[image: image1.png]s




[image: image2.png]U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES

National Institutes of Health



To Staffing Services Provided by 

FedSource-Baltimore and Kelly Services at:


This guide is designed to assist you in ordering and utilizing task support services at the National Institutes of Health. The following pages provide an overview of the FedSource-Baltimore / Kelly Services contract. This information will provide you with a solid understanding of the relationship and should be treated as confidential.
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FedSource-Baltimore / Kelly Services Partnership

The National Institutes of Health (NIH) and FedSource-Baltimore, Department of the Treasury, have entered into an inter-agency agreement to provide task support to NIH. FedSource-Baltimore is using a contract with Kelly Services, Inc. to provide these services.

Staffing services provided include administrative, customer service, light industrial, engineering, IT, professional, lab support, scientific staffing, clinical research and healthcare services. This contract does not cover personal services.

With NIH’s agreement, Kelly has assigned on-site personnel to provide ongoing relationship management to the NIH in Bethesda, Maryland. Kelly also has established a team dedicated to NIH at Kelly’s corporate headquarters located in Troy, Michigan. This team ensures the successful management of the contract employee program at all NIH locations.

Points of Contact


National Institute of Mental Health, Program Manager, Linda Jensen
301-435-7526

Kelly Services On-site Staff
301-435-7933


Kelly On-site Staff Responsibilities

· Providing NIH with a single point of contact for the staffing management of contract employees including escalating requests, questions, or issues to the appropriate Kelly representative (administrative, science, IT, healthcare or engineering). 

· Disbursing orders to subcontractors and overseeing order fulfillment

· Managing all contract employee recruitment, pre-employment screening, immunizations, security checks and background screens 

· Supervising the testing, training, hiring, placement and performance of contract employees

· Providing orientation to contract employees

· Administering benefits programs

· Ensuring compliance with the Service Contract Act and the FedSource contract

· Managing contract employee retention programs

· Counseling and terminating contract employees

· Handling contract employee personnel issues including, but not limited to, discrimination, sexual harassment, Worker’s Compensation and the Family Medical Leave Act (FMLA) with the assistance of Kelly’s corporate HR Department

· Documenting and communicating contract employee performance

· Gathering performance information for periodic account business reviews


NIH Point of Contact Responsibilities


· Supplying FedSource-Baltimore with a comprehensive Project Support Task Order (task order) document that includes a thorough description of services, including required qualifications, deliverables and performance standards

· Providing department-specific orientation to contract employees

· Keeping Kelly informed of any performance or attendance concerns

· Providing contract employees performance feedback 

· Accepting/approving services in Kelly’s web-based time entry system on a weekly basis

· Not approving overtime if not authorized on the task order

· Designating another NIH employee to act as an alternate to authorize acceptance/approval of services in your absence

· Informing FedSource of changes in the Government’s task order requirements

· Informing the Kelly on-site staff immediately of an injury, accident or near miss accident involving a contract employee while on providing services at NIH


Skill Categories


Kelly Services provides contract employees who are proficient in a wide variety of skill categories. Note that contractor employees can only supervise or manage other contractor employees from the same contractor. Skill categories include, but are not limited to:

	Administrative

	Administrative—Administrative Assistant I-II-III, Legal Administrative Assistant, Medical Administrative Assistant, Executive Assistant I-II, Office Manager, Legal Office Manager, Medical Office Manager

	Clerical—Clerk I-II-III, Accounting Clerk I-II-III, Cost Accounting Clerk, Accounts Payable Clerk, Accounts Receivable Clerk, Mortgage Processor I, Legal Office Clerk, Admissions Clerk, Medical Claims Processor, Outpatient Registrar, Medical Transcriptionist, Claims Review Specialist, Medical Biller (Non-Certified)

	Data Entry—Data Entry Operator I-II-III

	Office Automation—Word Processing Specialist, Spreadsheet Specialist, Presentation Graphics Specialist, Desktop Publishing Specialist, Research Specialist, Database Specialist, Office Automation Specialist, Typist

	Reception/Switchboard—Receptionist I-II, Switchboard Operator

	Call Center

	Collections—Collections I-II

	Customer Service—Inbound/Outbound I-II, Inbound I-II, Outbound I-II

	Help Desk—Help Desk I-II

	Management—Quality Assurance

	Market Research—Market Research Inbound/Outbound

	Sales—Sales Inbound/Outbound I-II, Sales Inbound I-II, Sales Outbound I-II 

	Light Industrial

	Assembly—Assembly Worker, Precision Assembler, Machine Operator, Quality Control Inspector, Production Planner, Assembly Specialist

	Food Services—Food Service Worker/Specialist

	Maintenance—Maintenance Worker, Janitor, Groundskeeper, Laundry Worker/Housekeeper, Maintenance Supervisor

	Material Handling—Inventory Worker, Pick and Pack Worker, Shipping/Receiving Worker, Vehicle Operator, Fork Lift Operator, Mail Room Assistant/Clerk, Material Handling Specialist

	Print Production—Copy Machine Operator I-II, Printing Press Operator

	Science

	Clinical Research—Clinical Data Reviewer/Manager, Clinical Research Assistant, Clinical Research Coordinator, Clinical Research Monitor, Clinical Project Manager, Drug Information Coordinator/Specialist, Adverse Event Coordinator, Regulatory/Medical Affairs Professional, Medical Writer/Scientific, Regulatory Submissions Specialist, Biostatistician, Clinical Research Scientist

