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[bookmark: guidance]SH Guidance
Summer Hire Employee Conduct and Performance

1. Put in a full day’s work for a full day’s pay. 
2. Be at your workstation, ready to work, at the beginning of your work schedule. Take only the allowed time for lunch periods and rest breaks. Apply yourself to your job during working hours. If you finish a job, ask your supervisor for something else to do. 
3. Keep your eyes open and your mind alert to easier and better ways to do your job. Suggest ways to eliminate wasted time, supplies, and equipment. 
4. Keep the equipment and property with which you work in good shape and use it carefully. If you willfully damage or destroy Government property, it can cost you money to repair or replace it. 
5. Conduct yourself in an orderly manner. Horseplay and practical jokes can be dangerous and it can be used as a reason for dismissal. 
6. Keep your family informed of your work location, including the telephone extension where you can be reached in case of an emergency. 
7. Keep your supervisor informed of your current telephone number so that you can be reached at home when necessary. 
8. Make an appointment (if it is necessary) for you to visit any office for personal assistance or information. Your supervisor must be informed of your absence and will help to make an appointment for you. 
9. Keep your supervisor informed of your whereabouts at all times, so that you can be reached when needed. 
10. Remember that you represent the Federal Government. All of your dealings with the public are to be conducted in a helpful, cooperative, and polite manner. Be sensitive to the part you play in maintaining good relations with our host country. 
11. Obey the rules and cooperate with your supervisor and fellow workers to make your work more enjoyable and productive. 
12. Make definite and reliable arrangements for transportation to and from work. It is YOUR responsibility to get to work on time. 
13. Most importantly, don’t hesitate to ask questions of your supervisor. Your supervisor is there to help you. 
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[bookmark: begin_date]Beginning/Ending Dates
This year’s Summer Hire (SH) program will start 18 June 12. The program will end 28 Jul 12.
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[bookmark: eligibility]Eligibility for the Program 
NOTE:  Family members of employees of the American Red Cross, United Services Organization (USO), banking facilities, University of Maryland, retired members of the Armed Forces, or contractors  ARE NOT eligible to participate in the Army in Europe Summer Hire Program. 
[image: https://cpsapp.belvoir.army.mil/sh/staffing/summerhire/images/check.gif]Students must be 14-22 years old.  (This includes spouses under 18 years of age who are in high school.)  Students must be 14 years old by the beginning of the Summer Hire (SH) Program (18 June 12) and cannot reach their 23rd birthday prior to the end of the SH Program (28 Jul 12). 
[image: https://cpsapp.belvoir.army.mil/sh/staffing/summerhire/images/check.gif]Non-US students in Germany and Benelux must be at least 15 years old by the beginning of the summer Hire (SH) Program.
[image: https://cpsapp.belvoir.army.mil/sh/staffing/summerhire/images/check.gif]Students must show a valid dependent ID card and U.S. passport. LN students must show a valid dependent ID card and passport.
[image: https://cpsapp.belvoir.army.mil/sh/staffing/summerhire/images/check.gif]Students must be a Family Member (FM) of either DoD Military member; Command sponsored Federal U.S. civilian appropriated/non-appropriated fund employee; or regular full-time or part-time civilian employees of a DoD non-appropriated fund instrumentality (NAFI). 
[image: https://cpsapp.belvoir.army.mil/sh/staffing/summerhire/images/check.gif]If the FM is considered to be "Ordinarily Resident" of the Host country according to the USAREUR Regulation 215-3 and 690-333, they are not eligible for this appropriated fund SH Program. 
[image: https://cpsapp.belvoir.army.mil/sh/staffing/summerhire/images/check.gif]Students must have a current bank account in their own name for direct deposit of pay. The Direct Deposit and W-4 information on the Payroll Information Form must be turned in with the in-processing package or the student will not be placed into a position. Stateside accounts must have a deposit slip attached with the account number on it.  Note:  Check the minimum deposit requirements at your financial institution. 
[image: https://cpsapp.belvoir.army.mil/sh/staffing/summerhire/images/check.gif]Males 18 years and older must be registered with the U.S. Selective Service. 
