Professional (ST)/Senior Level (SL) time-limited

appointments are not addressed in this desk guide.

Appropriate Uses for Time-Limited Appointments

Reasons for making a time-limited appointment include, but are not limited to:

Project work.
Extraordinary workload or surge capacity.
Scheduled abolishment of position.

Reorganization.
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4.3

Contracting out of the function.
Uncertainty of future funding.
Uncertain or changing demand for skills or limited need for specific skills.

Need to maintain permanent positions for placement of employees who would otherwise be
displaced from other parts of the organization during a reduction in force (RIF).

Competitive Service Time-Limited Appointment Authorities Used at NASA

This paragraph includes the competitive service time-limited appointment authorities used at NASA.
Refer to Appendix E, Competitive Service Appointment Types — General Reference Document, for
more information about competitive service appointment types.

Merit Promotion and Placement (MPP) (formerly Competitive Placement Plan) —
These are competitive announcements that target Federal employees with competitive status.
Reinstatement-eligible individuals and individuals who may apply under special hiring
authorities can be appointed to competitive service term positions.

DE — DE is an authority that the Office of Personnel Management (OPM) grants to Federal
agencies to fill competitive civil service jobs. Appointments made by agencies through DE
authority are subject to civil service laws and regulations.

DHA — DHA is an authority that OPM gives to Federal agencies for filling vacancies when a
critical hiring need or severe shortage of candidates exists. OPM has granted NASA DHA
for the majority of our occupations through December 2024. OPM has also issued
Government-wide DHA for specific occupations indefinitely or with a specific end date.

NASA Term Appointment — The Federal Workforce Flexibility Act of 2004 allows for
term appointments up to 6 years with conversion to permanent competitive service status, if
advertised as such and certain criteria are met. This authority also allows employees
appointed under this authority to apply for permanent positions under NASA’s merit
promotion programs after 2 years and if certain conditions are met.

Ten Year Term for STEM-related Positions - The regulation on temporary and term
appointments provides a 10-year term option for certain STEM-related positions. These
appointments cannot be extended beyond 10 years and cannot be made permanent (for
more information see, 5 CFR Part 316 specifically 5 CFR 316.301(c)):

Social Science Seties, 0101.

Economist Series, 0110.

Psychology Series, 0180.

Natural Resources Management and Biological Sciences Group (i.e., 0400 group).
Medical, Hospital, Dental, and Public Health Group (i.e., 0600 group).
Engineering and Architecture Group (i.e., 0800 group).

Physical Science Group (i.e., 1300 group).

Mathematical Sciences Group (i.e., 1500 group).

Information Technology Group (i.e., 2200 group).

O 0O O OO OO0 O0O OO0
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Transfers — A transfer is a change of an employee without a break in service from a position
in one agency to a position in another agency that can be filled under the same appointing
authority.

Reinstatements — This authority allows for the reemployment of an individual formerly
employed in the competitive service who had competitive status at the time of separation.

30% Disabled Veteran — This authority allows for noncompetitive temporary appointment
of more than 60 days with conversion to career or career conditional anytime during the
appointment.

VRA Eligibles — This authority allows for individuals who are eligible for VRA
appointments to be noncompetitively appointed to a temporary or term appointment up to
the General Schedule (GS)-11 level. There is no conversion eligibility to a career or career
conditional.

Reemployed Annuitants — A retired CS who is collecting an annuity and is reemployed by
the Federal Government.

Military Spouse — The Military Spouse Noncompetitive Appointing Authority allows for
noncompetitive appointment of certain military spouses to positions in the competitive
service.

Foreign Service — This authority allows for noncompetitive hiring of current and former
Foreign Service employees.

Family Member — A noncompetitive hiring authority available to an eligible family member
who accompanied a spouse or parent to a Foreign Service post.

Interchange Agreements — OPM and an agency having an established merit system (in the
excepted service) may enter into an agreement prescribing conditions under which
employees may be moved from one merit system to another.

Postal Service — This authority permits appointment of an employee or officer of the Postal
Career Service without a break of a single day. This authority applies when the employee is
serving under appointment without a time limit.

General Accounting Office (GAO) — This authority permits appointment of a current or
former GAO employee who has completed at least 1 year of continuous service under a
nontemporary appointment.

Administrative Office (AO) of the United States (U.S.) Courts — This authority permits
appointment of a current or former AO of the U.S. Courts employee, except employees
appointed to a high-level position under 28 U.S.C. 603 or a position of a confidential or
policy-determining nature. An employee must have completed at least 1 year of continuous
service under nontemporary AO appointment.
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4.4

Excepted Service Time-Limited Appointment Authorities Used at NASA

The excepted service time-limited appointment authorities in this section are used at NASA:

Schedule A (u) — Individuals with Disabilities (IWD) — The IWD authority provides
noncompetitive appointments for individuals with disabilities under permanent, time-limited,
or temporary appointments. After 2 years of service, individuals on a permanent or time-
limited appointment can be converted to a career or career-conditional appointment in the
competitive service.

Schedule A (r) — Fellowships & Industry Exchange — This authority allows for positions
established in support of fellowships or to bring experienced practitioners from private
sector to an agency to foster mutual understanding and to exchange ideas.

Schedule A (d) — Attorney — All attorney positions are in the excepted service.

Schedule A (e) — Law Clerk Trainee — Appointments under this authority are confined to
graduates of recognized law schools or persons having equivalent experience and shall be for
periods not to exceed 14 months pending admission to the bar.

Schedule A (i)(2) — Critical Hire — This authority allows a manager to fill positions for
which a critical hiring need exists for a period of 30 days with another 30-day extension.

Schedule A (aa) — Scientific & Professional Research Associate Positions — This
authority can be used to fill scientific and professional research associate positions.

Schedule D — Pathways IEP — The Pathways IEP is designed to provide students enrolled
in a wide variety of educational institutions, from high school to graduate level, with
opportunities to work in agencies and explore Federal careers while still in school and while
getting paid for the work performed.

Schedule D — Pathways RGP — The Pathways RGP is designed to hire recent college
graduates within 2 years after completing their academic program.

Schedule D — Pathways PMF or STEM Fellow — This authority is designed to recruit
candidates who earned an advanced degree within the previous 2 years or those who will
earn their advanced degree by August 31 of the following year.

NEX — This authority provides management with an additional recruitment tool for filling a
nonclerical, critical need/hard-to-fill position to accomplish short-term projects ot to
appoint individuals with expertise that is needed for a limited duration.

VRA — This authority allows noncompetitive appointments of eligible veterans to fill
positions up to the GS-11 level with conversion after 2 years of successful service.

Experts or Consultants — This authority allows the hiring of experts and consultants to
perform expert or consultant work that is temporary (not to exceed 1 year) or intermittent.
(This differs from employing experts and consultants through procurement contracts, which
are covered by regulations issued by the General Services Administration.) An expert is
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specifically qualified by education and experience to perform difficult and challenging tasks
in a particular field beyond the usual range of achievement. A consultant is someone who
can provide valuable and pertinent advice generally drawn from a high degree of broad
administrative, professional, or technical knowledge or experience.

4.5 Recruitment Resources

Your Human Resources Business Partner (HRBP), Staffing Specialist, or Agency Recruitment team
can assist in developing the right recruitment plan for your position. Both active and passive
recruitment tools are available to assist with locating the right talent.

4.6 Initial Appointment Salary Determination

Typically, in both the competitive and excepted service, the individual will be hired at the first step
of the grade for which the individual is selected. Superior qualifications and special needs paysetting
authority are allowable for most appointment authorities; however, regulatory requirements must be
met. Compensation and paysetting rules may be different for different appointing authorities or the
appointee’s prior service; therefore, care must be taken when determining compensation.

4.7 Recruitment and Relocation Incentives and Redesignation and Retention
Bonuses

Employees on a time-limited appointment may be eligible for bonuses. Bonuses and incentives (e.g.,
relocation, redesignation, and retention) must meet regulatory requirements. When a bonus or
incentive is approved, the documentation must provide evidence of the need for the
bonus/incentive.

4.8 Onboarding

Onboarding is the process of welcoming and integrating new employees into NASA, preparing them
to succeed at their job, and helping them become fully engaged, productive members of the Agency.
Optimizing the onboarding process can maximize employee productivity, engagement, and
retention. Onboarding for time-limited employees will be very similar to onboarding for permanent
employees. The main difference is education and setting expectations for time-limited employees
regarding the nature of their appointments and the significance of this to their time at NASA. Refer
to Appendix D, Hiring Manager Roles and Responsibilities, for more information about the hiring
official’s roles and responsibilities in the hiring process.