	Environmental—Meterologist, Hydrologist, Geologist, Geophysicist, Geo Technician, Field Sampler, Site Assessment Inspector, Environmental Scientist, Environmental Engineer

	Health and Safety—Staff Scientist, Health and Safety Officer, Safety Engineer, Industrial Hygienist, Health Physicist

	Scientific Sales/Marketing—Technical Sales Representative, Sales Manager, Sales Director, Product Information Specialist, Marketing Specialist, Product Manager, Customer Service Specialist, Technical Support Specialist

	Scientific Management—Lab Supervisor, Operations Manager, Lab Manager, Lab Director, Project Manager, Chemical Plant Manager

	Scientist—Analyst, Scientist, Chemist, Life Scientist, Microbiologist, Biochemist, Research Associate, Technical Writer, Statistician, Regulatory Affairs Specialist, Chemical Engineer, Physicist, Quality Assurance Auditor, Validation Scientist, Chemical Operator, Product Coordinator, Stability Evaluator, Epidemiologist

	Technician—Technician, Laboratory Technician, Data Auditor, Research Assistant, Health Physics Technician, Validation Technician, Process Operator

	Information Technology

	Database Administration and Development—Database Programmer/Analyst/Manage/Architect

	Enterprise Systems Analysis and Integration (ESAI)—Enterprise Analyst/Architect/Manager/Programmer

	IT Management—Project Manager, IT Trainer, IT Manager

	Network Design and Administration (NDA)—LAN/WAN Technician, Network Administrator, Network Engineer Systems Architect 

	Programming/Software Engineer (PSE)—Programmer, Entry Level Programmer, Senior Programmer, Programmer Analyst, Senior Systems Engineer, Senior Programmer Analyst, Systems Programmer, Systems Engineer, Data Modeler, Project Lead, Tester/Quality Assurance, 

	Technical Support—Computer Operator, Help Desk Level 1-2-3, Senior Computer Operator, Tech Support Analyst, Help Desk Manager, Tech Support Tester, CNC Operator

	Technical Writing—Senior Technical Writer, Technical Writer 

	Web Development and Administration (WDA)—Web Administrator, Web Developer, Web Editor


	Healthcare

	Allied Health—Cardiology Technician, Cardiovascular Technologist, CT Technician, Cytotechnologist, Dental Assistant, Dental Technician, Dental Hygienist, Dietetic Technician, Dietician, Dossimetrist, EKG Technician, Exercise Coordinator, Exercise Physiologist, Histotechnologist, Mammography Technician, Medical Laboratory Technologist, MRI Technician, Nuclear Medical Technician, Occupational Therapy Assistant, Occupational Therapist, Ophthalmic Technician, Pharmacy Technician, Pharmacist, Phlebotomist, Physical Therapy Assistant, Physical Therapist, Physician Assistant, Radiation Therapist, Radiology Technician, Respiratory Technician, Respiratory Therapist, Surgical Technologist, Ultrasound Technician

	Behavioral Health—Psychiatric Technician, Social Worker

	Healthcare Administration—Certified Accredited Record Technician, Certified Coding Specialist, Certified Coding Specialist (Physician based), Certified Registered Records Administrator, Hospital/Floor/Department Unit Coordinator, Certified Registered Health Information Administrator, Certified Registered Health Information Technician

	Nursing—Cardiac Intensive Care Nurse, Case/Care Management Nurse (Field Management, Hospital and Telephonic-Management, Lactation Specialist, Nursing Assistant, Clinical Nurse Specialist, Clinical Research Coordinator, Community Health Nurse, Critical Care Nurse, Diabetes Nurse, Dialysis Nurse, Emergency Nurse, Enterostomal Therapist, Geriatric Nurse, Hematology Nurse, High Risk Antepartum Nurse, Hospice Nurse, Infection Control Nurse, IV Therapy Nurse, Labor and Delivery Nurse, Long Term Care Nurse, Medical Assistant, Medical Office Nurse, Medical/Surgical Nurse, Neonatal Intensive Care Nurse, Neurology Nurse, Newborn Nursery Nurse, Nurse Educator, Nurse Practitioner, Nursing Home Nurse, Occupational Health Nurse, Oncology Nurse, Operating Room Nurse, Patient Care Assistant, Patient Care Technician, Patient Educator Nurse, Pediatric Intensive Care Nurse, Pediatric Nurse, Pediatric-Cardiac Nurse, Pediatric-Neurology Nurse, Pediatric-Oncology Nurse, Post-Anesthesia Care Nurse, Postpartum Nurse, Preoperative Nurse, Psychiatric Nurse, Quality Assurance Nurse, Radiation Oncology Nurse, Radiology/Diagnostics Nurse, Rehabilitation Nurse, Safety Nurse, Step Down Cardiac Care Nurse, Step Down Critical Care Nurse, Utilization Review Nurse, Women’s Health Nurse, Wound Care Nurse, LPN/LVN,  Registered Nurse, Surgical Technician

	Engineering

	NOTE:  This contract agreement does not include architects and engineers that fall under the Brooks Act. 

