Employee Notification for 0401 Fire Program Management Positions

(Bureau Letterhead)

This notification provides a basis of mutual understanding between the United States Department
of the Interior, (name of bureau) and (name of employee); (position title, pay plan, series and
grade) relating to qualification requirements for the GS-0401, Fire Program Management series.
These qualifications are specified in the United States Office of Personnel Management
Qualifications Standard and the Department’s Supplemental Qualifications Guide for the 0401
series. All requirements for this series must be met by close-of-business, June 4, 2009. If you do
not meet the requirements by this date you will not be able to remain in your current position.

AGENCY RESPONSIBILITIES: The Department of the Interior, (name of bureau), in
partnership with the employee, will create an Individual Development Plan (IDP). This IDP will
be developed with the intent of enabling the employee to meet the basic education requirements
for the GS-0401 series. The (name of bureau) will aid the employee in locating opportunities
for education, and adapt mission needs to allow the employee a flexible work schedule for
education. The Human Resources (HR) office in conjunction with management will monitor the
progress of the employee towards meeting these qualification requirements.

EMPLOYEE RESPONSIBILITIES: The employee will provide their supervisor with all
required information relevant to the development of the IDP. The employee will participate in
locating opportunities for education and complete the education identified in the IDP. The
employee will keep their supervisor informed of progress and any problems encountered in
completing the required education. All documentation related to the required education will be
submitted to management and their servicing HR Office.

STATEMENT OF UNDERSTANDING BY EMPLOYEE:

I understand the following:

1. The position I am occupying is a GS-0401 position for which I currently do not meet

the positive education requirement or a combination of education and specialized
experience.

2. In order to remain in this position beyond June 4, 2009, I must complete the
following basic education requirements:

(detailed listing of educational requirements)

3. I'will work with my supervisor to develop an IDP to be implemented immediately
following receipt of this letter. I will immediately accomplish the provisions of the
IDP and give regular feedback to my supervisor.

4. If1 fail to complete these requirement(s) by close-of-business on June 4, 2009, T
cannot be retained in my current GS-0401 position. This may lead to my removal
from Federal employment.
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5. Movement to another position for which I qualify may affect my ability to retain
firefighter enhanced retirement benefits.

I certify that I have read and fully understand and accept the conditions of employment
cited above.

Signature

Employee Date

STATEMENT OF UNDERSTANDING BY SUPERVISOR:

I understand the following:

1. The agency will make every effort to assist the employee in successfully completing
the basic education requirements needed to remain in this position.

2. The agency will consider options for continuation of employment of the employee in
another position if he/she fails to meet the requirements for this position.

3. After signing, I will immediately forward this agreement to the servicing HR Office.

Signature

Supervisor Date

RECEIVED BY AGENCY HUMAN RESOURCE SPECIALIST:

I have received this employee agreement and have filed in the OPF. In conjunction with

the Supervisor, I will track the employee’s progress on a quarterly basis through June 4,
2009.

Signature

Human Resource Specialist Date
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