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[bookmark: non_us]

Non-U.S. Family Member Summer Hire Information
Germany
In accordance with USAREUR Regulation 690-308, Youth Employment Programs (YEP):
Employment of non-U.S. citizen family members ages 15 to 17 under YEPs is allowed if:
    (a) Employment does not exceed 8 hours per day (not to include breaks) or 40 hours per week.
    (b) The tour of duty is between 0600 and 2000 hours.
    (c) Work schedules include break periods of at least 30 minutes for up to 6 hours work per day. When juveniles work more than 6 hours per day, break periods must total 60 minutes. Breaks must be of at least 15 minutes duration. Under no circumstances will a juvenile work more than 4½ hours without a break 
    (d) Employment does not require work on Saturdays, Sundays, or legal holidays.
In addition:
    (e) Employment may not exceed 4 weeks in any calendar year. 
Employment is not governed by Collective Tariff Agreement (CTA) II.  The employee is entitled to 3 days annual leave for a 4-week summer employment period.  Employment is governed by the German Federal Accident Insurance.  Employment in excess of 8 weeks is subject to social insurance contributions retroactive to the first day of employment.
HQ USAREUR/7A establishes the hourly rate of pay for non-U.S. citizen family members in Germany employed under out-of-tariff conditions.  This rate will be based on the hourly pay rate established by Department of Defense (DOD) converted to the next highest full Euro at the command's official exchange rate.  AE Form 690-70E (Notification of Employment Status) will show the hourly rate.
Also, non-US family members need to have the parental consent form (if under 18) and school statement forms; they have to provide a German bank account number (not a savings account, though), the address and the routing number (Bankleitzahl (BLZ)).  They will have to complete a certain tax form (Antrag auf Erteilung einer Bescheinigung fuer beschraenkt einkommensteuerpflichtige Arbeitnehmer).  Non-US family members may not work overtime, and must provide a sick slip on the 4th calendar day of absence due to illness.
LN Summer Hires’ work schedule is 38.5 hours per week.
LN Summer Hires are paid in Euro through the Foreign Forces Payroll Office/FFPO (Lohnstelle auslaendische Streitkraefte) via electronic funds transfer to a German bank account.  Their payday is the last workday of each month.  Since the cut-off date for the FFPO is 28 July 12, the LN students will not get paid for the days worked in June until the end of July. 
Using the format attached or something similar, supervisors will fax LN Time & Attendance to their respective timekeeper at the FFPO.   Do not forward summer hires T&A with your regular LN employees to the FFPO.
The LN summer hires are authorized three days of annual leave if they work for a four week period. to 28 Jul 12.  If they do not take all the annual leave, it needs to be reported with the last T&A (T&A is directly reported to the FFPO, not to the CPAC) reporting in August.  The FFPO will then make lump sum payment of any remaining annual leave.
LN sick leave will be reported as such.  LNs do not accrue sick leave but are authorized sick absences.  If you suspect any abuse, please contact the Summer Hire Coordinator and/or an LN MER Specialist at CPAC.
For any additional information, please contact your local Civilian Personnel Advisory Center.
Belgium
Employment ages: minimum 15 years old, maximum 23 years old.  If over 18, must be full-time student.
Work Schedule: 38 hours per week
Work Hours: not authorized between 2000 hrs and 0600 hrs
Overtime: not authorized
Leave
    (a) Two days of annual leave authorized
    (b) No sick leave accrued, authorized sick absences 
Employment Time: 50 workdays maximum.
Time and Attendance: Must be done on a separate form than the regular LN employees
Pay
    (a) Rate of pay to be determined -- will vary with age of employee
    (b) Bank account number is mandatory 
    (c) Made in Euro
School certification not required.
Additional remark: Employment of non-US citizens will comply with Host Nation Agreements and governing labor laws.
Italy
Only U.S. citizens can apply.  All U.S. citizen family members are eligible for this program.
In Italy US citizen Family Member youths are eligible for this program unless they are a national of Italy, (i.e. dual national, American and Italian), or are ordinarily resident in Italy.