	Designer/Drafter—Architectural Drafter, Civil Engineering Drafter, Electronics Designer, Electronics Drafter, Instrumentation Electrical Designer, Civil Designer, Instrumentation Drafter, Instrumentation Designer, Vessel Drafter, Vessel Designer, Instrumentation and Electrical Drafter, Electrical Drafter, Electrical Designer, Mechanical Designer, Mechanical Drafter, Structural Drafter, Structural Designer, Piping Drafter, Piping Designer, Workplace Designer, Tool Designer, Machine Designer, Design Checker, Facilities Designer

	Documentation and Training—Engineering training Specialist, Technical Illustrator, Technical Writer, Document Control Specialist, Specification Writer

	Engineer—Instrumentation, Electrical, Metallurgical, Plant/Maintenance, Aeronautical, Architectural, Facilities, Construction, Diesel, Geotechnical, Instrumentation, Vessel, Traffic Safety, Environmental, Chemical, Ceramics, Electronics, Mechanical, Surveyor, Manufacturing/Production, Industrial, Piping, Quality, Civil, Nuclear, Biomedical, Installation, Heating/Ventilation/Cooling (HVAC), Hydraulic, Marine, Plastics, Structural, Communication, Production Planning

	Engineering Management—Contract Administrator, Engineering Manager, Engineering Project Manager, Purchasing/Procurement Manager, Engineering Analyst, Quality Control Manager, Quality Manager, Safety Manager

	Engineering Support—Industrial Mechanic, Assistant Surveyor, Quantity Surveyor, Biomedical Technician, Librarian/Engineering, CNC Programmer, Cost Estimator, Model Maker, Prototype Builder/Technician, Operations Manager/Supervisor, Quality Inspector, Technical Recruiter, Buyer, Production Control Expeditor, Planner/Scheduler, Purchasing Expeditor, Logistician, Cost Control Analyst, Engineering/Professional Specialist NOS, Engineering Support NOS

	Technician—Manufacturing Technician, Nuclear Technician, Plant/Maintenance Technician, Sales/Installation Technician, Associate Technical Representative, Instrumentation Technician, Telecommunications Technician, Safety Engineering Technician, Environmental Engineering Technician, Chemical Engineering Technician, Electrical Engineering Technician, Electronics Technician, Mechanical Engineering Technician, Quality Engineering Technician, Field Service Technician, Architectural Engineering Technician, Civil Engineering Technician

	Professional

	Human Resources—Benefits Administrator, Recruiter, Human Resources Records Supervisor, Human Resources Manager, Training Specialist, Compensation Analyst, Recruiter Assistant

	Language Services—Translator

	Library—Librarian Technician, Records Manager, Librarian Special Library 

	Project Management—Project Manager, Senior Project Manager

	Purchasing—Buyer (Contract employees can’t approve purchases for the Government. Only a Contracting Officer can obligate the Government.), Purchasing Expeditor, Traffic Clerk

	Creative Services—Artist, Creative Services Professional, Copywriter, Desktop Publishing Specialist, Editor, Illustrator, Proofreader, Writer

	Legal Services

	Clerk/Paralegal—Law Clerk, Paralegal Junior Level, Paralegal Mid-Level, Paralegal Senior Level

	Accounting/Finance

	Accounting—Junior Accountant, Staff Accountant, Senior Accountant, Cost Accountant, Accounting Supervisor, Accounting manager, Senior Accounting Manager, Assistant Controller, Group Controller, Division Controller, Corporate Controller, Bookkeeper, Cost Manager

	Accounts Payable—AP Supervisor, AP Manager, AP Analyst, AR Supervisor, AR Manager, AR Analyst

	Banking/Financial Services—Mortgage Processor II, Mortgage Lender, Loan Reviewer, Trust Accountant, Trust Manager, Securities Accountant/Manager/Processor, Staff Accountant

	Billing—Billing Supervisor/Manager

	Credit—Credit Analyst/Supervisor/Manager, Collections Manager

	Finance—Financial Analyst, Financial Analysis Supervisor/Manager, Chief Financial Officer (CFO), Senior Financial Analyst

	Insurance—Claims Specialist, Insurance Rater, Insurance Underwriter

	Internal Audit—Internal Auditor, Operations Auditor, Financial Auditor, Systems Auditor, Audit Supervisor, Audit Manager

	Payroll—Payroll Supervisor/Manager

	Public Accounting—Audit Manager, Audit Senior, Consulting Staff, Consulting Manager, Consulting Senior, Tax Staff, Tax Manager, Tax Supervisor

	Tax—Tax Supervisor/Manager/Accountant

	Treasury—Treasury Manager/Analyst, Assistant Treasurer, Treasurer



In addition, Kelly provides workers with Merchandising, Electronic Assembly, and Education skill sets. If you require information about these skill classifications, contact the Kelly on-site staff.


 Ordering Process


Task Order Process

The NIH Program Manager submits the Project Support Task Order to FedSource-Baltimore through the NIH Program Manager. Please do not contact Kelly Services or FedSource directly with requests for services.

When you complete a Project Support Task Order, you will be asked to provide the following information:

· Description of task/service required

· Procedures/instructions to be followed in completing the task

· Production standards/acceptance criteria by which Kelly can monitor performance

· Deliverables/timeliness/reports, products documentation for government acceptance and payment

· Equipment and facilities to be provided by the Government

· Security clearance requirements

· Safety issues involved/safety equipment requirements

· Estimated number of contractors required, identified by skill categories (if appropriate)

· Hours per day, hours per week, hours of operation, length of lunch period, authorization for overtime if anticipated

· Period of performance

· Authorization for travel

You must either attach a funding document to the task order or complete a certification of availability of funds.