Key outcomes of the onboarding process include:
e New hires quickly become fully performing, engaged employees.
e New hires take ownership of their own onboarding experiences.
e NASA provides an inclusive and empowering environment (e.g., resources, contacts).
e New hires become “Employees of NASA.”

e TLE new hires and their supervisors have a clear understanding of what it means to be time
limited and understand the difference between being time limited and permanent.
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Managers are encouraged to ensure a welcoming and inclusive environment in which time-limited
employees quickly feel accepted as part of the team and are provided with the tools and resources
necessary to add immediate value. This accepting culture includes an attitude of unity, appreciation,
and a strong sense of community, as well as fostering engagement and enthusiasm for the mission.

Managers are encouraged to ensure that systems and processes are compatible with this “one team”
belief to reap the benefits of a more engaged workforce, increased innovation, and productivity.
Onboarding processes should be transparent, with managers ready to offer clear communication and
direction as needed, as the process may not be readily intuitive to the new hire.

Managers should be prepared to address the new hire’s questions regarding start dates, paperwork,
and benefits. Similarly, managers should ensure that relevant offices are working in coordination
with one another (e.g., information technology (IT) and Security) to onboard the new hire in a
timely manner and prevent delays. Poor visibility and lack of feedback may hinder the likelithood that
the new hires will be able to enthusiastically contribute in the near term.

At no time should a supervisor or manager allude to or make promises toward permanent
employment. If questions should arise, please refer them to the HRBP. Managers may also request
assistance to help the time-limited employee with resources on conducting a job search and
interviewing skills prior to the end of the employee’s appointment.

Stages of Onboarding include:

¢ In-Processing — Onboarding begins with the job offer and continues with new hire
in-processing and orientation the first day on the job. Key activities of in-processing include
equipping the new employee with the credentials and resources to be effective on the first
day. This is a collaborative effort of Security, I'T, HR, and facilities functions. In addition, the
NSSC supports new hires by providing them with information and processing their benefits
and insurance. Time-limited employees receive credentials, benefits counseling,
communications, etc., appropriate to their status.

e Day One — On their first day, new hires attend new hire orientation, during which they are
sworn in and are briefed on key topics that they will need right away. Onboarding continues
after the employee’s first day, throughout the first year on the job, and it includes
developmental activities to help the new employee assimilate as quickly as possible. These
activities facilitate their integration into NASA culture and provide growth and learning
opportunities to enable their success. Time-limited employees participate jointly with other
employees and have the same experience.

e First Month — During the employee’s first month, the supervisor should establish the new
employee’s performance plan and meet to discuss performance standards and to finalize the
plan. Arrangements should be made to introduce the new employee to peers, management,
and leadership to begin networking and connections. Supervisors should ensure that the new
employee is completing mandatory training, learning about work requirements, and
interacting with new colleagues and leaders. Supervisors and new employees should discuss
development opportunities and establish an Individual Development Plan (IDP), if
appropriate. Time-limited employees are expected to have the same experience as other
employees.
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First Year — With a variety of opportunities available to employees, the supervisor should be
committed to launching employees in their personal and professional development during
their first year and beyond. The supervisor should provide performance feedback on an
ongoing basis and complete required performance management milestones (i.e., midpoint
progress review, annual performance rating). New employees should be provided time to
attend Center and Agency onboarding activities. New employees are encouraged to
participate in activities such as: Employee Resource Groups (ERGs), Center or Agency
initiatives (e.g., resource group and tiger team), outreach events (e.g., science fair and local
school events), etc. Time-limited employees are expected to have a very similar experience to
other employees.
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Section 5 — Expiration of Appointments and Terminations

This section covers different scenarios regarding the termination or removal of a time-limited
employee.

5.1 Conditions of Employment

Appointees must be informed in writing of the conditions of their appointments (that is, the
time-limited nature of the appointment) prior to their appointment effective date. The notification
must be included in the job offer letter or in a separate statement of understanding that the
employee signs before the appointment date. Both the employee and the hiring manager/supetvisor
must be provided a copy of the signed document. Refer to Appendix C, Statement of Understanding
for Permanent Civil Service Employees Selected for a Time-Limited Appointment and/or Excepted
Service Appointment.

Important: It is the responsibility of the hiring manager/supervisor, in
consultation with the Staffing Specialist, to ensure that the employee
understands the conditions of employment particularly the time limit, any
opportunities for extension, and that there is no conversion to or promise
of a permanent appointment. Although some time-limited appointments
allow for conversion to a permanent appointment, there is no guarantee
that time-limited employees will be offered permanent employment. Time-
limited employees may apply through the appropriate process and be selected for

a permanent appointment at any time.

5.2 Expiration of Appointment

The appropriate HCO must monitor appointees and ensure supervisors are aware of upcoming
expiration dates. Centers are required to monitor time-limited appointments and determine if the
appointment will be terminated or extended. The NSSC should be notified in advance if the
appointment will be extended.

Employment on term appointments ends automatically on the expiration of the term appointment,
unless separated eatlier.

Appointees who are terminated on their NTE date are not covered by adverse action procedures or
appeal rights.

5.3 Terminations before the Expiration of Appointment (NTE) Date

Competitive Service: Time-limited appointees who have not completed their trial period are
generally not covered by adverse action procedures or appeal rights, if separated before their NTE
date for any reason (e.g., for cause or for budget reasons).

Excepted Service: Appointees who have not completed 2 years of continuous service (or who have
not completed 1 year if the individual has Veterans’ Preference eligibility for Federal appointment)
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are generally not covered by adverse action procedures or appeal rights, if separated before their
NTE date for any reason (e.g., for cause or for budget reasons).

Generally, excepted service appointees who have completed 2 years of continuous service (or 1 year
for Veterans’ Preference eligibles) are covered by adverse action procedures and have appeal rights,
if separated before their NTE date for any reason.

Note: Prior to removing an appointee before the expiration date of the
appointment, organizations must consult with Employee Relations Subject
Matter Experts (SMEs) and General Counsel to ensure all legal and regulatory

requirements are met.

5.4 Severance Pay and Involuntary Separation

Current permanent employees may be appointed to a time-limited appointment. Refer to Appendix
B, Appointing Current Federal Employee to a Time-Limited Appointment Fact Sheet.

Individuals appointed to time-limited positions are not typically entitled to severance pay. However,
employees placed on a time-limited appointment from a permanent Federal service (Competitive,
Excepted or SES) position without a break in service of more than 3 days between the permanent
and time-limited appointment, could be eligible for severance pay at the end of their time-limited
appointment if the separation meets the definition of an “involuntary separation” and they are not
eligible for an immediate annuity.

An involuntary separation means a separation initiated by an agency against the employee’s will
and without the employee’s consent for reasons other than inefficiency, including a separation
resulting from the expiration of a time-limited appointment effected within 3 calendar days
after separation from a qualifying appointment. In addition, when an employee is separated
because the employee declines to accept reassignment outside the employee’s commuting area, the
separation is “involuntary” if the employee’s position description or other written agreement does
not provide for such a reassignment. However, an employee’s separation is not “involuntary” if,
after such a written mobility agreement is added, the employee accepts one reassignment outside the
employee’s commuting area, but subsequently declines another such reassignment.

5.5 Separation/Offboarding Requirements
Supervisors, with the assistance of the HRBP, should encourage:

e Employees to request assistance with resources for conducting a job search and interviewing
skills prior to their appointment end date, if needed.

e Employees to ask about and understand what happens to their benefits when they separate.

Supervisors are responsible for ensuring employees complete the out-processing procedures for
their organization and ensuring all items related to their job, including keys, access cards, cell phone,
laptop, etc., are returned prior to departure.
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Section 6 — Performance Management, Awards, and Training

6.1 Performance Management

Time-limited employees are covered under the Agency’s EPCS. Refer to NPR 3430.1, Employee
Performance and Communication System (EPCS).

6.2 Awards

Cash awards: Employees may receive awards for performance and superior accomplishment. When
giving a cash award, NASA follows the guidance under 5 U.S.C. Chapter 45, Incentive Awards, and
NPR 3451.1, NASA Awards and Recognition Program.

Honor awards: Employees may be nominated for an honor award. When giving an honor award,
NASA follows the guidance under NPR 3451.1, NASA Awards and Recognition Program.

