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SUBJECT: Policies and Procedures Manud for Specid Government Employee (SGE) activity
conducted under the auspices of the Occupational Safety and Health Adminigtration’s (OSHA)
Voluntary Protection Program

ABSTRACT

Purpose: This ingtruction describes and implements the policies and procedures
governing the administration and operation of Specid Government Employee
activity conducted under the auspices of OSHA’s VPP.

Scope: OSHA-wide
References: Voluntary Protection Program Policies and Procedures Manud (TED 8.14)
Cancdlation: “Federd and State Guiddines for the use of OSHA Volunteersto Assst in

Performing VPP Onsite Reviews,” Paula O. White memorandum to State
Designees on February 25, 1998.

State Impact: Thisingtruction describes a Federd Program Change for which State adoption
is not required.
Action Offices. Nationa and Regiona Offices

Originating Office:  Directorate of Federa-State Operations
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Major Changes:

This manud implements policies and procedures for Specia Government Employee (SGE) activity
conducted under the auspices of the Occupational Safety and Hedlth Adminigtration’s (OSHA)
Voluntary Protection Program (VPP). It provides the overdl policy framework for Specid
Government Employee (SGE) activity and revises and darifies the requirements to gpply, receive
training, and participate in the activities. The mgor changes are;

. State Plan States must sgn a Memorandum of Understanding (MOU) with Federal OSHA if
they wish to use Federa SGEs a State Plan State VPP sites.

' State Plan State VPP Managers wishing to use afederdly trained SGE must follow the same
procedures as other VPP Managers. These procedures can be found in Chapter 4.

. Individuals must complete and submit an gpplication to participate as an SGE. SGEs must re-
apply at the end of their term of servicein order to continue participating. Renewd gpplications
must be sent to SGEs during the gpplication period prior to the expiration of their service.

. Applications to participate as a Specia Government Employee (SGE) must be processed four
times per year. Applications must be received in the Office of Cooperative Programs on or
before January 15, April 15, duly 15, or October 15 of each year. If the deadlinefdlson a
weekend or a Federd holiday, applications are due on the first Federd business day following
the deadline. Late gpplications are held until the next submisson deedline,

. All new gpplicants mugt attend training. A new Specid Government Employee (SGE)
application must be approved by the OSHA Personnd Office before the gpplicant may be
approved to attend training. Successful applicants must be notified by arepresentative from the
Office of Cooperative Programs regarding the date and losation of training.

. The term of service for Specia Government Employee (SGE) isthreeyears. SGE's serve at
the pleasure of the Assistant Secretary for Occupationd Safety and Hedlth. Serviceis
contingent upon the proper conduct of SGEs. The term of service for new SGEs beginsthe
day the oath of officeisadministered. The term of service for renewing SGEsiis calcul ated
from the approva date of their application.

. Approved and trained SGEs are digible to asss with VPP onste evauations from the day they
take the oath of office until the end of their term of service. An SGE becomesindigible upon
the day that he or she leaves the employment of a VPP company or upon the day that company
no longer retains VPP gatus.

. The Director of Federal-State Operations or his or her designee must disquaify those
gpplicants whose employment or financid involvements may present a conflict of interest or the

gppearance of impropriety.
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Executive Summary:

This manua implements policies and procedures for Specid Government Employee (SGE) activities
and providesthe overal policy framework for SGEs activities. This manud revises the requirements to
apply, receive training and participate in SGE activities, and clarifies the terms of service for Specid
Government Employees.
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Chapter 1

Introduction
Purpose. Thisingtruction describes and implements the policies and procedures governing the
adminigration and operation for OSHA’s Specid Government Employees activities.
Scope. OSHA-wide
References.
A. Voluntary Protection Program Policies and Procedures Manud (TED 8.1a)
Cancdllations.
A. “Federd and State Guiddines for the use of OSHA Volunteersto Assst in

Performing VPP Ongte Reviews,” Paula O. White memorandum to State Designees on
February 25, 1998.

Major Changes.

A. State Plan State Participation. A State Plan State must sgn a Memorandum of
Understanding (MOU) with Federd OSHA if they wish to use Federd SGEs at VPP
dtesin a State Plan State.

B. Sdliciting Assgance from SGEs. State Plan State VPP Managers wishing to use a
federdly traned SGE must follow the same procedures as other VPP Managers. These
procedures can be found in Chapter 4.

C. Application Reguirement. Individuas must complete and submit an gpplication to
participate as a Specid Government Employee. SGES must re-gpply at the end of their
term of servicein order to continue participating. Renewa applications must be sent to
SGEs during the gpplication period prior to the expiration of their service.

D. Application Deadline. Applications to participate as a Specid Government Employee
must be processed four times per year. Applications must be received in the Office of
Cooperative Programs on or before January 15, April 15, July 15, or October 15 of
each year. If the deadline fals on aweekend or a Federd holiday, applications are due
on the first Federa business day following the deadline. Late gpplications are held until
the next submission deedline.
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E. Training Requirement. All new gpplicants mugt attend training. A Specid Government
Employee gpplication must be approved by the OSHA Personnd Office before the
gpplicant may be approved to attend training. Successful gpplicants must be notified by
arepresentative from the Office of Cooperative Programs regarding the date and
location of training.

F. Term of Service. All SGEs are initidly appointed to athree-year term of service.
SGEs serve at the pleasure of the Assistant Secretary for Occupational Safety and
Hedth. Serviceis contingent upon the proper conduct of SGES. The term of service
for new SGEs begins the day the oath of office isadministered. The term of service for
renewing SGEs is calculated from the gpprova date of their application.

G. SGE s Hligibility. Approved and trained SGEs are digible to assst with VPP onsite
evauations from the day they take the oath of office until the end of their term of
sarvice. However, an SGE becomes ingligible upon the day that he or she leavesthe
employment of aVVPP company or upon the day that company no longer retains VPP
satus.

H. Indligible Applicants. The Director of Federal-State Operations or his or her designee
must disqudify those gpplicants whose employment or financid involvements may
present a conflict of interest or the gppearance of impropriety.

VI.  Federd Program Change. ThisInstruction describes a Federa Program Change for which
adoptionis not required. However States that wish to use Federaly-approved SGEs as
members of VPP ongte review teams must enter into a Memorandum of Understanding
(MOU) with Federd OSHA. See Appendix B for the approved Memorandum of
Understanding.