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[bookmark: types]Types of Positions
The program offers clerical, labor, and childcare positions as described below.  Students need to indicate on their application which type of position they are willing to work (all may be chosen).
· Labor: may include working indoors/outdoors, light to moderate lifting, yard work, etc. 
· Clerical: may include typing, computer work, filing, receptionist work, customer service and answering telephones. 
· Child Development: includes childcare. 
Students should consider applying for both clerical and labor positions because availability of positions/locations may be limited.
NOTE: Students are not permitted to operate forklifts; they will not be allowed to perform duties that require use of a respirator; and they do not clean latrines.
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[bookmark: resume_info]Important Applicant Information
DEADLINE TO SUBMIT APPLICATIONS:
All applications must be received in the CPAC not later than Midnight Central European Time, 20 May 2012
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[bookmark: inprocessing_packages]In-Processing Packages
All of the documents that must be completed for in-processing can be found at our web site (US In-processing Documents, LN In-processing Documents).  These forms can also be obtained within your community at various locations such as the local CPAC, Army Community Services (ACS), Youth Service (YS) Centers and local DoDDS schools.  Please ensure all have been completed in their entirety and signed.  You will need to turn these forms in to your CPAC prior to in-processing. These forms MUST be submitted to your local CPAC after your application has been submitted.
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[bookmark: placement_of_students]Placement of Students
Placement will be done by Date of Birth starting with eligible applicant’s age 22 working back to the age of 14 or until all RPAs are filled.
A listing of all placed students will be posted on the USAREUR SUMMER HIRE home page under Employment.  Select Summer Hire 2012 Placement Information.  The listing will indicate the type of position the student will be working and the duty location.
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[bookmark: student_hire_inprocessing]Student Hire In-Processing
The Student Hire In-processing will indicate the date, time, and location of the mandatory in-processing.  ALL STUDENTS MUST ATTEND.  You may also check with your local CPAC for dates and locations.
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[bookmark: aspects_of_the_job]Aspects of the Job
HOURS OF WORK
U.S. students may not work more than 8 hours per day, 40 hours per week (this includes breaks, but not lunch period).  The normal workweek is Monday through Friday; however, some organizations such as the commissary, libraries, fitness centers and outdoor recreation centers may include weekend and evening work.  (See USAREUR Regulation 690-308).  Students under the age of 18 will not be scheduled to work between the hours of 2200 and 0600.  Students may not work overtime.
The work schedule for non-U.S. students in Germany is 38.5 hrs per week. Students ages 15 - 17 may not work more than 8 hours per day (not to include breaks) and may not work between the hours of 2000 and 0600 and not on Saturdays, Sundays, or legal holidays. If youths work less than 6 hours per day, they must take breaks of a total of 30 minutes. If they work more than 6 hours per day, they must take breaks of a total of 60 minutes. Breaks must be of at least 15 minutes duration. Youths 15 - 17 years old may not work more than 4 1/2 hours without taking a break.
Students must report to work on time.  Please make sure that your supervisor is given as much advance notice as possible any time you will be absent from work, for whatever reason.  If this is not done, appropriate disciplinary action will be taken and you may be terminated if you are absent without leave.  If you are going to be late your supervisor must be notified within the first hour of your normal workday.  You are personally responsible for becoming familiar with the office phone number for your supervisor and with office procedures for taking breaks or requesting time off.  If you are not sure, please ask!
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[bookmark: leave_entitlements]Leave Entitlements
US students will earn one (1) hour of sick leave for 20 hours worked.  When illness keeps an employee away from the job for longer than 3 days, the employee must provide a doctor's statement.  Absences will be in a non-pay status except for verified illness or medical examination.  These absences will be reported as sick leave and paid to the extent sick leave has been accrued.  Sick leave can only be used when approved by the supervisor, and only for the following reasons:
· If the student is unable to perform the duties because of sickness or injury. 
· For medical, dental, or optical examination or treatment. 