6.3 Training

Employees are eligible for job-related training at the discretion of their supervisors. Employees must
complete mandatory training required by the Federal Government and the Agency. NASA
leadership development programs and opportunities may not be available to time-limited employees
due to the specific goals of this program and time-limited, nonpermanent nature of the
appointment. Consult with your HRBP on the appropriateness of specific training courses or
programs.
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Section 7 — Leave and Hours of Duty

Employees follow the same rules on leave and hours of duty as permanent NASA employees follow.
Additional information on leave administration and hours of duty are contained in the Agency
policy, NPR 3600.1, Attendance and Leave.

71 Leave

Employees accrue and use annual and sick leave in accordance with the same provisions that cover
permanent civil service employees. Employees are eligible for annual leave enhancements. A
temporary employee with an appointment of less than 90 days is entitled to accrue annual leave only
after being currently employed for a continuous period of 90 days under successive appointments
without a break in service. After completing 90 days of continuous employment, the employee is
credited with leave that would have accrued to the employee’s credit during that period. Intermittent
employees are not entitled to accrue leave.

At the discretion of the Agency, a potential hire may be provided service credit that otherwise would
not be creditable for the purpose of determining the annual leave accrual rate for annual leave
enhancements. Enhanced leave is a discretionary flexibility that can be used to meet the Agency
needs. A potential hire has no entitlement to enhanced annual leave.

Enhanced leave can only be used for non-Federal work experience and experience in the uniformed
service.

7.2 Hours of Duty
Employees are covered by the work schedules established by local policy.
7.3  Telework and Remote Work

Eligibility for telework and remote work are contained in Agency policy, NPR 3600.2, NASA
Telework Program, and apply to all civil service employees who meet the eligibility requirements.
These flexible work arrangements are subject to prior approval of supervisors.
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Section 8 — Benefits

This section includes information on retirement coverage, other benefits, and travel.
8.1 Retirement Coverage

Employees who are appointed for longer than 1 year will generally be eligible to participate in a
Federal retirement program. Each appointee’s service history will be reviewed upon appointment to
determine the appropriate retirement system.

Employees on appointments of 1 year or less in duration are generally not eligible to participate in a
Federal retirement program and will typically only be covered by Social Security (through Federal
Insurance Contributions Act (FICA) payroll taxes). If the appointee has prior civil service that
afforded other retirement coverage, the appointee’s service history will be reviewed upon
appointment to determine the appropriate retirement system.

8.2 Other Benefits

Subject to applicable regulations, candidates are considered employees for coverage under the
following benefits programs for Federal employees:

e Initial appointments that are scheduled to last more than 1 year are eligible for all benefits, to
include:

Thrift Savings Plan (TSP).

Federal Employees Health Benefits (FEHB) Program.

Federal Employees Dental and Vision Insurance Program (FEDVIP).

Federal Flexible Spending Account (FSAFEDS) Program.

Federal Employees’ Group Life Insurance (FEGLI).

NASA Employees Benefit Association (NEBA).

Federal Long Term Care Insurance Program (FLTCIP). There is currently a 2-year
suspension on enrollment that expires on December 19, 2024.

0 O O O O o0 o

e Initial appointments that are scheduled to last for 1 year or less include these specific
provisions:

o TSP — Generally not eligible to participate.

o FEHB Program — Appointees who are expected to work 130 hours per calendar
month for at least (the upcoming) 90 days are eligible for FEHB enrollment.

o FEDVIP — Employees are eligible if they meet the definition of employee, as defined
in 5 U.S.C. § 8901(1), unless they are in an excluded position, as defined in 5 CFR §
894.302.

o FSAFEDS Program — If the employee, as defined in 5 U.S.C. § 8901(1), is eligible to
participate in FEHB, the employee is eligible for FSAFEDS. It does not matter if the
employee is actually enrolled in FEHB; eligibility is the key. For Dependent Care
FSA, intermittent employees whose tour of duty is expected to last 180 days or less
are not eligible.

o FEGLI — Generally not eligible to participate.

o NEBA - Eligible to participate in all benefits available.
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o FLTCIP — If employee is eligible to participate in FEHB, the employee is eligible for
FLTCIP. It does not matter if the employee is actually enrolled in FEHB; eligibility is
the key per 5 CFR § 875.201. There is currently a 2-year suspension on enrollment
that expires on December 19, 2024.

8.3 Travel and Transportation

Generally, time-limited appointees are entitled to the same travel and transportation benefits as
permanent NASA civil service employees.
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Section 9 — Bargaining Unit Status

A bargaining unit is a group of employees with common interests represented by a labor union. The
labor union represents the employees in their dealings with management. The Federal Labor
Relations Authority is the organization that certifies and determines the labor union’s
representational status. At NASA, bargaining unit employees at individual Centers are represented
by either the American Federation of Government Employees or the International Federation of
Professional and Technical Engineers.

The statutory criteria for unit determination are set forth in 5 U.S.C. § 7112, Determination of
Appropriate Units for Labor Organization Representation. For the most part, employees falling
within six major categories may not be included in bargaining units exclusively represented by
Federal employee unions. These six major employee categories are:

1. Management officials

2. Supervisors

3. Confidential employees

4. Employees engaged in personnel work

5. Employees engaged in national security activities
6. Employees involved in internal audit functions

Employees are not excluded from coverage in a bargaining unit on the basis of the appointing
authority. It is recommended that employees work with their Servicing Labor Relations Officers to
review the terms of the collective bargaining agreement at their Centers to determine the types of
employees included or excluded from coverage.
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Appendix A — Acronyms and Abbreviations

Acronyms that are used in this desk guide are identified upon first use in this document. Thereafter,
the acronym is used. In cases where the first or only instance of the use of an acronym is in a table
or graphic, it may not be spelled out on first reference. Since many acronyms and abbreviations have
multiple meanings, the following list includes those used in this guide and the applicable meaning:

Acronym/Abbreviation Meaning
AO Administrative Office
CFR Code of Federal Regulations
CS Civil Servant
CSRS Civil Service Retirement System
DD Defense Department
DE Delegated Examining
DHA Direct Hire Authority
EPCS Employee Performance and Communication System
ERG Employee Resource Group
FEDVIP Federal Employees Dental and Vision Insurance Program
FEGLI Federal Employees’ Group Life Insurance
FEHB Federal Employees Health Benefits
FERS Federal Employees Retirement System
FICA Federal Insurance Contributions Act
FLTCIP Federal Long Term Care Insurance Program
FSA Flexible Spending Account
FSAFEDS Federal Flexible Spending Account
FTE Full Time Equivalent
GAO General Accounting Office
GS General Schedule
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Acronym/Abbreviation

Meaning

HCO Human Capital Office

HQ Headquarters

HR Human Resources

HRBP Human Resources Business Partner

1DP Individual Development Plan

IEP Intern Employment Program

IPA Intergovernmental Personnel Act

IT information technology

IWD Individuals with Disabilities

MPP Merit Promotion and Placement

MSEO Mission Support Enterprise Organization
NASA National Aeronautics and Space Administration
NEBA NASA Employees Benefit Association
NEX NASA Excepted

NF NASA Form

NOPS NASA Organizational Profile System
NPD NASA Policy Directive

NPR NASA Procedural Requirements

NSSC NASA Shared Services Center

NTE Not to Exceed

OCHCO Office of the Chief Human Capital Officer
OPM Office of Personnel Management

PMF Presidential Management Fellows
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Acronym/Abbreviation

Meaning

PPBE Planning, Programming, Budgeting, and Execution (PPBE)

QSI Quality Step Increase

RGP Recent Graduates Program

RIF reduction in force

SES Senior Executive Service

SES/ST/SL Senior Executive Service (SES)/Scientific or Professional
(ST)/Senior Level (SL)

SF Standard Form

SME Subject Matter Expert

STEM Science, Technology, Engineering and Mathematics

TLE Time-Limited Employment

TSP Thrift Savings Plan

u.s. United States

US.C. United States Code

VRA Veterans’ Recruitment Appointment

WEP Workforce Planning

WEFPRO Workforce Professional

WYE Work Year Equivalent
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Appendix B — Appointing Current Federal Employee to a Time-Limited
Appointment Fact Sheet

Current career or career conditional employees can be appointed to a time-limited appointment. The
conditions of employment typically change when individuals accept TLE and/or move from
competitive service positions to excepted service positions. This appendix provides information
regarding appointing current Federal employees to a time-limited position.