VII.  Acton Information

A. OSHA Nationd Office.

1. Directorate of Federal-State Operations. The Directorate of Federa-State
Operations (FSO), through the Office of Cooperative Programs (OCP),
Divison of Voluntary Programs, is respongible for the nationwide coordination
and adminigrative oversight of Specid Government Employee activities. OCP
is respongble for establishing the policies and procedures that govern the
operation, monitoring, and evauation of Specid Government Employee
activities. This Policies and Procedures Manud is the program’s principa
policy guidance document for SGE aectivity. The Divison of Voluntary
Programsis aso responsible for providing Voluntary Protection Program
support and assstance to the
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Regions, States, and participants.

2. Directorate of Adminidrative Programs. The Directorate of Adminidrative
Programs, through the Office of Personnd, is responsible for processing
gpplications and submitting the gpplication to the Executive Secretariat for find
approva within four weeks of receipt from the Office of Cooperative
Programs.

OSHA Regiond Offices OSHA VPP Managers are responsible for contacting,
recruiting, and encouraging interested V PP site employees to become SGES, facilitating
the oath of office ceremony for new renewing SGES, scheduling SGE participation,
requesting approva for SGE utilization from the SGE Coordinator, and submitting
monthly reports to the Nationa Office.

States. States Plan States may choose to utilize Federdly-gpproved SGESto serve as
members of a VPP ongte review team within the State. Qudified individuds from
approved VPP dtesin State Plan States may apply and be approved as SGEs through
the Occupationa Safety and Health Adminigtration (OSHA).

In order to utilize SGES, a State Plan State must sgn a Memorandum of
Understanding (MOU) with Federal OSHA accepting ligbility for SGEs while they
serveintha State. A State may establish its own SGE activities, independent of
OSHA, for training SGEs from VPP stes within the State to serve as members of a
date VPP ongdite review team.

A Brief Higiory of the SGE Activity in OSHA.

A.

SGE activities were established in 1994 in order to leverage OSHA' s limited resources
by utilizing private sector safety and hedlth professionas during VPP ongite evauations.

An SGE servesin the capacity of a Federd volunteer while he or sheisasssting
OSHA personnd during ondte evaluaions. While a an ongte evaduation, an SGE is
held to the same ethical and legd standards as a Federd or state government employee.

How SGE Activities are Adminigtered. SGE activities are administered in partnership between

the Directorate of Federa-State Operations-Office of Cooperative Programs (OCP) and the
VPP Managers.

A.

Office of Cooperative Programs. The SGE Coordinator receives and processes SGE
gpplications, coordinates quarterly training sessons with Regiond saff, evauates and
approves requests for SGE usage, and conducts oversight of SGE

1-3
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activities. The SGE Coordinator provides adminigtrative and programmatic support to
SGEs during the application, training, and re-application process; provides quarterly
updates of approved SGEs and their contact information; and collects monthly data on
SGE usage.

B. VPP Managers. VPP Managers coordinate with SGES to secure assistance a onsite
evauations, request gpprova for SGE participation, help renewed SGES, coordinate
adminigration of the oath of office, and reporting monthly SGE usage to OCP.

Definitions.
A. Application Deedline. The quarterly deadline by which the SGE Application must be

received in the Office of Cooperative Programsin order for it to be processed and the
gpplicant consdered for participation.

B. Assdant Secretary. The Assistant Secretary of Labor for Occupationa Safety and
Hedth.

C. New SGE. Anindividua who has not previoudy applied to participate as an SGE or
who has experienced a lapse of service of more than one year.

D. Oath of Office. The oath required of al employees who enter Federal service.

E. Renewing SGE. Anindividud who is presently serving as an SGE or who isre-
applying after alapse of service of less than one year.

F. Safety and Hedth Professona. An individud employed in a pogtion in which more
than 50% of daily duties are dedicated to conducting or managing worksite or
corporate safety or hedth activities.

G. Term of Service. Thelength of time (usudly three years) that an individud may serve
as an SGE before they must re-gpply to continue participation.

H. Specid Government Employee. A permanent, full-time employee of a VPP Star or
Merit gte (not an employee of a contractor or nested contractor), or of an equivaent
VPP stein an OSHA-approved State Plan State, who meets the participation
requirements established by OSHA and actsin the capacity of a Federd volunteer
while asssting Federa or State Plan State OSHA gtaff in conducting VPP ongite
evauations.

Speciad Government Employee Usage Request. The written request asking for
gpprovd to use a gpecific SGE at a specific ongte evauation(s).

1-4
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Speciad Government Employee Application  The information and forms that must be
submitted to the Office of Cooperative Programsin order for an individud to be
conddered for participation as an SGE.

Specid Government Employee Coordinator. The Office of Cooperative Programs staff
member responsible for coordinating and managing the Federd volunteer activities.

Specia Government Employee Training. The pre-requisite training course for
participation as a Federd volunteer.
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Chapter 2

SGE Qualificationsand Application Process

SGE Qudifications.

A.

Qudifications for All SGEs. All SGEs mugt have the following qualifications:

1 Experience gpplying OSHA regulations

Experience (currently or within the previous 2 years) in aleadership position(s)
inthe VPP a the applicant’ sworksite or corporation

Strong interpersona skills

Sound reading and writing kills

Physicd ability to perform team member’ s duties

Management or corporate support for participating as an SGE

N

o Uk w

Qudifications for Safety and Hedlth Professonals. Safety and health professonds must
have these additiona qudifications:

1. Have two or more years of experience in the safety and hedlth field

2. Be employed in aposition in which more than 50% of daily duties are
dedicated to conducting or managing worksite or corporate safety or hedth
activities.

3. Be a current employee of a Federa or State Plan State VPP worksite, a
current corporate office employee of a corporation that has one or more VPP
worksites, or a current employee of a non-V PP worksite who was previousy
an employee a a VPP workgte within the same corporation

Qudlifications for Other SGE Applicants. SGES need not be safety and health
professonds. They may be hourly employees or individuas who have severd years of
experience implementing effective safety and hedth sysems. Besides meeting the
qualifications above, these gpplicants must dso have the following qudifications:

1. Be a current employee of a VPP worksite who has worked at a VPP sitefor a
minimum of two (2) years

2. During that minimum two year period, have experiencein at least three (3) of
the following activities (or their equivaents):

a Charing aworksite safety/hedlth committee

2-1
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b. Working directly with the OSHA VPP onsite review team during the
previous ongdite review

c. Traning othersin safety and hedlth procedures

d. Writing and reviewing Job Safety Anayses (JSAs) and/or Behaviora Job
Anayses (BJAS)

e. Coordinating accident investigations

f. Coordinating proactive safety and health activities such as wellness days
0. Leading worksite hazard ingpection teams

h. Coordinating hazard abatement activities

i. Other experience that demonstrates a knowledge of safety and health
management sysems

Indligible Applicants. The Director of Federal-State Operations or his or her designee
must disqudify from digibility those gpplicants whose employment or financia
involvements may present a conflict of interest or the gppearance of impropriety.