· If a member of the immediate family is afflicted with a contagious disease and requires the student’s care and attendance, or if, through exposure to contagious disease, the student would endanger the health of others. 
· When the student is required to make arrangements necessitated by the death of a family member or attend the funeral of a family member. 
US students do not earn annual leave.  Therefore, time off must be taken as "leave without pay" (LWOP).  LWOP is taken at the discretion of the supervisor and must be requested and approved in advance.  We do hope that in the event of family vacations, the supervisor will be as accommodating as possible.
Unapproved absences from duty are charged as absences without leave (AWOL).  The student will be advised that these types of absences may lead to termination of their employment.
If the student is unable to report to duty, he/she is to notify the supervisor within the first two hours of his/her scheduled workday.  Notification will be done by the student, not the parent.
NOTE:  For specific information on leave entitlements for non-US citizens, refer to the section on Non-U.S. Family Member Summer Hires. 
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[bookmark: improper_behavior]Improper Behavior
The following behavior is not permitted and can result in termination from the Student SH Program. 
· Loafing on duty time 
· Horseplay/fighting 
· Repeated tardiness or unexcused absences 
· Abuse of sick leave 
· Drinking alcohol while on duty 
· Smoking in a non-smoking area 
· Disrespect 
· Inappropriate Language 
· Failure or refusal to perform assigned duties/insubordination 
· Sexual harassment 
· Criminal Behavior 
· Unauthorized use of computers 
The immediate supervisor will counsel the student on his/her behavior and may initiate conduct and discipline procedures which could result in termination from the program.
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[bookmark: student_pay]Student Pay
The supervisor is responsible for completing timesheets and submitting them to the Time & Attendance (T&A) representative by specified suspense date.  The designated T&A representative will input all SH data by DCPS suspense date for T&A.  (See LN T&A guidance.)  The student’s paycheck will be issued by direct deposit to a savings/checking account.  The account must meet minimum balance requirements of the financial institution.  If for any reason a student experiences problems with their pay, contact their supervisor IMMEDIATELY or contact the T&A Representative.  DO NOT wait until the end of the program to report "pay" problems as this only complicates the efforts to correct the problem.
NOTE:  For specific information on student pay for non-US citizens, refer to the section on Non-U.S. Family Member Summer Hires. 
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[bookmark: dress_and_appearance]Dress and Appearance
Supervisors set the standards for the student’s dress and appearance, depending on the location of the work site and the type of duties being performed.  The dress will always be neat and clean.  REMEMBER:  Safety comes before fashion!  If a student fails to meet the dress and appearance standards of the assigned office, supervisors may counsel the employee and/or elevate it to the SH Program Coordinator. 
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[bookmark: emergency_information]Emergency Information
Students should provide "emergency data" information to their supervisors.  This data would include the name, phone number and local address of an emergency point of contact.  This is extremely important in case of an injury.
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[bookmark: on_the_job_injuries]On-the-Job Injuries
In the event of an accident or injury while at work, YOU MUST IMMEDIATELY REPORT IT TO THE SUPERVISOR - NO MATTER HOW MINOR.
If a student is injured on the job, there are certain procedures that must be followed.  First, the students need to contact their supervisor IMMEDIATELY.  Supervisors and student(s) must complete CA-1, Federal Employees Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation, for an injury.  If medical treatment is required, CA-16, Request for Examination and/or Treatment, must be completed.  Under no circumstances will a student receive medical treatment as a dependent as this could affect payment of compensation benefits to which the student is entitled.  Except for bonafide emergencies, the medical facility will not treat minor dependent employees unless they are accompanied by an adult (sponsor/parent).  The CA-1 and CA-16 forms can be requested through the Program Coordinator at the local CPAC or downloaded from the Web Page.  It is the supervisor’s responsibility to notify the program coordinator, as soon as possible when a student is taken for medical treatment as a result of an on the job injury, as well as the local Safety Office if serious injury.
To Top of Page   

[bookmark: docs]Important Documents
US Summer Hire employees will receive two Notification of Personnel Actions, SF-50s. Non-US Citizen Summer Hires will receive AE Form 690-70E.  
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