B.1 Involuntary Separation

An involuntary separation means a separation initiated by an agency against the employee’s will
and without the employee’s consent for reasons other than inefficiency, including a separation
resulting from the expiration of a time-limited appointment effected within 3 calendar days
after separation from a qualifying appointment. In addition, when an employee is separated
because the employee declines to accept reassignment outside the employee’s commuting area, the
separation is “involuntary” if the employee’s position description or other written agreement does
not provide for such a reassignment. However, an employee’s separation is not “involuntary” if,
after such a written mobility agreement is added, the employee accepts one reassignment outside the
employee’s commuting area, but subsequently declines another such reassignment.

B.2 Severance Pay

Employees appointed to time-limited positions are not typically entitled to severance pay. However,
nonretirement-eligible employees placed on a time-limited appointment from a permanent Federal
service (Competitive, Excepted, or SES) position without a break in service of more than 3 days
between the permanent and time-limited appointment, could be eligible for severance pay if
involuntarily separated from the time-limited appointment.

Severance pay is based on years of service. The formula used to calculate severance pay is 1 week’s
pay for each year of service up to 10 years and 2 week’s pay for each year of service after 10 years.
Involuntarily separating employees with many years of permanent Federal employment will result in
NASA paying higher amounts of severance pay. If an employee is eligible for retirement, the
employee is entitled to an annuity, but not severance pay, upon separation.

B.3 Impact of Break in Service

Both the hiring official and permanent Federal employee should be advised that a break in service of
4 days may be required. If a 4 -day break in service is agreed to by both parties, careful coordination
is required to ensure the employee has a final offer in writing before deciding to accept a time-
limited appointment. This applies to both NASA and external permanent employees.

A break in service of more than 3 days could have impact on an employee’s leave, benefits,
and retirement coverage, including:

e If a Federal employee resigns from Federal service, the employee’s annual leave would
typically be paid out by the losing agency. This can be mitigated by working with the losing
agency to prevent the annual leave pay out. If the annual leave is paid out, the employee is
required to repay the gross amount paid, which includes taxes. Unused compensatory time
and time off awards are lost by the employee upon resignation and cannot be recovered.
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e Employees may experience issues with their Flexible Spending Account (FSA).

e FEHB and FEGLI coverage may be impacted. NEBA benefits may also be impacted for
NASA employees.

e A change to the employee’s retirement coverage may be needed. This change would depend
on the employee’s specific retirement coverage and the type and length of the time-limited
appointment.

o For competitive service term appointments under either the Federal or NASA
Flexibility authorities:

* Federal Employees Retirement System (FERS) employees would
continue to be covered under FERS and should have no issues with
FEHB or FEGLI benefits.

= Civil Service Retirement System (CSRS) employees could not continue to
be covered under CSRS but could elect FERS coverage. If the employee
does not elect FERS, the employee would lose all benefits upon return,
but would be eligible to elect coverage under the FEHB Program.

o For excepted service time-limited appointments, both FERS and CSRS, employees
may be able to continue their current retirement coverage and should have no issues
with FEHB or FEGLI benefits.

Important: These determinations are very specific to a person’s individual
circumstances. The prospective employee would need to consult with an NSSC
Retirement Counselor about that employee’s particular situation. The decision to
require a 4-day break in service or not must be documented by the HR Director

and sent to Staffing Services for incorporation with staffing case file.

B.4 Requirement for a Written Statement for Permanent Competitive Service
Employees Offered Excepted Appointments

When an employee serving under a nontemporary appointment in the competitive service is selected
for an excepted appointment, the Agency must complete both of the following:

1) Inform the employee that, because the position is in the excepted service, it may not be filled
by a competitive appointment and that acceptance of the proposed appointment will take
the employee out of the competitive service while the employee occupies the position.

2) Obtain from the employee a written statement that the employee understands the employee
is leaving the competitive service voluntarily to accept an appointment in the excepted
service.
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For a template to meet this requirement, refer to Appendix C, Statement of Understanding for
Permanent Civil Service Employees Selected for a Time-Limited Appointment and/or Excepted
Service Appointment.

B.5 Other Agreements Needed for Time-Limited Appointments

e NASA Form (NF)1720, Statement of Understanding Conditions of Term Employment
Competitive Appointment

e NF1721, Statement of Understanding Conditions of Term Employment Non-Competitive
Appointment

e NF1902, Statement of Understanding Conditions of Term Employment (For Certain
Science, Technology, Engineering, Mathematics Occupations) Appointment

e NASA’s 21st Century Technical Expert and Fellows Program for Excepted Service,
Schedule A (r) Desk Guide, Appendix B, Statement of Understanding

e NASA Desk Guide on NASA Excepted (NEX) Employment, Appendix B, Statement of
Understanding
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Appendix C — Statement of Understanding for Permanent Civil Service
Employees Selected for a Time-Limited Appointment and/or Excepted
Service Appointment

Note: Personnel preparing this statement of understanding should customize the
content for the individual receiving it. The bracketed highlighted text should be
replaced with the content specific to the recipient. Remove highlights and delete
brackets and placeholder text prior to submitting to recipient.

Dear [FirstName LastName],

You have been selected for appointment to a time-limited position at the National Aeronautics and
Space Administration (NASA). Please review the checked information in this document and certify
that you understand the following provisions and conditions of Time-Limited Employment:

o Competitive service career or career-conditional employees have reinstatement rights to
the competitive service based on prior Federal service.

e _ I understand this appointment is time-limited and is initially offered for [Number of]
years.
e _  'This appointment may only be extended if the maximum allowable duration has not

been met and the manager determines a longer duration is necessary.

o This appointment is subject to termination before the expiration date due to mission or
funding requirements/changes or for cause based on performance or conduct.

o This appointment does not confer competitive status, nor does it provide for or lead to
noncompetitive conversion into the competitive service.

J I must seek guidance from a NASA Retirement Counselor to fully understand the
implications to my current retirement system and other Federal benefits.

Excepted Service Appointment:

o This is an excepted service position, and it may not be filled by a competitive
appointment.
o My acceptance of this excepted service appointment will move me out of the

competitive service.

o I am leaving the competitive service voluntarily to accept an appointment in the
excepted service.

o I understand that I am not guaranteed a position back in the competitive service at the
end of my time-limited excepted service appointment.
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I may ask for an explanation of anything I did not understand.

My signature on this document indicates I have read and understand the information in this
document.

Welcome to NASA!

Signature of Appointee Date
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Appendix D — Hiring Manager Roles and Responsibilities

This appendix is for hiring managers/officials. It is the hiring managers/officials’ responsibility to be
familiar with Merit System Principles and Prohibited Personnel Practices.

D.1  Merit System Principles

Personnel management and practices are based on and embody the Merit System Principles. The
Merit System Principles are the public’s expectations of a system that is efficient, effective, fair, open
to all, free from political interference, and staffed by honest, competent, and dedicated employees.
As management of HR continues to change (e.g., centralization, deregulation, delegation), it
becomes increasingly important that line supervisors and managers incorporate the Merit System
Principles, which can be found at: https://www.mspb.gov/msp/meritsystemsprinciples.htm, into
every decision process they use.

The Merit System Principles are:

1. Recruit qualified individuals from all segments of society and select and promote employees
on the basis of merit after fair and open competition, which assures that all receive equal
opportunity.

2. Treat employees and applicants fairly and equitably, without regard to political affiliation,
race, color, religion, national origin, sex, marital status, age, or handicapping condition, and
with proper regard for their privacy and constitutional rights.

3. Provide equal pay for equal work and recognize excellent performance.

4. Maintain high standards of integrity, conduct, and concern for the public interest.
5. Manage employees efficiently and effectively.

6. Retain and separate employees on the basis of their performance.

7. Educate and train employees when it will result in better organizational or individual
performance.

8. Protect employees from arbitrary action, personal favoritism, or coercion for partisan
political purposes.

9. Protect employees against reprisal for the lawful disclosure of information in
“whistleblower” situations (i.e., protecting people who report things such as illegal and/or
wasteful activities).