Il. SGE Application Process.

A.

Application Cyde and Submisson Deadlines. Applications to participate as an SGE
must be processed four times per year. Applications must be received in the Office of
Cooperative Programs on or before January 15, April 15, July 15 or October 15 of
each year. If the deadline fals on aweekend or a Federd holiday, applications are due
on the first Federa business day following the deadline. Late gpplications are held until
the next submission deedline.

Required Application Forms. All formsin the SGE Application must be completed in
order for the application to be processed. See Appendix D for the SGE Application. If
the gpplication is not complete, the SGE Coordinator must notify the gpplicant and
secure the missing information. It isthe gpplicant’s responghility to return the corrected
information prior to the deadline. If the corrected gpplication is not received by the
deadline the gpplication is held until the next application deadline. The required
goplication forms are:
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Hligibility Information Sheet

Reqguest for Name Check

Optiond Application for Federa Employment (or current Resume)
Confidentid Financid Disclosure Sheet

Waiver of Clams Againg the Government

a s wbdpE

If, a any time during an individud’ s gpplication term of serviceasan SGE; it is
discovered that an applicant knowingly withheld information or provided information
that was untrue, that individua’ s participation as an SGE must be terminated.

Ethics Documents. The SGE Application package includes two documents that
describe the ethics requirements for SGEs.
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Chapter 3

SGE Training, Oath of Officeand Terms of Service

SGE Traning.

A.

Eligible Trainees. Priority for atending SGE training goes to private sector employees
who meet the required SGE qudlifications outlined in Chapter 2, have submitted an
gpplication by the quarterly deadline, have been gpproved by the OSHA Office of
Personndl, and have been invited to attend training by the Director, Office of
Cooperdtive Programs. Municipa, State, and Federa government employees may
attend SGE training only after dl private sector employees training needs have been
met for the quarter.

Training Natification The SGE Coordinator must send applicants written notice of
where to report for training no later than nine (9) weeks after the application deadline.
Renewing SGEs need not attend SGE training unless notified by the SGE Coordinator.

Training Frequency. SGE training is conducted each quarter unless there are fewer
than 15 trainees, in which case training is postponed until the next scheduled training
period. The tota number of traineesin any one sesson may not exceed 25 unless
approved by the Director, Office of Cooperative Programs. If more than 25 applicants
require training within one quarter, the applicants must be accommodated on afirst-
come, first-served basis.

Training Responsibilities The SGE Coordinator has primary responsibility for
organizing this training, with assstance from a VPP Manager. Indructors must be
identified based on the needs of the trainees and the geographic location of the training.
The lead ingtructor may request assstance from experienced SGESs, Compliance Safety
and Hedlth Officers (CSHOs), Compliance Assstance Specidists, Consultation staff,
Regiona or Local VPPPA Chapter members, or other knowledgeable persons.

Training Content. Training content must be determined by the Director, Office of
Cooperative Programs, with assstance from VPP Managers. Modificationsto the
training content must be approved by the Director, Office of Cooperative Programs
before being implemented.
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Oath of Office. SGEs may not participate on an ondte evauation until they have taken the
Federd oath of office administered by an OSHA gppointing officia empowered by the head of
the agency under the authority of 5 U.S.C. 2903. OSHA appointing officidsinclude the
Assstant Secretary, Deputy Assistant Secretaries, Regional Adminigtrators, Heads of
Directorates, Director of the Office of Cooperative Programs, Office of the Assstant Secretary
for Adminigtration and Management (OASAM) Regiond Personnel Officers, and Area
Directors, or a desgnated deputy who is temporarily acting for one of the officias listed above.

A.

Oath of Office for New SGEs. The oath of office must be administered to new SGES
onthelast day of training. The VPP Manager is responsible for organizing and securing
an gppointing officid to adminigter the oath of office.

Oath of Office for Renewing SGEs. The VPP Manager is responsgble for coordinating
asuitable time and place for an gppointing officid to administer the oath of office to
renewing SGEs.

Appointment Procedures. Each individud may elect either to “swear” or “affirm” the
oath of office. An American flag must be present. The gppointing officid must meet the
qudifications as described above.

1 The gppointing officid must ascertain if the gppointee eects to swear or affirm
to thisaffidavit. If the individua wishesto affirm the oath, then the words * So
help me God” in the oath and the word “swear” should be stricken wherever
these words appear. Only these words may be stricken and only when the
gppointee dects to affirm the affidavit.

2. The appointing officid must ask al persons present to rise for the administration
of the oath of office. The gppointing officid must stand facing the appointee(s)
with the American flag between them and ingtruct the gppointeg(s) to raise his
or her right hand. The gppointing officia must reed the oath of office in short
phrases, waiting for the appointee to repeat each phrase before proceeding to
the next.

3. When the adminigration of the oath of office is complete, the gppointing officia
must complete and Sgn the gppointment. The position of gppointment must be
“Specid Government Employee.”

SGE Appointment Affidavits. An Appointment Affidavits (SF-61) must be completed
for each SGE who takes the oath of office. The SGE and the appointing officid must
both sign the form &fter the oath of office has been administered. (A copy of the
Appointment Affidavits (SF-61) may be downloaded from the Internet at:
http:/Aww.opm.gov/forms/html/sf.htm.)
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After the Appointment Affidavits has been sgned by both parties, the VPP Manager or the
gpopointing officid is respongble for sending the origina signed gppointment affidavits to:

OSHA Office of Personnd

ATTN: SGE Officer

Frances Perkins Bldg., Room N 3308
200 Condtitution Ave.,, NW
Washington, D.C. 20210

SGE Term of Service. All SGEs areinitidly appointed to a three-year term of service. SGES

sarve a the pleasure of the Assstant Secretary for Occupationa Safety and Hedlth. Service as
an SGE is contingent upon proper ethica conduct.

A.

New SGEs. Theterm of service for new SGESs must be calculated from the date that
they successfully complete SGE training and take the oath of office.

