Pacific Northwest Region (R6)

New Apprentice Hiring Checklist

Apprentice Name: _________________________________
IQCS #: ______________________________

Mailing Address: __________________________________________________________________________

Phone #1 (Personal/cell): ___________________________
Email #1: ____________________________

Phone #2 (work): __________________________________
Email #2: ____________________________

Station/Work Assignment: __________________________
Academy #/Date: ______________________
First-line Supervisor: _______________________________
EmpowHR ID #: _______________________


(add to their IQCS account)
	Item
	Responsibility
	Necessary Completion Date/Timeframe
	Status or Needed Information

	Program effective date
	UAM/Personnel
	Initial Hire
	

	Start work date
	Host District & UAM
	Initial Hire
	

	Authority hired under
	Personnel
	Initial Hire
	DEMO

	PD package (all grades & series) & SF-52 to Host District
	
	W/in one month of hire
	GS-0462-03/04/05 

	PD package & SF-52 to Personnel
	Host District to forward to personnel and a copy to UAM
	W/in one month of hire
	

	Complete PSE Agreement
	Host district to complete for appointment
	W/in one month of hire
	

	Name of district supervisor
	Host district to provide to UAM & RAC
	W/in one month of hire
	

	Calculate Credit for Past Experience

(Documentation of this experience must be in Apprentice Folder and forwarded to Regional Coordinator – Resume is sufficient.)
	UAM to complete w/Apprentice and Supervisor
	Within 30-days of hire (Include with DOL Agreement)
	

	Completion of DOL Agreement for submission to National Coordinator through RAC
(Original or Digital Signatures required – Blue ink recommended if not digital) DO NOT include SSN on the form!!  Scanned copies will be accepted.
	UAM to complete w/Apprentice and Supervisor.
	Within 30-days of hire
	

	Student Registration Information Sheet
	UAM to complete w/Apprentice and Supervisor
	Within 30-days of hire (Include with DOL Agreement)
	

	Apprentice Completion of online Student Survey
	Apprentice when completing DOL Registration Package
	Within 30 Days of hire

(Part of Registration Package)
	

	WFAP Training Development Plan & Conditions of Employment completed
	UAM to complete w/Apprentice and Supervisor
	Within 30-days of hire (Include with DOL Agreement)
	

	Initiate Apprentice Competency Checklist
	UAM to complete w/Apprentice and Supervisor
	Initiate when completing Registration Package
	

	Copy of valid state driver’s license
	UAM to obtain
	Within 30 Days of hire

(Prior to academy attendance)
	

	Initiate & complete all required Medical Standards screening & waivers
	SO personnel to request baseline testing
	w/in the first two weeks of the tentative offer
	

	Placement in Foundational or Core academy 

(ensure the apprentice has completed prerequisite experience in Pre Suppression, Fire Management and or Fuels Management AND prerequisite training (depending on hire level)
	RAC to coordinate w/UAM
	Based on DOL registrations. Request for academy numbers will be in early spring (May appx.)
	

	Set up employee computer Profile
	Host district
	W/in one month of hire
	

	Obtain Government Travel Credit Card **
	Host district
	Before Academy Attendance
	

	Obtain required uniform components
	Host district
	Before Academy Attendance
	

	Academy Student Information Sheet (Foundational or Core)
	Host district to provide to UAM
	Depending on academy attendance usually September (approximately)
	

	Pack Test
Submit documentation indicating the Pack Test has been completed within the previous 12 months from the start of academy attendance.
	Host district to provide to UAM
	Submit with Student Information Sheet if not previously submitted.
	

	Prework & academy info packets to apprentices (Make sure apprentices remember to take Student Letter with them to the Academy.)
	UAM
	As soon as they are received from WFAP & R6 Coordinators
	

	Guard School (ICS-100, S-130, S-190) (complete prior to Academy attendance)
	Host district to provide date of completion to UAM
	Must complete prior to academy attendance.
	

	New Employee Orientation.  Include Ethics & Conduct, especially during travel, benefits – health, retirement, etc. http://fsweb.asc.fs.fed.us/HRM/training/neo.php
(complete prior to either Academy, documentation is required)
	Host district to provide date of completion to UAM.
	Must complete prior to either academy.
	

	Agency Individual Development Plan

	Host district to provide to UAM who will forward to RAC
	Within 90 Days of initial employment and annually thereafter to RAC by Nov. 15
	

	Copy of all pertinent fire training certificates.
	Supervisor to obtain and provide to UAM
	Copies must be kept in Apprentice folder
	

	Copy of IQCS Master Record (Keep Current)
	UAM
	
	

	Are they eligible for GI Bill Benefits (Y/N)
	Apprentice/UAM/ Supervisor
	If yes, they should work with RAC/UAM within 30 days of hire preferable. VA Rules apply when paying benefits and the longer they wait the less money they will receive.
	


UAM = Unit Apprenticeship Manager
RAC = Regional Apprentice Coordinator

Please contact me if you have questions, RAC Diana VanCurler
**Employees who travel 5 times or less a year are exempt from mandatory use of government travel card. Even though exempt, agencies have the discretion to issue a travel charge card to such an employee.  Follow your unit policy on obtaining a Government Contractor Issued Travel Card.
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