D.2 Prohibited Personnel Practices

Prohibited Personnel Practices are those things an employee with personnel authority may not do.
Supervisors, managers, and HR personnel have personnel authority and can take, direct others to
take, recommend, or approve a personnel action. This includes appointments, promotions,
discipline, details, transfers, reassignments, reinstatements, or any decisions concerning pay, benefits,
training, and any decision to order psychiatric testing or examination. A personnel action now also
includes any significant change in duties, responsibilities, or working conditions that are inconsistent

Page 39 of 59


https://www.mspb.gov/msp/meritsystemsprinciples.htm
https://www.mspb.gov/msp/meritsystemsprinciples.htm
https://www.mspb.gov/msp/meritsystemsprinciples.htm

NASA Time-Limited Employment (TLE) Desk Guide — Version 4
July 8, 2024

with the employee’s salary or grade. People with personnel authority are charged with avoiding
Prohibited Personnel Practices. For more information on Prohibited Personnel Practices, visit:

https:

osc.gov/Services/Pages/PPP.aspx.

Prohibited Personnel Practices are:

1.

10.
11.

12.

13.

14.

Discriminating on the basis of race, color, religion, sex, national origin, age, handicapping
condition, marital status, or political affiliation.

Soliciting or considering any personnel recommendation or statement not based on personal
knowledge or records of performance, ability, aptitude, general qualifications, character,
loyalty, or suitability.

Coercing an employee’s political activity.

Deceiving or obstructing any person with respect to such person’s right to compete for
employment.

Influencing a person to withdraw from competition for the purpose of improving or injuring
the prospects of another person for employment.

Granting any preference or advantage not authorized by law, regulation, or rule to any
employee or applicant for the purpose of improving or injuring the prospects of another
person for employment.

Employing, promoting, or advocating a relative.
Retaliating against a Whistleblower, whether an employee or an applicant.

Retaliating against employees or applicants who exercise their appeal rights, testify,
cooperate with an Inspector General or the Special Counsel, or refuse to break the law.

Discriminating based on actions not adversely affecting performance.

Violating any law, rule, or regulation implementing or directly concerning the Merit System
Principles.

Violating Veteran’s Preference by taking or failing to take a personnel action per the
National Defense Authorization Act for Fiscal Year 1997.

Avoiding Prohibited Personnel Practices will not guarantee that hiring managers/officials
will never have to defend a decision or action, but it will give them a firm basis from which
to start.

Accessing the medical record of an employee or applicant, as part of, or in furtherance of
any of the above-listed prohibitions.
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D.3 Hiring Manager Responsibilities
The following are the responsibilities of the hiring manager/official:
1. Obtain Applicable Hiring Approvals Required by the Organization
a. Determine how long the position will be needed.
b. Decide on which recruitment option(s) to pursue.
2. Develop a Plan for Hiring

a. Assess the department’s hiring needs as part of the WEFP phase instead of simply
reacting when a vacancy occurs.

b. Review current job analysis information, position descriptions, and assessment tools
related to the vacant positions.

c. Determine where updates and improvements in these sources are needed.

d. Prepare plans to develop and update job and assessment materials.

e. Coordinate with HR to identify target timelines for all elements of the hiring process.
3. Participate in the Job Analysis Process

The hiring manager/official’s participation in a comprehensive job analysis is critical to the
accurate identification of competencies that will produce a list of highly qualified candidates
for the vacancy. The rating criteria used to determine which applicants will be referred for
consideration will be based on an in-depth analysis of the job. The HR Specialist will work
closely with the hiring manager/official or an SME to determine the major job duties and to
identify those duties that are most important. Analysis of the job will entail a review of the
position description, classification standard, and résumé of the last incumbent to ensure that
the duties are fully understood. Please consider the following when working with the HR
specialist on the job analysis:

a.  What are the specific duties for the position? What tools, materials, equipment, and
processes are used to perform the tasks in the job?

b. What are the critical tasks, key result areas, and discrete outcomes of the position?

c.  What behaviors, skills, knowledge, and experience are the most important to
achieving key results and outcomes?

4. Provide Recruitment Input

Hiring managers/officials have a role in finding the best qualified applicants for the job.
They may be involved in recruiting at several points in the hiring process. As part of NASA’s
effort to attract top talent in a competitive job market, they may be asked to participate in
video messages, job fairs, and college recruitment efforts. For their own vacancies, they
should certainly use their professional and academic contacts to locate qualified candidates
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and encourage them to apply when positions are announced. They should also let the HR
specialist know when they have a potentially promising candidate; however, this does not

guarantee referral of the candidate. Confer with HR to determine which hiring authorities,
flexibilities, and options are likely to result in the best hires. The following are some of the
ways they can provide input:

a. Participate in writing and reviewing accurate and concise job announcements.
b. Share knowledge about likely sources of the best candidates.

c. Assist with the overall recruitment and assessment strategies and plans.

d. Submit appropriate documentation to HR to initiate the recruitment process.

e. Participate in recruitment efforts at colleges and universities, job fairs, and other
outreach venues.

f.  Identify SMEs to assist in the examining process.
5. Participate in the Development and Review of Applicant Evaluation Questionnaires
a. Help to develop an assessment plan.
b. Participate in the questionnaire development process.
c. Review all questionnaires, including scoring protocols, prior to use.
d. Understand and provide input into the review process, as applicable.
6. Understand the Application Process

Hiring managers/officials should be knowledgeable about how to wtite a résumé. Since they
may be the first Points of Contact for applicants and their own employees who are interested
in applying, they should understand what is required to ensure that applications are properly
prepared and submitted. They should encourage applicants to submit résumés that
completely represent the employees’ skills and competencies applicable to the position for
which the employees are applying.

7. Complete the Selection Process

Depending on the grade level, the quality of the résumé tells the reader many things. The
basic flow and readability of the résumé represents the applicant’s ability to communicate
through writing skills. It is a fair, and, in many cases, a necessary step, to evaluate the writing
ability of applicants. Another insight that can be derived from résumés is how people
organize their thoughts. How the applicants organized and described their duties and
experience may give some indication of their reasoning processes. It is worth recording
assessments for both of these criteria while reading the résumé. The first and most
important factor is that the applicant possesses the competencies and experience required by
the position. The first review should be a determination of competencies. Also, look for and
record other unique skills that may enhance job performance and set the applicant apart
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9.

10.

11.

from the others. An applicant’s Veteran’s Preference will affect who can be selected from a
referral list. Next, review the résumés for incentive awards and current performance ratings.
Selecting officials must fully consider these factors when assessing the candidates. Finally,
review the education, training, professional licenses, and certificate information to determine
if the applicant’s educational background further supports or enhances the position
requirements.

After receiving the certificate, the hiring manager/official (or delegated panel of SMEs) must
thoroughly review all candidate applications and determine which candidates will be
interviewed.

Use the Interview to Their Advantage
a. Determine critical competencies to be assessed.

b. Consider using a structured interview process whereby all candidates are treated the
same:

1. Ask the same questions of all applicants.
ii. Use a panel of two or more trained raters.
ii. Take notes.
iv. Rate responses independently using behaviorally based scoring benchmarks.
v. Use a consensus process when raters’ scores differ.
vi. Keep interview materials secure.
Check References

It is best to use prior supervisors over personal references since these individuals have
knowledge of the candidate’s work performance. Only contact the current supervisors if the
candidate has given permission to do so (this should be indicated on the résumé). It is also
advisable to obtain more than one reference for each candidate.

Make a Tentative Job Offer

Return the certificate to the NSSC staffing specialist to request any additional information
from the candidate and make the tentative job offer. The staffing specialist must verify
through additional candidate information that the candidate is indeed appointable before a
final offer can be made. The additional information can include college transcripts, Defense
Department (DD) Form 214, Certificate of Release or Discharge from Active Duty,
Standard Form (SF) 50, Notification of Personnel Action, etc.

Understand Recruitment Incentives

If it becomes necessary for the hiring manager/official to offer a recruitment incentive to
attract best-qualified applicants or to have the tentative offer accepted, then the hiring
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manager/official will want to work with the staffing specialist and consider the following
available incentives:

a.

b.

€.

f.

Superior Qualifications and Special Needs Appointment.
Recruitment Incentive.

Relocation Incentive.

Redesignation Incentive.

Qualification Pay.

Annual Leave Service Credit for Prior Employment.

12. Evaluate Outcomes

a.

Did the applicants referred for further consideration possess the technical
competencies and experience needed for the position?

ol

Was the hiring manager/official able to make a selection from the certificate? If not
why?

Was the hiring manager/official able to make a quality hire (i.e., would the hiring
manager/official hire the person again)?

Does the hiring manager/official have any suggestions for how the recruitment,
assessment, and/or hiring processes could be improved next time?

13. Provide for a Smooth Transition into NASA

a.

Keep in touch with the HR specialist and the candidate on a regular basis after the
tentative job offer has been made.