Renewing SGEs. The term of service for renewing SGEs must be cdculated from the
date their application is gpproved by the Office of Personnd.

Termination of Service. Service as an SGE must be terminated without notice by the
Agency if the conditions in Chapter 2 of this Policies and Procedures Manud under
which the SGE was originaly appointed no longer apply. If the OSHA or State Plan
State team leader has evidence of, or determines that an SGE is not conducting himsalf
or hersdf in aproper manner during a VPP ongite evauation, they must ask the SGE to
leave the worksite immediately. The VPP Regiond Manager, Regiona VPP Officer,
or State Plan State VPP Manager must provide information about the incident to the
Director of Federd-State Operations and recommend that the SGE’ sterm of service
be terminated.

SGE Duties. SGEs function as members of a VPP ondte team. SGE assgnments may
include, but are not limited to, the following activities

1 Reviewing company documents that describe or verify the worksite' s safety
and hedth management system

2. Conducting awakaround of the worksite to ensure the sit€' s safety and health
management systlem is operating effectively

3. Interviewing employees of the company and contractors to determine their level
of involvement in and perceptions of the worksite' s safety and hedlth
management system
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4, Assgting in the preparation of areport that evauates the worksite' s safety and
health management system with respect to VPP criteria
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Chapter 4

SGE Utilization and Reporting

Utilizetion of SGEs.

A. Sdliciting Asssance from SGEs. VPP Managers, VPP Officers and State Plan State
VPP Managers must solicit assstance from SGEs directly.

1 Soliciting Approved SGEs. Only those individuds listed on the Report of
Approved SGEs may be solicited. Once an SGE has agreed to participate in
the ongte review, the VPP Manager, VPP Officer, or State Plan State VPP
Manager must request permission from the SGE Coordinator to utilize that
SGE.

2. Site Concurrencein Utilizing SGEs. The VPP Manager, VPP Officer, or State
Plan State VPP Manager must inform the employer that an SGE will be used as
amember of the VPP ondte team and the employer must agree with this
arrangement.

B. Composition of OSHA or State Plan State Review Team. VPP Onsite Evaluation
Teams must include & least one full-time OSHA or State employee serving in the
capacity of Team Leader. SGES may not outnumber full-time OSHA or State
employees as members of a VPP Onste Evauation Team by more than one (1).

Additiondly, SGES may not serve as Team Leaders or Backup Team Leaders. If afull-time OSHA or
State Employeeis unable to serve as Team Leader, the VPP Onsite Evaluation must be postponed.

Acceptable VPP Onsite Evaluation Team Configurations

If A VPP Onste Evaluation Team Includes Then
1 full-time OSHA or State employee up to 2 SGEs may be on Team.
2 full-time OSHA or State employees up to 3 SGEs may be on Team.
3 full-time OSHA or State employees up to 4 SGEs may be on Team.
4 full-time OSHA or State employees up to 5 SGEs may be on Team.

C. Reguesting an SGE. Requests for SGEs must be submitted to the SGE Coordinator no
later than four weeks prior to the scheduled onsite eval uetion.
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L ate requests may be gpproved on a case-by-case basis. Requests must be e-mailed.
Requests must indlude the following information:

1. The full name and company of the SGE requested
2. The company name, city, and state of the worksite that is being evauated
3. The date and expected duration of the ongite evaluation

Approva and Natification

1. The SGE Coordinator reviews requests for SGEs and approves or denies
those requests. The SGE Coordinator may deny arequest for an SGE based
on thefallowing criteria

a. Information in the request isincomplete

b. Therequested SGE is not yet approved, or hisor her term of service has
expired

c. Participation of the requested SGE at the scheduled worksite is consdered
to be afinancid conflict of interest or presents the appearance of

impropriety

2. The SGE Coordinator must respond to a Request for an SGE viae-mail. If a
request is denied, the SGE Coordinator must make a reasonabl e attempt to
assist Regiond or State Plan State gtaff in finding a replacement SGE in time for
the evauation.

SGE Utilization Reports.

A.

National Office Reports. Reportsissued by the Nationa Office are sent to the VPP
Managers and copied to the Chief of Voluntary Programs and the Director of the
Office of Cooperative Programs.

1. Report of Approved SGEs. Thisreport lists al available approved SGEs and
is provided to the VPP Managers on a quarterly bass.

2. Annua Usage Report. Thisreport ligts dl SGEs that were utilized during the
previous fiscal year. Itis provided to the VPP Managers by December 1<t of
each year.
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Regiond Office Reports. VPP Managers must submit a Monthly SGE Utilization
Report to the SGE Coordinator by the fifteenth of the following month. This report
must include dl SGEs utilized in the Region by Federd OSHA and State Plan States.
See Appendix A for a sample Monthly Report. In months where SGEs are not utilized,
no report is required to be submitted.
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Chapter 5

Application Processing and Program Administration

Application Processing.

A.

B.

Receipt of Applications. The SGE Coordinator is responsible for tracking and

managing each SGE' s gpplication from the time it is recaived until the SGE has taken
the oath of office. When an application is received, the SGE Coordinator must date
gamp it, determine whether the required information isincluded, and file it in the
appropriate applicetion file.

1.

Evaudting the Application The gpplication must contain the following
completed forms:

a Eligibility Information Sheet

b. Request for Name Check (DL Form 1-68)

c. Optiona Application for Federal Employment (OF-612) or Resume
d. Confidentia Financia Disclosure Report (OGE-450)

e. Waver of Clams Againg the Government

The SGE Coordinator must verify that Section 8 (Work Experience) of the
gpplicant’s Optiona Application for Federa Employment (Form OF-612) or
thelr Resume contains position-specific safety and hedlth experience. If the
OF-612 or the resume does not include position-specific information, the SGE
Coordinator must contact the applicant and request that they send information
that satisfies this requirement.

Verifying dl Required Signatures and Socid Security Number (SSN). The
Applicant must Sgn and date the Optiona Application for Federd Employment
(OF-612), the Confidential Financid Disclosure Report (OGE-450) and the
Waiver of Clams Againg the Government. If an gpplicant does not sign one of
these forms, the SGE Coordinator must receive, & a minimum, afax or
photocopy of asigned origind. The gpplicant must provide their SSN. If the
gpplicant does not provide their SSN, the SGE Coordinator must contact the
individua, secure the SSN and record it on the OF-612 or on their resume.

Preparing the Application Submission Package.

1.