A Quality Assurance Surveillance Plan (QASP) is required for every task order. FedSource and Kelly use the QASP to measure the contract deliverables. Completeness, correctness and compliance with the requirements in the task order statement of work are assessed.

Please review the Project Officer Guidelines attached to the task order prior to submitting the task order to the NIH Program Manager.

If the task(s) or scope of the task(s) is altered, the task order must be modified, approved and submitted to FedSource before any services are added, changed or deleted. Changes to the services should be channeled through the Agency Project Officer designated on the task order.

Kelly Services Order Filling

Once the task order is received, Kelly will begin filling your order. 

Kelly will respond with candidates or direct assignees that are a match from both a technical and human resources perspective. Kelly’s goal is to provide you with the required services. 

Approved subcontractors will be utilized to assist Kelly in filling your order whenever Kelly determines that help is needed. Approved subcontractors are experienced Federal vendors and are certified small, small disadvantaged, small woman-owned, small disabled veteran, small Vietnam veteran, HUBZone or 8(a) businesses.

Selection of Contract Employees


Hiring is the sole responsibility of Kelly.  The government may review resumes for technical and professional categories where specific expertise is required.  At no time will the government interview contractor employees without a Kelly representative present.  The government may observe an interview conducted by the contractor to answer questions concerning the task order requirements.

We will provide resumes where necessary but expect a response within 48 hours. If we don’t have a response from the NIH requestor within this timeframe, the resumes may be submitted for consideration for other task orders.

Selection of Workers from Foreign Countries

If you have identified a potential candidate that requires a work visa, consult with the Program Manager to determine the possibility of obtaining work authorization. The FedSource Contracting Officer must give prior approval and Kelly Services must sponsor the visa. 

The types of visas that Kelly can utilize are H1B, TN, F1 and O-1.

Contract Employee Management

Kelly Hiring Process

Kelly evaluates every candidate’s ability, skills, experience, work history and suitability to ensure that employees meet strict standards and earn your ultimate approval.

Screening

A preliminary qualification process, conducted by a Kelly representative, determines whether potential candidates merit further consideration. This process begins with a review of the resume or application in which Kelly evaluates:

· Relevance of experience to the specific needs of NIH

· Employment objectives and salary expectations

· Employment history

· Education

· Additional skills and experience such as foreign language proficiency and security clearance

Evaluations

Evaluations are administered and scores are recorded and reviewed with the applicant.

Administrative and industrial candidates’ skills are tested to confirm that they meet or exceed evaluation criteria for every service area in which they will be working. Testing includes:

	· Word Processing
	· Filing and Proofreading

	· Keyboarding Skills
	· Light Industrial

	· Transcription
	· Manual Dexterity

	· 10-Key Calculator
	· Precision Dexterity

	· Spreadsheet
	· Electronic Assembly

	· Presentation Graphics
	


Kelly utilizes several evaluations methods to validate the skills of IT candidates. These products and services include IT Evaluate and the on-line services of “proveit.com” to quickly and effectively validate the candidate’s skills.

Interviewing

Kelly representatives interview all candidates personally. Kelly assesses each candidate’s suitability for providing the required services while weighing the candidate’s competencies. Kelly gathers information about the candidate’s work preferences, education, training and work history. This information is entered into the Kelly employee database, so that it may be located easily and retrieved to fill a task order request. Kelly also conducts a credentials check to verify the candidate’s education, previous employment and certifications, if relevant to the job. Two references are checked for every candidate. 

Orientation

During orientation, contract employees learn of their general and specific responsibilities to Kelly and to NIH. They also learn about the rights and benefits they will enjoy as a Kelly employee. Questions are invited and answered; open communication is encouraged. The I-9 (Employment Eligibility Verification form required by the Immigration Reform and Control Act) and other post-hiring forms are completed.

Kelly has worked with NIH to design an orientation program that addresses NIH’s policies and procedures. All contract employees assigned to NIH receive this customized orientation from Kelly.

Please contact the Kelly on-site office if you would like to request a copy of Kelly’s Employee Handbook for Kelly Employees Assigned to the National Institutes of Health. 

Background Screens and Reference Checks

When stipulated on the approved task order, Kelly will conduct a seven-year criminal felony and misdemeanor background check before the commencement of services at NIH. The Kelly on-site office must receive favorable results prior to the commencement of services unless the Government requires services pending the completion of background checks. In the event that an employee starts work prior to Kelly receiving the results of the background screening and the results are unfavorable, the employee will be removed immediately.  

If not stipulated on the approved task order Kelly does not conduct a background check. It is Kelly’s policy to conduct reference checks as part of its hiring process. 

The cost of the background check is passed through to NIH.

Biological Testing and Immunization Requirements

The following testing and immunization requirements apply to individuals working in Buildings 10, 14 or 49. Note that additional testing and/or immunizations may be required prior to initiating work on particular tasks, depending upon the biologic agents used in the research they are supporting. The cost of immunizations and testing is billed to NIH as a pass through cost.
· Building 10—PPD Skin Testing, Measles, Chicken Pox, and Hepatitis B

· Building 14—PPD Skin Testing

· Building 49—PPD Skin Testing, Measles

“Contractor” Designations on E-mail

All contractor employees who have access to and use NIH e-mail must identify themselves as contractors on all outgoing e-mail messages, including those that are sent in reply or are forwarded to another user.