Coordinate with the Security Office for any required background investigation and
identification badge issuance.

Plan for a successful first day.

Cultivate a positive experience for the new employee.
Explain job responsibilities.

Answer questions.

Develop a performance plan.

Provide meaningful assignments.

Give the new employee timely and constructive feedback.

Solicit feedback from the new employee and make appropriate adjustments.
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Appendix E — Competitive Service Appointment Types — General
Reference Document

This appendix provides a quick reference table that answers the most common questions about TLE
and provides references to use when addressing specific circumstances.

Note: This appendix does not cover excepted service or SES appointments.

Question Permanent Term Temporary Reference
Appointments Appointments Appointments
Service Limit? No Limit More than 1 year, | Notto exceed 1 | 5 CFR 316.301
not to exceed 6 year with 1 & 5 CFR
years under NASA | extension 316.401
Flex possible 51.5.C. 9806
More than 1 year
not to exceed ten
years under certain
STEM
positions316.301(c)
Competitive status | Yes Possible under No 5CFR
gained? NASA Flex 316.303(a)
No, under 5 CFR 316.402
Government-wide 5 U.S.C. 9806
Serve 1-year Yes Yes No 5 CFR
probationary/ 316.304(a)
trial period?
Employment No Expiration Yes Yes 5 CFR
automatically date 316.303(b)
terminated at end
of appointment?
Early termination | Yes, using formal | Yes, using formal | Yes, at any time | 5 CFR 752.301
possible? procedures/ procedures/appeal 5 CFR 351.201
appeal rights or | rights or RIF
RIF
Earn within grade | Yes Yes No, if less than | 5 CFR 531.403
increases? 1 year
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. Permanent Term Temporary
I Appointments Appointments Appointments R
Need performance | Yes Yes Yes 5 CFR 430.202
appraisals? 5U.S.C. 4301
@ @)
Eligible for QSIs? | Yes Yes No 5 CFR 531.501
Eligible to earn Yes Yes Yes, if the 5U.S.C. 6303
annual leave and appointmentis | (b)
sick leave? for more than
90 days
Eligible for Yes Yes Yes (OPM and | 5 CFR 630.205
>
Enhanced Leaver NASA have 5 US.C. 9812
differing
requirements)
Eligible to Yes Yes Generally, no, if | 5 CFR 842.105,
participate in less than 1 year | The CSRS and
retirement FERS
coverager Handbook
Eligible for Yes Yes — to other No 5 CFR
promotion, Term work 335.102(e)
demotion, or
reassignment to
other positions?
Eligible to Yes Yes Generally, no, if | 5 CFR842.105
participate in TSP? less than 1 year
Eligible for Yes Yes Generally, no, if | 5 CFR 870.301
FEGLI? less than 1 year
Eligible for health | Yes Yes Possible — 5 CFR 890.102
benefits? Duration and
work-schedule
dependent
Eligible for Possible, for first | Possible, for first Possible, for 5 CFR 531.212
Superior appointment appointment first
Qualifications regardless of regardless of appointment
Appointments? tenure tenure regardless of

(advanced in-hire
rate)

tenure
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. Permanent Term Temporary

I Appointments Appointments Appointments R
Eligible for Yes Yes Yes 5 CFR 575.103,
recruitment, 203 & 303
feloca.uonl; and 5 U.S.C. 9804
retention bonus or & 9805
incentive?
Eligible for travel | Yes Yes No, if 5 CFR 572.101
expenses (first appointmentis | & 102
Fluty station, expected to last 5US.C. 9811
interviews, etc.) less than 1 year
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Appendix F — Frequently Asked Questions (FAQs)

g SR = 7- Vo Lo o T U1 Lo 53
1) What is a time-limited appointment? ... 54
2) Why does NASA use time-limited appointments?.............ccooiiiiiiiiiiie e 54
3) What is the difference between term, time-limited, and temporary appointments? 54

F.2 Types and Time Limits of Time-Limited Appointments.........ccccccccceeiiiirrnnnnee. 54
4) What is a temporary appointment? ...........oooiiiiiii i 55
5) What is a NASA Excepted (NEX) appointment?..........cooorriiiiiiiiee e 55
6) What is a Schedule A appointment? ..o 55
7) What is a Schedule A(r) appointment? ... 55
8) What is a Veterans' Recruitment Appointment (VRA)? .......oovmiiiiieiiieeee 55

F.3 Term Appointments ... 56
9) What is a term appointment? .........ooomiiiiie e 56
10) What is a NASA Flex term appointment?.............ooooriiiiiiii e 57

F.4 Use of Term Appointments and Workforce Planning.........cccccceeecciiiiiinnnnneees 57
11) What is an appropriate use of a term appointment? .............ccooooiiiiiiiiiii e, 57
12) What is an inappropriate use of a term appointment?..............ccciiiiiiie e, 58

13) The guidance above says project work demand/requirements is an appropriate
use of a term appointment. Does this mean any project-based position can be

filled by term appointment? ... 58

14) What is the typical length of an initial term appointment? .............cccccoiiiiiii i, 59
15) When should a hiring manager consider hiring a contractor versus a time-limited

federal emMPIOYEE7 ... ... e 59

F.5 Non-competitive Conversion to Another Type of Appointment.................... 59

16) Can Pathways participants (interns, recent graduates, and Presidential
Management Fellows) be converted to a term appointment and then to a

permanent appoiNtMENt? .........ooooii e 59
17) Are there other types of time-limited appointments that can lead to permanent
appointment through non-competitive conversion?.............cccoooeeiiiiiiiiiiiieeeennn. 59
18) Can an employee on a NEX, Schedule A(r) or NASA Flex term appointment be
noncompetitively converted to another time-limited appointment?................... 60
F.6 Movement of Employees on Time-Limited Appointments..................cceeueee. 60
19) Can an employee on a time-limited appointment apply for another job at NASA?
60
20) Can an employee on a time-limited appointment be detailed or reassigned to
r= ][] (=Tl o To L] (0] o f J SR 60
21) Can an employee who has served on an excepted service appointment (NEX,
Schedule A(r)) serve on a subsequent NASA Flex term appointment?............ 61
22) Can an employee who has served six years on a NASA Flex term appointment
serve on another term appointment in the same position?..............cccceeeee. 61
23) Can an employee who has served six years on a NASA Flex term appointment
serve on another term appointment in a different position? .............cccc.cc.oo..... 61
24) Can an employee who has served less than six years on a NASA Flex term
appointment serve on another term appointment in the same position?........... 61
25) Can an employee who has served less than six years on a NASA Flex term
appointment serve on another term appointment in a different position?......... 62
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26) Can an employee who has served six years on a NASA Flex term appointment
serve on a subsequent excepted service time limited appointment? ............... 62
27) Can an employee on a NASA Flex term appointment be reassigned to another
(010153 (0] o I 20O 62
F.7 Expiration of Appointments and Terminations..............ccciimmimcicciiiiniiinnnees 63
28) What if a supervisor does not want to extend a term appointment beyond the
initial not to exceed date of the appointment? ..., 63

29) What if a term appointment is ended early, prior to the not to exceed date? Follow
your center processes and refer to Section 5 of the TLE Desk Guide for
additional information regarding employee relation and legal implications....... 63

F.1 Background
1) What is a time-limited appointment?

A time-limited appointment is a position that is for a specific duration and in most cases cannot be
converted into a permanent appointment. Some exception cases include the NASA Flex Term
appointment, Schedule A appointments to hire people with disabilities, and veteran’s recruitments.

2) Why does NASA use time-limited appointments?

In the simplest terms, NASA uses time-limited appointments to meet employment needs of the
Agency that are not of a permanent nature.

NASA must be able to rapidly adjust the workforce in size and composition to ensure success in
meeting the Agency’s evolving mission requirements. To address technological advances, a thriving
aerospace industry, and increasing reliance on commercial and academic partners, the Agency must
be more deliberate and strategic in acquiring a workforce that matches the mission demand. With
low attrition and a fixed supply of a permanent workforce, it is difficult to create the agility necessary
to invest in and divest of the skills and competencies needed to meet new requirements and
changing demand without the agility that the time-limited workforce provides. Information about
Full Time Equivalent (FTE) usage can be found in paragraph 3.4, Appointments that Count as
Permanent FTE.

3) What is the difference between term, time-limited, and temporary
appointments?