Confidentid Financia Disclosure Report. The SGE Coordinator must separate
the Confidentia Financid Disclosure Report (OGE-450) from the
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rest of the gpplication. Thisinformation is confidentia and must not be submitted to the
Office of Personnd or discussed with any other staff member.

2. Application Processing (SF-52) Checklist. The SGE Coordinator must print
the Application Processing (SF-52) Checklist, located on the DFSO server at:
Q:\fso\VPPDATA\SGE\SGE s Streamlining Project\Application
Processing (SF-52) Checklist.wpd and complete the checkli, verifying that
al forms are atached.

3. Consolidate the Application Submission Package. After verifying that dl forms
are completed and attached to the Application Processing (SF-52) Checklig,
the SGE Coordinator must sign and date the form, make one photocopy, and
submit the gpplication submission package to the FSO Office Manager for
processing.

4. Obtain Signatures for the Application Submisson Packege. After the SF-52
has been completed by the FSO Office Manager, the SGE Coordinator must
obtain signatures from the Director of the Office of Cooperative Programs and
the Director of Federd-State Operations.

5. File the Completed Application Submisson Package. After the SF-52 has
been signed, the SGE Coordinator must attach the Confidentid Financia
Disclosure Report (OGE-450) to the origina application packet, atach these
documents to the completed gpplication submisson package, and file the entire
package in the corresponding quarterly submission file until the goplication
deadline date.

Transmitting Completed Application Submission Packages to the Office of Personnel.
The SGE Coordinator must tranamit al the completed application submisson packages
as soon after the gpplication deadline as possible. See Appendix C, page C-1, for the
memorandum for trangmitting the packages. The memorandum must include the full
name of each gpplicant submitted.

Notification of Application Receipt and Processing. As soon as the application
submission packages are transmitted to the Office of Personnel, the SGE Coordinator
must notify al applicants viae-mail that their gpplications have been submitted. See
Appendix C, page C-2, for the email for notifying applicants. The SGE Coordinator
must aso provide the gpplicants with the location and dates of training.

Providing Approva Notification and Training Invitetion to al Prospective SGEs. When
the approved application packages are returned from the OSHA Office of Personnel,
the SGE Coordinator must notify the approved new SGEs and invite
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them to attend training. See Appendix C, page C-3, for the letter for gpprova
natification and training invitation. The SGE Coordinator must send the renewing SGE
the gppointment natification letter described in the paragraph below.

Preparing SGE Training Certificates and Appointment Affidavits. The SGE
Coordinator mugt, with the assistance of the FSO Office Manager, prepare the SGE
training certificates. After the certificates are prepared, the SGE Coordinator must
transmit them to CCU in preparation for being sgned by the Assistant Secretary of
Labor. See Appendix C, page C-4, for the training certificate transmittal
memorandum. The SGE Coordinator must aso prepare gppointment affidavits for
each prospective SGE. Signed training certificates and appointment affidavits must be
completed prior to the beginning of training and must be sent to the training site with the
designated Nationd Office trainer.

Appointment Notification and CEO Thank You Letters. The SGE Coordinator must
send the gppointment notification |etter to renewing SGEs and prospective SGEs ten
days after pprova. If the SGE applicant indicated that a CEO thank you letter should
be sent, the SGE Coordinator must send one within 15 working days after the
gppointment notification letter. See Appendix C, pages C-5 and C-6, for the
appointment notification letter and the CEO thank you letter.

SGE Program Adminigtration

A.

Re-Application by SGEs. The SGE term of sarviceisthree years. Four to Sx months
before an SGE’ sterm of service expires, the SGE Coordinator must send the SGE a
re-gpplication package. The re-gpplication processisidentical to the origina
application process detailed in Chapter 2. See Appendix C, page C-7, for the SGE
re-gpplication letter.

Customer Service to SGE Applicants. The SGE Coordinator’s most important
responsbility is customer service. Each SGE gpplicant must be trested as an individua
and as avitd Agency resource. The SGE Coordinator must be responsive to al
inquiries regarding the SGE Program, even if the end result is that the enquiring
individud is not qudified to participate in the program.

Customer Service to and VPP Managers/Officers. The SGE Coordinator must be
responsive to VPP Managers/Officers and respond to requests for SGEs within ten
working days after receipt.

Customer Service to Office of Personndl. The SGE Coordinator must work closdly
with the Office of Personnd. The SGE Coordinator must assist with verifying
gpplication information and contacting the applicants if additiona experience or other
datais necessary to process and agpprove the application.

SGE Data Management.
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1. Contact and Experience Data. The SGE Coordinator must enter dl of the data
from each Application Submission Package into the SGE Coordinator database
beforeit istransmitted to the Office of Personnd.

2. SGE E-mail Addresses. After each prospective SGE has been approved and
taken the oath of office, the SGE Coordinator must submit their email
addresses to the Office of Management Data Systems to be added to the SGE
emall liging. If an SGE no longer meets the SGE Qudifications, the SGE
Coordinator must immediately remove his or her name and e-mail address from
the emall liging. The SGE Coordinator must test the email digtribution list at
least twice per year to determine that al of the addresses are accurate.

3. Modifications to SGE E-mail Addresses. It isthe responghility of the SGE to
provide the SGE Coordinator with any modificationsto his or her emall
addressin atimedy manner.

4. Failure to Notify the SGE Coordinator of E-Mail Changes. If the SGE
Coordinator attempts to contact an SGE viae-mail and receives an “invdid e-
mail address’ error message, the SGE Coordinator must make two more
attempts to send the message. If both attempts fail the SGE Coordinator must
attempt to contact the SGE viamail and telephone. If the SGE does not
respond within 30 days of these attempts, the SGE Coordinator must terminate
the SGE' sterm of service.

5. Requested Ondite Participation Data. When an SGE is approved to participate
on an ongite evduation, the SGE Coordinator must enter the information into
the Requested Ongite Participation block in the SGE Database as soon as

possible.

6. Removing an SGE from the Active Lid. If an SGE no longer meets the SGE
Qudifications, the SGE Coordinator must immediately enter that day’s date in
the Appointment Expiration block of the SGE Database.

Ranning and Coordinetion of Training. The SGE Coordinator is responsible for
initiating the planning process for SGE training. The date and location need not be
determined prior to the application deadline corresponding to that training session, but
must be determined prior to sending the gpprova notification and invitation to training
|etter.