The best method for complying with this requirement is to set up an e-mail signature (“AutoSignature”) or personal digital assistant (PDA) that will automatically display “Contractor” in the signature area of all e-mails sent by the user. Technical assistance is available by contacting the NIH Help Desk at 301-496-4357.

NIH Computer Security Awareness Training

The Computer Security Act requires that all government personnel and contractors who use computers as part of their official duties must receive training on computer security awareness.    Kelly Services will ask its contract employees to log in to http://irtsectraining.nih.gov within the first two months of their arrival at NIH. 

NIH Harassment Training 

During the first month, contract employees are required to take the NIH sexual harassment training on-line at http://eeotraining.nih.gov and to complete the on-line test that follows the training.  The training and the test take about one hour. Employees receive a certificate that is housed in their personnel record file at the Kelly on-site office. 

Disability Awareness Training

This required training provides information about the inclusion of persons with disabilities in all facets of NIH work, activities, and benefits.  http://eeotraining.nih.gov 

Required Training for Scientific Staff

1. Introduction to the Responsible Conduct of Research—This training is required for all staff who have direct and substantive involvement in proposing, performing, reviewing, or reporting research, or who receive research training.  http://ResearchEthics.od.nih.gov
2. Introduction to Laboratory Safety—This computer-based training (CBT) is required for all non-administrative staff.  http://www.ors.od.nih.gov/labsafety//
3. Laboratory Safety at NIH—This training is required for all scientific staff, following completion of Introduction to Laboratory Safety.  http://www.ors.od.nih.gov/labsafety/
4. Protection of Human Research Subjects—This training is required for all research staff. http://206.102.88.10/ohsrsite/cbt.html
5. Technology Transfer Online Training—This computer-based training is a prerequisite for all staff involved in research.  http://tttraining.od.nih.gov
Training Dependent Upon Type of Research Being Carried Out

1. Radiation Safety Course—This course is required for all staff working with or around radioactive sources.  http://www.nih.gov/od!ors/ds/train.html
2. Using Animals in Intramural Research—This training is required for all staff working with animals. http://oacu.od.nih.gov/training/indes.htm
3. Clinical Research Training—This training is required for all research staff and for all clinical investigators involved with a protocol.  http://www.cc.nih.gov/ccc/cr/index.html
4. Working Safely with HIV and Other Blood-borne Pathogens—This training is required for those working with blood-borne pathogens.  http://www.ors.od.nih.gov/labsafety/
5. Working Safely with Nonhuman Primates—This training is required for all personnel who are scheduled to begin working with non-human primates (NHP) but have little or no experience.  Consult your IC Animal Program Director or your ACUC for information on presentation dates.

6. Universal Precautions—The Departments of Labor (OSHA) and HHS require that all health workers whose jobs entail either patient care or clinical laboratory responsibilities receive training in Universal Precautions annually. They also recommend that workers with patient contact receive training regarding tuberculosis. Call 496-2209 to schedule training.

Contract Employee Benefits


Holidays

Non-exempt contract employees are entitled to these Federal holidays unless other holidays are specified in the wage determinations.

	· New Year’s Day
	· Labor Day

	· Martin Luther King, Jr.’s Birthday
	· Columbus Day

	· President’s Day
	· Veterans’ Day

	· Memorial Day
	· Thanksgiving Day

	· Independence Day
	· Christmas Day


Under the Service Contract Act, full-time employees who are scheduled to work 40 hours a week, get 8 hours holiday pay provided the employee performed any work during the workweek in which a named holiday occurs.  

Part-time employees' holiday pay is prorated based on the hours worked during the week preceding the holiday. 

Holidays are not billed under the task order unless the contract employee works the holiday. If the contract employee is to work on the holiday, please send, in advance, an e-mail notification to FedSource and the Kelly on-site office.   

Do not include holidays in the total verified on Kelly’s web-based time entry system unless the employee worked that day. If you do include the un-worked holiday in the total, you will be billed and a correction will have to be processed. 

Vacation 

Under the Service Contract Act, non-exempt contract employees are eligible for two weeks paid vacation after one year of service with a contractor or predecessor, three weeks after five years, and four weeks after 15 years. Length of service includes the whole span of continuous service with the present contractor or successor, wherever employed, and with predecessor contractors in the performance of similar work at the same Federal facility.

For part-time schedules, vacation is prorated, based on the number of hours worked in the previous year. 

The contract employee informs the Kelly on-site staff of the time period he/she wishes to take. Approval should also be requested from the point of contact for scheduling purposes.  

Supplementary First Year Vacation Program

Kelly provides a supplemental first year vacation program that is outside the scope of the Service Contract Act. In this program, contract employees may accrue as few as zero hours and as many as 80 hours vacation between the third month performing services at NIH and the time they reach their first anniversary date. Employees who have received SCA vacation benefits prior to starting their Kelly task order at NIH are not eligible for this benefit.

Vacation may be taken in increments no less than the employee’s standard workday. Supplemental vacation hours may not be taken retroactively and are not carried over into the second anniversary year. Any/all unused first year vacation hours are forfeited when the employee reaches his/her anniversary date, when the employee’s task order terminates (for any reason), or if the FedSource contract at NIH terminates (for any reason).

Supplemental vacation time is prorated for part-time employees.