At NASA, terms such as time-limited, flexible, project-based, term, tour of service, tour of duty,
temporary other than permanent, nonpermanent, and supply and demand are all used to describe
time-limited work, employees, or appointment types. This document will use specific titles and
definitions of the different types of appointments as found in Federal or NASA guidance.
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F.2 Types and Time Limits of Time-Limited Appointments

The following questions will provide information on the commonly used types of time-limited
appointments at NASA. Detailed information and resources can be found in Section 4,
Appointment Types, Duration Determinations, and Staffing Requirements.

4) What is a temporary appointment?

Temporary appointments are nonstatus appointments in the competitive service for a specified
period Not to Exceed (NTE) 1 year. The appointment may be extended up to a maximum of 1
additional year (24 months of total service). A temporary appointment does not provide
noncompetitive conversion eligibility to a permanent position.

5) What is a NASA Excepted (NEX) appointment?

This Agency excepted service authority provides management with an additional recruitment tool
for filling up to 425 non-clerical, critical need/hard-to-fill positions to accomplish short-term
projects or to appoint individuals with expertise that is needed for a limited duration. Currently, the
maximum length of appointment is 6 years. NEX does not provide noncompetitive conversion
eligibility to a permanent position. Detailed information can be found in the NASA Desk Guide on
NEX Employment.

6) What is a Schedule A appointment?

Schedule A is a common term for an excepted service appointing authority under Schedule A, 5
Code of Federal Regulations (CFR) 213.3102(u), for hiring people with severe physical disabilities,
psychiatric disabilities, and intellectual disabilities. Severe physical disabilities include but are not
limited to blindness, deafness, paralysis, missing limbs, epilepsy, dwarfism, and more. Schedule A
can be used to fill positions on, temporary (Not to Exceed (NTE) 1 year, refer to question 4, What
is a temporary appointment? for appropriate use) or time-limited (more than lyear) basis.

Employees on time-limited Schedule A appointments may qualify for non-competitive conversion
to a permanent position after 2 years of satisfactory service. More information can be found on the

Office of Personnel Management (OPM) Schedule A Hiring Authority webpage.
7) What is a Schedule A(r) appointment?

This excepted service authority allows for positions established in support of fellowships or to bring
experienced practitioners from private sector to an agency to foster mutual understanding and to
exchange ideas. The maximum length of appointment is 4 years. Schedule A(r) does not provide
noncompetitive conversion eligibility to a permanent position. More information can be found in
NASA’s 21st Century Technical Expert and Fellows Program for Excepted Service, Schedule A (r)
Desk Guide.

8) What is a Veterans' Recruitment Appointment (VRA)?

The VRA is a special authority by which agencies can appoint eligible veterans without competition
to positions at any grade level through General Schedule (GS)-11 or equivalent. VRA appointees are
hired under excepted appointments to positions that are otherwise in the competitive service. There
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is no limitation to the number of VRA appointments an individual may receive, provided the
individual is otherwise eligible.

Note: VRA appointments can be used to fill positions on non-time limited
(permanent), temporary (Not to Exceed (NTE) 1 year), or term (more than 1
year, but not more than 4 years) basis.

Those who are eligible:
1. Disabled veterans; or

2. Veterans who served on active duty in the Armed Forces during a war, or in a campaign or
expedition for which a campaign badge has been authorized; or

3. Veterans who, while serving on active duty in the Armed Forces, participated in a United
States military operation for which an Armed Forces Service Medal was awarded; or

4. Recently separated veterans.

After 2 years of satisfactory service on a non-time-limited VRA appointment, the agency must
convert the veteran to career or career-conditional appointment, as appropriate.

More information can be found on the Office of Personnel Management (OPM) Feds Hire Vets
webpage.

F.3 Term Appointments

At NASA, the phrases “term appointment” or “term employee” can mean a variety of different
things depending on the setting. The most common meaning is to denote an employee or position
that is filled on a time-limited basis. In law and regulation, “term appointment’ has a specific
meaning.

9) What is a term appointment?

Term appointments are “non-status” appointments in the competitive service. NASA has authority
for three different types of term appointments, two different Federal authorities and an Agency-
specific authority (refer to Question 10, What is a NASA Flex term appointment? for more
information on the NASA-specific authority). The first Federal term authority provides appointment
to a position for a period that will last more than 1 year but not more than 4 years (see 5 Code of
Federal Regulations (CFR) § 316.301(a)). The second Federal term authority provides appointment
to certain Science, Technology, Engineering and Mathematics (STEM)-related positions for a period
of more than 1 year but not more than 10 years (see 5 CFR § 316.301(c). The 10-year authority is
permitted for certain STEM-related positions:

e Social Science Series, 0101

e Hconomist Series, 0110
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e DPsychology Series, 0180

e Natural Resources Management and Biological Sciences Group (i.e., 0400 group)
e Medical, Hospital, Dental, and Public Health Group (i.e., 0600 group)

e Engineering and Architecture Group (i.e., 0800 group)

e Physical Science Group (i.e., 1300 group)

e Mathematical Sciences Group (i.e., 1500 group) and

e Information Technology Group (i.e., 2200 group)

Term positions are of a project nature where the job will terminate upon completion of the project.
Keep in mind, appointments made under the Federal term authorities cannot be noncompetitively
converted to permanent appointments. Since term appointments are considered “non-status”
appointments, employees that serve on term appointments do not have the same status as
permanent Government employees for reinstatement eligibility. More information can be found in 5
CFR Part 316 — Temporary and Term Employment, Subpart C - Term Employment (§§ 316.301 -
316.304).

10) What is a NASA Flex term appointment?

The NASA Flexibility Act of 2004 allows for term appointments up to a maximum of 6 years with
conversion to permanent competitive service status in certain situations (commonly referred to as a
NASA Flex term).

Conversion eligibility can be offered if:
1. Delegated examining procedures are used to advertise the term appointment,

2. The announcement states that selectees may be eligible for conversion to a permanent
appointment,

3. The employee has completed at least 2 years of service on a term appointment,
4. The employee’s performance is at least fully successful or equivalent, and

5. The position to which the employee is being converted is in the same occupational series, in
the same geographic location and provides no greater promotion potential than was
originally advertised.

Conversion eligibility is not possible if Direct Hire procedures are used to fill positions. More
information can be found in 5 United States Code (U.S.C.) § 9806.
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F.4 Use of Term Appointments and Workforce Planning

This section discusses the use of term appointments to fill vacant positions. The next two sections
discuss questions about employees who serve on term appointments.

11) What is an appropriate use of a term appointment?
Reasons for making a term appointment include, but are not limited to the following:
e Project work demand/requirements.
e Extraordinary workload or surge capacity.
e Scheduled abolishment of position.
e Reorganization.
e Contracting out of the function.
e Uncertainty of future funding.
e Uncertain or changing demand for skills or limited need for specific skills.

e Need to maintain permanent positions for placement of employees who would otherwise be
displaced from other parts of the organization during a reduction in force.

12) What is an inappropriate use of a term appointment?

An inappropriate use of a term appointment includes:
e Using a term appointment as a “tryout” period prior to permanent appointment.
e TFilling a permanent position with a time-limited appointment.
e Planning to use consecutive term appointments to fill the same position.

In general, the Agency should plan to fill positions based on managers’ and supervisors’ judgement
of whether the work is permanent or time limited. If work is determined to be time limited, we have
several appointment options that can be used. Our workforce planning efforts should focus on
using time-limited appointments in accordance with current workforce planning guidance and
preclude planning efforts that rely on using consecutive term appointments.

13) The guidance above says project work demand/requirements is an
appropriate use of a term appointment. Does this mean any project-based
position can be filled by term appointment?

Not necessarily. While many employees work on projects for one or more NASA missions,
managers and supervisors are responsible for managing the work of their organizations and must
determine the types of skills needed to meet the organizations’ typical workload demands and if the
work is permanent or time limited.
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The December 16, 2019, Memo: NASA Strategic Workforce Planning Guidance for Mission
Workforce and the May 26, 2022, Memo: Improving Workforce Forecasting and Strategic Planning
Process for Mission Workforce provides guidance on the differences between permanent and time-
limited work.

Permanent work is:
e Stable/consistent work not expected to change within the next 10 yeats.
e Same/similar employee skillset expected to be needed for the next 10+ years.

e Multi-year sustainable funding and permanent complement ceiling slot(s) available.

Time-limited/limited work is based on workforce requirements that:

e Are likely to be affected by future budget fluctuations, mission/policy/organizational
changes, digital transformation, automation, technological advancements, etc. within the
next 10 years.

e Need an employee skillset that will likely evolve over time.
e Has time-limited funding and scope of project requirements.