1. Networking with VPP Managers. The SGE Coordinator should discuss the
timeframes for upcoming training sessions with the VPP Managers and
encourage them to host the event or to work with a VPP ste in their Region to
hogt the training event.
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2. Confirming Regiond Training Offers The SGE Coordinator mugt officidly
confirm any SGE training with the Regiond Adminigtrator and Assgtant
Regiona Adminigrator. See Appendix C, page C-8, for thetraining
confirmation memorandum.

3. Coordinating Training with a VPP Site or Regiona VPPPA Chepter. If aVPP
Ste or Regiond VPPPA chapter offersto host atraining, the SGE Coordinator
must first discuss the offer with the VPP Manager. The SGE Coordinator must
not accept the offer before the VPP Manager determinesiif this arrangement is
acceptable and if the Region will be able to provide the necessary training
resources.

4, End of Training. After training has concluded, the SGE Coordinator must send
the training host athank you letter. See Appendix C, page C-9, for thetraining
host thank you |etter.

5. Postponement of SGE Training. If lessthan 15 applications are received by the
Application Deadline, training must be postponed until the next quarter. The
SGE Coordinator must send the SGE training postponement letter to al of the
gpplicants who have submitted an application within that application period.
See Appendix C, page C-10, for the SGE training postponement |etter.

6. Deferrd of Training by an SGE Applicant. Occasiondly, an SGE gpplicant will
be unable to attend the SGE training when it is scheduled, in which case he or
she may defer training until the next training sesson. The SGE Coordinator
must consder a deferred gpplication as one received during the current
gpplication period. In the event that there are more than 25 gpplications
received during the application period, the origind submission date of the
deferred gpplication must be used to determine its order in the first-come, first-
served training sdection criteria
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Appendix A

Monthly SGE Utilization Report

Sample Report Sheet

SGE Name

John Smith

SGE Company

and Worksite location

Company, City, State

Onsite Company

and Worksite Location
e

Company, City, State

Date of Evaluation

02/05 - 02/09 2000

Appendix B

MEMORANDUM OF UNDERSTANDING
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between
THE STATE/COMMONWEALTH OF ,
DEPARTMENT OF
A STATE PLAN STATE
and
THE UNITED STATES DEPARTMENT OF LABOR,
OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION (OSHA)

SUBJECT: Approva and Exchange of Special Government Employees Serving as Volunteers
Between State Plan States and OSHA

The United States Department of Labor, Occupational Safety and Health Administration (OSHA)
understands and agrees that qualified individuals from approved Voluntary Protection Program (VPP)
sites in State Plan States may apply and be approved as Special Government Employees (SGEs) through
the Federal OSHA approva system to serve as OSHAN SGEs for VPP. Once approved, these
individuals will be SGEs who are €eligible to be assigned as members of VPP onsite review teamsin
Federal or State Plan States.

Further, the State Plan State understands and agrees that it may establish its own program for recruiting,
training, and approving SGEs from VPP sites within the State to serve as members of the VPP onsite
review teams within the State.

Alternatively, the State Plan State may request and, within the prescribed intent, scope, policies and
procedures of OSHA, use SGEs who have the status of Federal volunteers to serve as members of VPP
onsite review teams working within the State. The State/Commonwealth of agrees
to protect, defend, indemnify and hold harmless the United States, the Department of Labor, OSHA or
any other agency or entity of the United States, and its officers, employees and agents from and against
all claims, demands, causes of action, or liability of any kind and character without limit, in any way arising
out of the use by said state of individual SGEs while serving as an approved member of a VPP onsite
review team in said State. Such claims, demands, causes of action or liabilities shall include, but not be
limited to, costs incurred by the United States in providing workers' compensation benefits to such
employees for injuries incurred in connection with their OSHA approved participation as a member of a
VPP onsite review team in said State.

Signed:
State Designee:

Name: Title: Date:

Director, Directorate of Federal-State Operations

Name: Title: Date:
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Appendix C

Form Correspondence
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Application Submisson Memorandum

DATE: (DATE)

MEMORANDUM FOR: (NAME)

Office of Personndl
FROM: (NAME) Director

Office of Cooperative Programs
SUBJECT: Quarterly SGE Application Submission

The purpose of this memorandum isto transfer the pending SGE Applications to the Office of
Personnd. The following individuas are new applicants.

Dennis M. Francisco William F. Man Kevin S. London
Mark A. Port Keth M. Ide Don L. Madrid
David W. Claus Gregory J. Hamburg

The following individuas are renewing applicants.

David M. Denver Heather A. Bundt Brian J. Brazil
Gay E. Chile Jay H. George

The training for new gpplicants is scheduled for (Date/Y ear). | would like to inform them of their
gpplication status by (Date/Y ear) in order to give them time to make travel arrangements. If you have
any questions regarding this information, please contact the SGE Coordinator on 693-2213.

bce:  Chief Divison of Voluntary Programs
Director, Office of Cooperative Programs
SGE Coordinator

* OSHA ARCHIVE DOCUMENT *
This document is presented here as historical content, for research and review purposes only.



* OSHA ARCHIVE DOCUMENT *
NOTICE: This is an OSHA ARCHIVE Document, and may no longer represent OSHA policy.

Notification of Application Receipt and Processing E-mail

[Date]

[Mr./Ms. Name]
[Title]
[Company]
[Address 1]
[Address 2]
[City, State, Zip]

Dear SGE Applicant:

Y our gpplication has been transmitted to the OSHA Office of Personnd for processing and approva.
When your gpplication has been gpproved, you will be receiving aletter officidly confirming your
participation for SGE training. Y our SGE training is scheduled for (Day of week and date) through
(Day of week and date) in (City/State). Please set asde these dates and begin planning for your travel
and lodging so that you will be prepared to attend the training.

If you have any questions regarding your gpplication or the SGE Training course, please fed freeto
contact the me at (202) 693-2213. If you have a scheduling conflict, please contact me immediately.

Sincerdly,

[Name]
SGE Coordinator
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Approval Notification and Training Invitation L etter

[Date]

[Mr/Mg] [First Name] [Last Name]
[Title]

[Company]

[Address 1]

[Address 2]

[City, State Zip]

Dear [Mr./Ms] [Last Name].:

The purpose of thisletter isto inform you that your gpplication to participate as a Voluntary Protection
Program (VPP) SGE has been approved by the OSHA Office of Personnd. The next stepin
becoming an SGE isto atend and successfully complete SGE training.