Discretionary Leave

Kelly is implementing an 80-hour discretionary leave program on November 29,2004. This replaces the 40-hour sick leave program. Contract employees may accrue as few as zero hours and as many as 80 hours discretionary leave each anniversary year, depending upon hours worked and assignment length. 

Discretionary leave may be taken in no less than four hour increments.

Any/all unused discretionary leave is forfeited when the employee reaches his/her anniversary date, when the employee’s task order terminates (for any reason), or if the FedSource contract at NIH terminates (for any reason).

Discretionary time is prorated for part-time employees.

Medical Benefits

Kelly Services offers two Preferred Provider Organizations (PPO) medical plans and a PPO limited coverage medical option, including prescription drug coverage, automated claims submission, and a choice of additional benefits packages to its NIH contract employees who meet the program requirements. 

For the 2005 plan year, MAMSI/Optimum Choice will expand its coverage to eligible contract employees throughout the entire Mid-Atlantic Region (Maryland, Virginia, DC, Delaware and West Virginia). In 2004, this HMO was offered only to eligible contract employees residing in Virginia.  

If employees choose to enroll in the HMO or change from their existing coverage, the change will take effect January 1, 2005. The change in deduction will take effect December 1, 2004. 

All Kelly contract employees also have the option to participate in group benefits provided by Leslie & Associates, Inc. Employees are responsible for paying the monthly premiums and may select any combination of one or more plans to meet their individual needs.

Each eligible employee is provided with a complete package that explains the benefits upon hire or on the date they become eligible.
COBRA Contributions

Kelly employees whose assignments at NIH started on 04/05/04 or thereafter, who have either (1) been offered the COBRA option by their previous employer, or (2) have an active COBRA program through their previous employer are eligible for COBRA benefit payments at NIH. Employees are reimbursed 40% of the monthly COBRA payment for a period not to exceed three months from the first day of their task order at NIH. This expense is passed through to NIH.

Pension Plan

Kelly is offering two plans, a Retirement Savings Plan for employees earning less than $90,000 in 2004 and $95,000 in 2005, and a Deferred Income Plan for highly compensated employees. The Health & Welfare fringe benefit under the Service Contract Act is contributed into the pension plan for each employee assigned at NIH.
Policies and Procedures


Absence Notification

Contract employees are instructed to contact their Kelly representative prior to the start of the day if they are unable to work. Kelly will let you know immediately if a worker will be absent and ask you if you need a replacement. Every attempt will be made to find a same day replacement, when requested.

Kelly is responsible for tracking attendance as a part of the contract employee’s performance. Please assist us by informing the Kelly on-site staff immediately if a contract employee does not arrive for work. In addition, contract employees are instructed to inform the Kelly on-site staff of requested days off, before speaking with you.

Unforeseen Facility Closure

Contract employees are not entitled to administrative leave. If an agency decision to close is made before working hours, the contract employee should be contacted by the project officer or have been given a phone number to call for pre-recorded reporting instructions. 

The contract employee is not required to perform any services on the day of the closure and will receive no payment unless the services are designated as essential on the task order during facility closures. 

In the event of a partial day unforeseen Government facility closure, the project officer will notify the contract employee within one hour after notification of the facility closure is received. Payment of a partial day closure will be made for the actual time worked. Exceptions are made for states with laws requiring payment for show-up time. 

With POC approval, employees may work extra hours during the week of the facility closure to make up for the hours lost during the closure. 

If employees have questions, please refer them to their Kelly representative. 

NIH Administrative Functions

Contract employees are not allowed administrative leave for such functions as picnics, blood drives, luncheons, dedications, town hall meetings, etc.  

Ending or Extending Period of Performance or Changes in Services

It is very important that Kelly and FedSource are notified when a contract employee is ending or extending on the task order. Notify FedSource when the period of performance is to be ended or extended or the required services are changed. Please do not allow these changes without initiating a modification to the current and a new task order (if appropriate) through FedSource. This will enable FedSource to bill accurately and Kelly to ensure prompt, correct payment to contract employees.

Security Badges

Contract employees are issued NIH security badges designed to clearly identify contractors and are required to wear them when on NIH premises. The Kelly on-site staff manages the paperwork and provides guidelines. Should a contract employee misplace or forget his/her badge, or have difficulties accessing the assigned work location with the issued badge, the worker is instructed to contact the Kelly on-site staff. Security badges must be collected at the end of every task order. Please assist us by reminding contract employees to return their badges to the Kelly on-site staff.

Contract Employee Illness or Injury

If a contract employee is injured or becomes seriously ill while working at your facility, please direct him/her to your facility’s Health Services for emergency treatment. Contract employees are to be sent to NIH Health Services facilities in emergency situations only. The contract employee should contact his/her personal physician if it is not a medical emergency. 

Driving

If a contract employee is requested to drive a NIH owned, NIH leased or privately owned vehicle as a part of providing services under the task order, the task order must include this information in the description of services to be required. This will allow Kelly to conduct the appropriate motor vehicle record check.

Note that contract employees are not normally authorized to operate government-owned vehicles due to liability. Exceptions can be granted but should be clearly indicated on the task order prior to contract employees driving vehicles.

A contract employee may use his/her own vehicle for travel, if specified in the task order, and be reimbursed in accordance with the JTR. The requesting agency should verify the expense report before the contract employee submits to Kelly.

Government Furnished Equipment

If the government furnishes equipment specifically for use by a contract employee, the task order shall contain a description of the equipment to be provided. The contract employee shall sign for the equipment. By including the Government-furnished equipment in the task order, Kelly will be aware of its liability for loss or damage. Failure to notify the COTR in writing may relieve the Kelly of liability.