14) What is the typical length of an initial term appointment?

To provide maximum workforce flexibility, the current practice is to offer a 2-year term
appointment with the possibility of extending up to 6 years in 2-year increments. However, the
length of appointment should ultimately be determined by the demand and funding posture for the
position. If the requirements or funding are not stable, the best practice is to offer the term
appointment in 2-year increments.

15) When should a hiring manager consider hiring a contractor versus a time-
limited Federal employee?

The decision to contract out positions should be part of the overall acquisition strategies set forth by
the Mission Directorates and the Centers. There are several factors that should be considered as part
of the acquisition strategy.
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F.5 Non-competitive Conversion to Another Type of Appointment

Non-competitive conversion from one appointment type to another is most often based on the type
of appointment. The following answers apply when the employee has no prior Federal service.
There may be times that an employee has prior Federal service or status that would provide for non-
competitive conversion to another type of appointment. Staffing services can provide consultation
on a current employees’ eligibility for conversion.

16) Can Pathways participants (interns, recent graduates, and Presidential
Management Fellows) be converted to a term appointment and then to a
permanent appointment?

Yes. A Pathways participant who is noncompetitively converted to a term appointment in the
competitive service may be subsequently converted to a permanent position in the competitive
service at any time before that term appointment expires. As with other term appointments, the
appointment can be made up to 6 years or 10 years depending on the position and term authority
utilized (please refer to Question 9, What is a term appointment?). Keep in mind these types of
conversions are permitted under 5 Code of Federal Regulations (CFR) § 362.107.

17) Are there other types of time-limited appointments that can lead to permanent
appointment through non-competitive conversion?

Yes. We fill positions using Veterans’ Recruitment Appointment (VRA) and Schedule A hiring for
individuals with disabilities authorities. VRA is an authority to encourage noncompetitive
appointment of certain veterans, while Schedule A encourages noncompetitive appointment of
individuals with disabilities. Either of these authorities can lead to a permanent appointment.

18) Can an employee on a NASA Excepted (NEX), Schedule A(r) or NASA Flex
term appointment be noncompetitively converted to another time-limited
appointment?

No. These appointment authorities are used for very specific reasons. Employees that serve on these
time-limited appointments are not eligible for noncompetitive movement into another appointment

type.
F.6 Movement of Employees on Time-Limited Appointments

19) Can an employee on a time-limited appointment apply for another job at
NASA?

Current employees on time-limited appointments can apply for any announcement that is recruited
to the general public. Most employees on time-limited appointments are not eligible for
announcements open to only current or former Federal employees unless they:

1. Have prior Federal service which provides eligibility under another hiring authority, or
2. Were hired for a NASA Flex term appointment that:

a. Was advertised under a delegated examining announcement that provided for
conversion eligibility; and
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b. They successfully completed 2 years of continuous service on a term appointment
and a current performance rating of at least fully successful.

Note: Eligibility for employees on a NASA Flex term appointment is only

applicable while the employee is serving on the term appointment.

20) Can an employee on a time-limited appointment be detailed or reassigned to
another position?

Possibly, depending on the type of appointment the employee currently serves on, and the type of
appointment used to fill the vacant position. Most employees on time-limited appointments can
apply and be considered for a detail or reassighment to another position that is appropriate to be
filled under the same appointing authority. A reassighment or detail to another position does not
extend the maximum time limit of the authority (e.g., the maximum time limit of a Schedule A(r)
appointment is 4 years, regardless of if an employee is reassigned or detailed to another Schedule
A(r) position).

e If the vacant position will be filled using the same time-limited authority, the employee can
be considered for a detail or reassignment (e.g., an employee on a Schedule A(r)
appointment can be considered for another position appropriate to be filled under the
Schedule A(r) authority.)

e If the vacant position will be filled using a different time-limited authority, the employee
cannot be considered for a reassighment. The employee may be considered for a detail (5
Code of Federal Regulations (CFR) § 300.301), except for employees on NASA Excepted
(NEX) appointments. The NEX appointing authority does not provide authority to agencies
to detail employees on NEX appointments to other types of appointments.

21) Can an employee who has served on an excepted service appointment (NASA
Excepted (NEX), Schedule A(r)) serve on a subsequent NASA Flex term
appointment?

Yes. An employee who has served on an excepted service time-limited appointment can apply and
be selected for vacancy announcements open to the general public under Delegated Examining or
Direct Hire Authority procedures. If selected, this employee could serve on a NASA Flex term for
up to 6 years. Information about the NASA Flex term can be found in Question 10, What is a
NASA Flex term appointment?

22) Can an employee who has served 6 years on a NASA Flex term appointment
serve on another term appointment in the same position?

No. Appointing an employee to more than 6 years on a term appointment is not a proper use of the
term appointment authority. In a recent Federal Register posting on temporary and term
employment, the Office of Personnel Management (OPM) clearly states that term appointments are
not intended to be a substitute for a permanent workforce, or for appointing employees to
permanent positions for work of a permanent nature. OPM intends term appointments to be used
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only for work that is genuinely time-limited in nature; or for positions needed to stand-up, operate,
and close-out time-limited organizations which have a specific statutory appropriation; and time-
limited projects which have been funded through specific appropriation.

23) Can an employee who has served 6 years on a NASA Flex term appointment
serve on another term appointment in a different position?

Yes. Employees who have served on term appointments can serve on a term appointment in a
different position. Employees who have previously served on term appointments can apply for
other vacancy announcements that offer term appointments.

24) Can an employee who has served less than 6 years on a NASA Flex term
appointment serve on another term appointment in the same position?

Yes. Provided combined service under the original term appointment and the reappointment does
not exceed the 6-year limit. Employees who have previously served on term appointments can apply
for other vacancy announcements that offer term appointments.

25) Can an employee who has served less than 6 years on a NASA Flex term
appointment serve on another term appointment in a different position?

Yes. Employees who have served on term appointments can serve on a term appointment in a
different position. Employees who have previously served on term appointments can apply for
other vacancy announcements that offer term appointments.

26) Can an employee who has served 6 years on a NASA Flex term appointment
serve on a subsequent excepted service time limited appointment?

Yes. Employees who have served on term appointments can serve on a subsequent appointment to
a different position (i.e., different project). Employees who have previously served on term
appointments can be considered for other types of time-limited employment as long as the new
position meets the requirements for the specific authority. Please keep in mind that candidates who
currently work for a Federal agency would rarely meet the requirements to be appointed under the
Schedule A(r) authority.

27) Can an employee on a NASA Flex term appointment be reassigned to another
position?

Yes. An employee may be promoted or reassigned to a different term position after being selected
for a position offering conversion eligibility. However, there are implications for employees on term
appointments with conversion eligibility.

e If the employee is reassigned to a position that is in a different occupational series, different
geographic location (as defined in NPR 3300.1, “Same Geographic Location, this term is
defined to mean the same Center (as that in which the employee is currently working), or
any component facility serviced by the same HCO.”), or provides more promotion potential
than was originally advertised, the employee will lose conversion eligibility.

e If an employee on a term appointment with eligibility for conversion to a permanent
appointment is non-competitively reassigned to another term position (e.g., via Talent
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F.7

Marketplace or other non-competitive method), the employee loses eligibility for conversion
to a permanent appointment.

If an employee on a term appointment with eligibility for conversion to a permanent
appointment competes for another term appointment by way of a vacancy announcement
that does not provide conversion eligibility (Direct Hire Authority announcements and some
delegated examining announcements), the employee loses eligibility for conversion to a
permanent appointment.

If an employee on a term appointment with eligibility for conversion to a permanent
appointment competes for another term appointment by way of a vacancy announcement
that provides conversion eligibility (only possible on delegated examining announcements),
the employee eligibility for conversion to a permanent appointment remains and is based on
the most recent selection.

Expiration of Appointments and Terminations

28) What if a supervisor does not want to extend a term appointment beyond the
initial Not to Exceed (NTE) date of the appointment?

Employment on term appointments ends automatically on the expiration of the term appointment,
unless separated earlier. Appointees who are terminated on their NTE date are not covered by
adverse action procedures or appeal rights. Please refer to Section 5, Expiration of Appointments
and Terminations, for additional information.

29) What if a term appointment is ended early, prior to the not to exceed date?

Follow your Center processes and refer to Section 5, Expiration of Appointments and Terminations,
for additional information regarding employee relations and legal implications.
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