An SGE training course is scheduled from (Day/Date) through (Day/Date). The course will be
conducted a (Company Name), (Company Address). The training will begin promptly at (Time) and
conclude a (Time) each day. Please plan your travel arrangements accordingly. If you have any other
guestions, please contact (Name), the SGE Coordinator, at (202) 693-2213.

Thank you for your willingness to participate as an OSHA'’s SGE and we look forward to seeing you at
traning.

Sincerdy,

(Name), Director
Office of Cooperative Programs

CC: Regiond Adminigtrator
VPP Regiond Manager
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Training Certificate Transmittal Memorandum

DATE: (DATE)

MEMORANDUM FOR: (NAME)
Executive Assgtant to the Assistant Secretary

FROM: (NAME), Director
Office of Cooperative Programs
SUBJECT: Approva of SGE Training Certificates

The attached are training certificates for (Title, Last Name) sgnature. These people are attending the
Safety and Hedlth Program Assessment training in order to qudify to participate as SGES. Thetraining
session will be conducted (Date) in (City/State). We are hoping to have these signed o that we can
present them to the attendees when they have completed the training.

Please contact (Name), the SGE Coordinator on 293-2213 if you have any questions regarding these
documents.

Attachments
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Appointment Notification L etter

[Date]

[First Name] [Last Name]
[Title]

[Address 1]

[Address 2]

[City, State Zip]

Dear Mr./Ms[Last Name]:

It gives me greet pleasure to inform you that you have been approved as a Voluntary Protection
Program (VPP) SGE. Y our name has been placed on the list of available SGEs that is provided to
OSHA Regiond VPP Managers for scheduling onsite evauations. When a manager needs help
conducting an ondte review, that manager will contact you to seeif you are available. Additiondly, that
manager will contact the SGE Coordinator to ensure that no financia conflict of interest exists between
you and the Site being reviewed.

Before participating in an ongte evauation, you must be sworn in for your term asan SGE. If you aea
new SGE you were probably sworn-in at the end of your training course. However, if you have not
been sworn-in, or if you are arenewing SGE, please contact your Regiona VPP manager for
assistance.

Y our term of service began on . Please remember that your term of service will expire
three years from that date. About four to Sx months before your term of service expires the SGE
Coordinator will send you are-gpplication package. If you choose to re-apply, please complete the
goplication and return it to the SGE Coordinator before the deadline.

Thank you for your willingness to assst OSHA in reducing injuries and illnesses at American worksites.

Sincerdy,

(Name), Director
Office of Cooperative Programs

CC: Regiond Adminigtrator
VPP Regiond Manager
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CEO Thank You Letter

[CEOFNa] [CEOLNam]
[CEOTitle]

[ CEOCompany]
[CEOAddress)

[CEOCity] [CEOStat] [CEOZI]

Dear Mr./Ms. [CEOLNam]|

| would like to take this opportunity to persondly thank you for your support of the Occupationd
Safety and Health Adminigration's Voluntary Protection Program (VPP). 'Y ou and your employees
have dready proven your commitment to workplace safety and hedlth by participating in OSHA's VPP.
Now you have decided to go a step further by encouraging [FirstNam] [LastNam], [Title] at your
[City] facility, to serve asan SGE.

SGEs are very important to the success of the VPP. As members of OSHA's VPP ongite review
teams, SGES provide a unique point of view for both the managers and employees of an aspiring VPP
workste. SGEslike [LastNam] bring hands-on experience and cutting-edge solutions to prospective
VPP participants and demonstrate that their company, your company, has dedicated itsdlf to
implementing a comprehensive and effective safety and health management system.

Through your willingness to dedicate these va uable human resources [ CEOCompany] lends credence
to the VPP Program asawhole. Not only do SGEs develop an effective working relationship with
OSHA personnel, but prospective VPP participants benefit from receiving open and honest feedback
from their corporate peers. Thisleve of professond interaction and bench marking is only possible
through the |abor, management and government cooperation afforded by the Voluntary Protection
Program.

By encouraging your employees to serve as SGES, you hep me and my OSHA daff to better protect
Americasworkers. Thank you again for participating in this vauable enterprise.

Sincerdy,

John L. Henshaw
Assistant Secretary

CC: SGE [FirstNam] [LastNam]
C-6
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SGE Re-Application Letter

[Date]

[FirstName] [LastName]
[Title]

[Company]

[Address|

[City] [State] [Zip]

Dear [LastName]:

The purpose of thisletter isto notify you that your Term of Service as an SGE for VPP will expire on
[Date Term Expires]. In order for you to continue participating as an SGE you must complete the
enclosed gpplication and return it to my office no later than [Application Deedling].

| would like to thank you for your past participation. Y our hands-on skills and commitment to the VPP
process make you a va uable addition to a VPP ongite eva uation team and | would encourage you to
renew your application for another term.

If you choose to renew your participation, please return your completed SGE gpplication to:

[Name]

SGE Coordinator

Frances Perkins Building, Room N3700

200 Condtitution Ave., NW

Washington, DC 20910

Thank you again for your participation. |f you have questions about the application forms or the SGE
renewal process, please contact (Name) SGE Coordinator at (202) 693-2213.

Sincerdly,

(Name), Director
Office of Cooperative Programs

Enclosure
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Training Confirmation L etter

[Date]

[Mr/Mg] [First Name] [Last Name]
[Title]

[Company]

[Address 1]

[Address 2]

[City, State Zip]

Dear [First Name]:
Thank you for your generous offer to host the SGE Training scheduled for (Date) in (City). The SGE
Coordinator will be respongble for working with you to organize the logigtics for this course. If you

have any questions, please contact me, (Name), the SGE Coordinator, at (202) 692-2213.

On behalf of everyone herein the Nationd Office, | want to thank you for helping to make OSHA'’s
volunteer activities successful.

Sincerdly,

(Name), Director
Office of Cooperative Programs

cc: Regiona Administrator
Assistant Regional Administrator
VPP Regionad Manager
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Training Host Thank You Letter

[FirstName] [LastName]
[Title]

[Company]

[Address|

[City] [State] [Zip]

Dear (Name):

| would like to take this opportunity to thank you for hosting the SGE training that was recently held at
the (Company), (Date) in (City). Both the trainees and the instructors have commented on your

excdlent training facility and generous hospitdity. | truly appreciate dl of your help in making this
COurse a SUCCess.