Training—Software and Scientific

The Government cannot fund any training that is not specific to the task order under which the contract employee is performing. Kelly provides its employees with information on such matters as EEO, sexual harassment, safety, and drugs/violence in the workplace, as these are personnel issues. In addition:

Kelly conducts software testing and training during its hiring process to ensure that the skill levels of contract employees match NIH’s task order requirements. Kelly training is offered at no charge to its employees. Kelly training is currently offered on the following software: Microsoft® Word, Microsoft Excel, Microsoft Schedule+, Microsoft PowerPoint®, and Microsoft Access. Reference guides are available for contract employees to familiarize themselves with Microsoft e-mail software. Kelly is committed to adding additional training for contract employees as new software needs arise. 

Kelly’s scientific division has created an interactive, multimedia, on-line training campus. Kelly Science Learning Center™ is a virtual campus designed to manage the training function for both customer and Kelly employees. We bring a suite of courses ranging from technique to protocol, and in a variety of disciplines such as cGMP and safety. Tuition is charged for all participants. Kelly employees receive a 30% discount and tuition vouchers toward the cost of services based on their time on assignment. Visit Kelly’s training campus at www.sciencelearning.com.
If a contract employee needs to be included in training programs in order to be successful, and these programs are specific to NIH, please contact the Kelly on-site staff.
Recognition and Awards

Contract employees are not eligible to receive awards designed for federal workers, such as On The Spots. 
Kelly has designed ongoing recognition programs for contract employees. Your feedback is critical to these programs, and we will contact you periodically to ask how our employees are performing. If you would like to recognize a contract employee, please contact the Kelly on-site staff. We will work with you, on a case-by-case basis, to provide the appropriate recognition.

Payroll and Billing


Electronic Timekeeping

Kelly is pleased to introduce our web-based time entry system at NIH. This system is used to submit hours worked to our payroll centers. The system is fast and easy to use. This system will be used for you to accept services that have been rendered in accordance with the requirements of the task order.

To make the system successful, please note the following:

· Contract employees must have access to the Internet. If they do not have access, they must utilize paper time cards.

· All time must be entered before 11:59 p.m. EST on Sunday.

· Vacation, holiday, discretionary leave and expenses are not entered in the system. Contract employees will submit vacation and discretionary leave hours to our benefits administrator at nihleave@kellyservices.com. Holiday pay is calculated and submitted by the on-site team for processing. 

· Contract employees are not allowed to work overtime unless authorized on their task order or written pre-authorization is obtained through FedSource.

Our on-site staff will provide you with a reference brochure with complete instructions. It is important to remember that:

· The e-mail address of the timecard approver must be provided to the Kelly on-site office.

· Timecards will appear in the e-mail inbox of the timecard approver every Monday morning.

· Timecards not approved by Wednesday afternoon, will be paid by “tacit approval.”

· Overtime must not be approved on the weekly timecard unless authorized on the task order or pre-authorization is acquired through FedSource. Please e-mail rbrecht@bal.fedsource.gov and copy kellyservices@mail.nih.gov 
· When the timecard approver is not available, s/he must set up the e-mail address of an alternate approver in WebTime.

Recording Hours

Contract employees should record hours actually worked and should not include vacation, holidays, or discretionary time on the time entry system. Kelly will process these benefits separately for workers who qualify. If your facility closes early (i.e., a Friday before a holiday or because of inclement weather), contract employees should not be paid for the hours after the facility closes, only for those hours worked. Do not authorize time cards that have work time recorded for these periods. 

Contract employees must submit their time each week in order to ensure accurate budget reporting. Please assist Kelly in this process by accepting the services that have been rendered in accordance with the requirements of the task order every Friday. Your authorization allows Kelly to generate an invoice based on the time submitted. 

Overtime

Overtime is permissible only when authorized on the approved task order.  Contract employees may work overtime, but the requirement must be stated in or added to the task order prior to a contract employee working overtime.

Do not allow contract employees to work overtime in return for compensatory time off. “Comp time” is not permitted under this contract or by federal law.

Federal, state and local laws require that contract employees, regardless of level, receive the overtime rate (time and one half) for any hours worked over 40 for the week. Contract employees do not receive overtime for hours worked on weekends or holidays unless those hours exceed 40 for the week. 

Contract Employee Travel

If travel is required for a contract employee, authorization must be contained in the original task order or added by modification. You should verify that the funds obligated on the task order are sufficient to cover the required travel. If not, the funds must be modified prior to commencement of travel. Be specific as to mode of transportation, reporting and completion dates and times, rental car or privately owned vehicle (POV). Limitations on food and lodging and POV will be determined in accordance with the JTR. The requesting agency must verify the contract employee's expense report before submission to Kelly. Keep travel time outside normal work hours to a minimum.  
Contract employees should not use government expense reports. Contract employees eligible for expense reimbursement must submit a Kelly expenditure record for payment. These expenditure records, which are supplied by the Kelly on-site staff, must have a NIH manager’s signature to indicate acceptance of the services and related charges and will authorize billing. To ensure accurate budget reporting, expenditure records must be submitted each week. Contract employees can contact their Kelly representative with any questions regarding expense reimbursement.

Please inform the Kelly on-site staff whenever you ask a contract employee to travel. Travel requirements must be stated or added to the task order prior to the travel occurring. Submit a Travel/Training Request form to FedSource. All trips are pre-approved by FedSource on a case-by-case basis.  
Advanced payment may be obtained with three weeks notice prior to travel.  

Invoicing

FedSource submits consolidated monthly invoices to NIH.   

To ensure accurate budget reporting, contract employees must submit their time each week. Please encourage them to do so by authorizing their time every Monday. Identify another NIH employee to authorize time in your absence by entering the alternate approver’s e-mail address in WebTime.

Usage Reports

An hours report is provided to each Institute on a monthly basis.


Contract Employees Working at the Government’s Facility


NIH utilizes the services of a variety of contractors to perform services at NIH facilities. It is important that the proper relationship between NIH and the contract employees be maintained at all times. The following provides you with information on roles and responsibilities. 

Economic Items

Kelly Services administers all aspects of the economic relationship with contract employees (e.g., salary, raises, bonuses, benefits, expense reimbursement). Do not interact with contract employees on these subjects. 

Employee Management

Contract employees are employees of Kelly or its subcontractors. You should not treat these individuals as if they were employees of NIH. Kelly will manage all matters related to these employees.

Provide a complete description of the services to be performed on the task order. All communications regarding the actual offer, duration or termination of periods of performance are handled by Kelly Services, exclusively.

The task order should contain performance standards and incentives/disincentives, if appropriate. Kelly will communicate performance standards to its employees before, and throughout, the period of performance.

Do not use contract employees for tasks other than those for which they were contracted, and do not re-deploy contract employees to perform other duties as you might do with a NIH employee. All requirements must be specified in the task orders.

Do not allow contract employees to interview candidates, evaluate other personnel, or supervise personnel unless such activity is a regular requirement. Note that contract employees may only perform these types of services when related to other contract employees from their employer.

Contact your Kelly on-site staff if a contract employee needs to be counseled or removed from providing services prior to the scheduled completion date. Never take direct action yourself.

Do not evaluate contract employees. Kelly will solicit your feedback, with regard to performance of the required services outlined in the task order. It is Kelly’s responsibility to evaluate individual contract employees.

Whenever an investigation involving a claim made by, or against, a contract employee occurs, Kelly Services must be notified and will cooperate in any investigation. A Kelly representative must be present during all related interviews involving our employee.

Kelly must manage and approve or disapprove all requests by contract employees for non-standard working arrangements (e.g., flex time and leaves of absence). It is Kelly’s responsibility to make sure that they comply with the appropriate labor laws.

Kelly will interact with contract employees when personal matters, such as family emergencies, arise.

Travel

Contract employee travel should be limited, and must be approved by Kelly prior to departure. Travel must be included and funded in the task order prior to the travel occurring.

Departmental Meetings

Do not include contract employees in NIH meetings unless there is an operational reason for their presence. Dismiss them after the relevant discussion(s).

Government Representation

Contract employees cannot perform tasks that require them to represent the Government in policy or decision making or in government functions such as EEO Committees, Savings Bonds or CFC Campaigns, Boards, etc.

NIH Subsidized Services

Contract employees may only utilize NIH Health Services for medical emergencies and workplace surveillance.

NIH Sponsored Events

If contract employees are to be included in NIH sponsored events (e.g., Institute picnics, holiday parties, etc.), Kelly should issue the invitations.

NIH subsidized services (e.g., day care, exercise facilities) should only be made available to contract employees if the employee pays for the entire cost of the services.

Awards

Contract employees are not eligible to receive awards designed for federal workers, such as On The Spots. 
Business Accessories

Do not issue the following to contract employees: NIH owned or leased cars, pagers, cell phones, telephone calling cards, business cards, corporate credit or debit cards. 

NIH Provided Training Services

In most instances, contract employees should not be allowed to benefit from NIH funded training programs. However, contract employees may attend NIH sponsored training programs when such training is on a topic or system that is unique or specific to the task order under which the contract employee is performing.

Additionally, contract employees may attend any training that is required by a government agency (e.g., OSHA required training).

Ensure that agency employees receive safety training conducted by NIH to prevent injuries and comply with OSHA regulations. Be sure any injury to a contract employee is reported immediately to the Kelly on-site staff.

Kelly Services’ mission is to serve our customers, employees, shareholders and society by providing a broad range of staffing services and products. We have shared values through integrity, honesty and ethical behavior. We also have a commitment to Quality and Customer Satisfaction with a dedication to service and personal responsiveness. We will develop innovative staffing services that meet the needs of our customers and contribute to their success; we will foster an environment that stimulates professional excellence and encourages contribution by all employees; and we will demonstrate good corporate citizenship through the ethical conduct of our business. It is Kelly’s policy to provide equal employment opportunities in all aspects of employment, including recruitment, selection, training, compensation, promotion, job transfers and temporary assignments at customer locations. These opportunities and other conditions of employment are extended to qualified applicants and employees regardless of race, color, sex, age, religion, national origin, disability or veteran status (including disabled or Vietnam Era-veteran status). Kelly’s customers look to us to utilize innovative staffing services that meet their needs and model ideal Human Resources policies, procedures and systems. Our customers seek guidance from us to enable them to maximize the contributions of their workforce. 

Kelly Services, Inc.

999 West Big Beaver Road, Troy, MI 48084-4782, www.kellyservices.com
( 2003 Kelly Services, Inc.
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