Sincerdly,

(Name), Director
Office of Cooperative Programs

CC: Regiond Adminigtrator
Assgant Regiond Adminigrator
VPP Regiond Manager
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SGE Training Postponement L etter

[Date]

[Mr/M¢] [First Name] [Last Name]
[Title]

[Company]

[Address 1]

[Address 2]

[City, State Zip]

Dear Mr./Ms[Last Name]:

The purpose of thisletter isto inform you that the SGE training course, tentatively scheduled for
(Month) of this year, has been rescheduled for (Month). OSHA policy requires that we have at least
fifteen SGE agpplicantsin order to judtify the expense of conducting the training course. Unfortunately,
we only had applicants apply.

To ensure that you serve a complete three year term of service, your application will be held until the
next submisson deadline so that your application gpprova date will coincide with your training and
gopointment date. We will natify you of when and where the training will be held by the middle of
(Month).

| would like to thank you for gpplying to participate as an SGE and | ook foward to your participation
in the program.

Sincerdly,

(Name), Director
Office of Cooperative Programs
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Voluntary Protection Programs
(VPP) SGE s

l)
2

/

SGE Application
Revised August 2001
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Qualifications to Participate

All SGE applicants must have the following qualifications:

. Experience in gpplying OSHA regulations

. Currently hold, or have hed within the past two years, aleadership position(s) in the VPP
activity at their gte

. Pogtive interpersond skills

. Sound reading and writing skills

. Physcd ability to perform team members duties

. Management and/or corporate support for participating as an SGE

Safety and Health Professionals must have these additional qualifications:

. Two or more years experience in the safety and hedlth field

. Be employed in a pogition in which more than 50% of daily duties are dedicated to conducting
or managing worksite or corporate safety or health activities

. Be a permanent, full-time employee of a VPP workste, a current corporate office employee of
acorporation that has one or more VPP worksites, or a current employee of a non-VPP
worksite who was previoudy an employee a a VPP worksite within the same corporation

Other SGE applicants must have the following qualifications:

. Two or more years as a permanent, full-time employee of a VPP workste
. Involvement in at least three (3) of the following activities (or their equivaent):
? Chair of safety/hedth committee
? Experience working directly with the OSHA VPP ondte review team during the
previous ongite review
? Experience training others in safety and hedth procedures
-

Experience writing and reviewing Job Safety Anayses (JSAS) and/or Behavior Job
Andyses (BJAS)

Experience coordinating accident investigetions

Experience coordinating safety and hedlth activities such as wellness days
Experience leading worksite hazard inspection teams

Experience coordinating hazard abatement activities

Other experiences that demonstrate a knowledge of safety and health management
sysems

N Y Y )N
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Program Information

SGE gpplicants must complete and submit an application to participate as an OSHA Volunteer
for VPP. Currently serving SGEs must re-gpply to participate at the end of their term of
sarvice. A renewd gpplication will be sent to each SGE during the application period prior to
the expiration of their service.

Applications to participate as an SGE are processed four times per year. Applications must be
received in the Office of Cooperative Programs on or before, January 15, April 15, July 15 or
October 15 of each year. If the deadline date fals on aweekend or a Federad holiday,
applications are due on the first Federd business day following the applicable deadline date.
Late gpplications are hdd until the next submission deedline.

All new applicants mugt atend training. A new SGE applicant will not be gpproved to attend
training until his’her application has been gpproved by the OSHA Personnel Office. Successful
goplicants will be notified by a representative from the Office of Cooperative Programs of the
date and location of training.

All approved gpplicants mugt take the Federd oath of office at the beginning of their term of
sarvice.

The term of service for SGEsisthree years. SGEs serve a the pleasure of the Assstant
Secretary for Occupationa Safety and Health. Service is contingent upon the proper ethical
conduct of SGEs. The term of service for new SGES begins the day the oath of officeis
administered. Theterm of service for renewing SGE sis calculated from the approva date of
their gpplication.

The Director of Federd-State Operations or his’her desgnee will disqudify from digibility
those gpplicants whose employment or financia involvements may present a conflict of interest
or the gppearance of impropriety.

The Office of Cooperative Programs Director will terminate an SGE without notice by the
Agency upon written natification with arecommendation of termination for any incident in which
the SGE was not conducting him/hersdf in a proper manner.

Asamember of an ongte review team, an SGE may review company documents that describe
or verify the worksite' s safety and hedlth management system, conduct a walk-through of the
worksite to ensure the Site's safety and hedth program is operating effectivdy; interview
company and contract employees to determine their level of involvement in and perceptions of
the workgite' s safety and hedlth program and assist in the preparation of areport that evaluates
the worksite' s safety and health program with respect to VPP criteria.
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Application Forms

? Application Instructions and Checklist

? SGE Eligibility Information Sheet

? Request for Name Check

? Optional Application for Federal Employment
? Confidential Financial Disclosure Sheet

? Waiver of Claims Against the Government

Form Approved Expiration Date:
OMB# 1218-0239 10-31-01

Public Reporting burden for this collection of information is voluntary and is estimated to average 18 minutes per response, including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Send
comments regarding this burden estimate, or any other aspect of this collection of information, including suggestions for reducing this burden to the Division of
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Application Instructions and Checklist

The following forms must be completed, signed and dated in order for your application to be processed.
This sheet and checklist is for your convenience. If you have any questions regarding the SGE Application,
please contact the SGE Coordinator at (202) 693-2213. Please keep a copy of your application for your files
and future reference.

?

?

Please complete the SGE Eligibility Information Sheet.

Please complete the “Request for Name Check” (DL Form 1-68). Make sure that you complete all
the sections on the form except for section two (2), “Bureau.” That section may be left blank.

Please complete the “Optional Application for Federal Employment,” (Form OF-612) oOf include a
copy of your most recently updated resume. Position-specific safety and health experience must be
included either on the OF-612 or in your resume. Failure to include position-specific safety or
health experience may result in delays in processing your application or disgualification of
your application. If you use the Form OF-612, please remember to sign and date the form at the
bottom of page two. If you send a resume, you must include your Social Security number.

Please complete the “ Executive Branch Confidential Financia Disclosure Report,” (OGE Form 450).
Remember to sign and date the form. The instructions for completing the form are located directly

behind the form in your application packet.
Please sign and date the “Waiver of Claims Against the Government.”
Please read “Principles for Ethical Conduct for Government Officers and Employees’ and “How to
Keep Out of Trouble: A summary of Ethics Rules for DOL Employees.”
Eligibility Information Sheet
Request for Name Check (DL Form 1-68)
Optiona Application for Federal Employment (Form OF-612) or Resume
Confidential Financial Disclosure Report (OGE-450)

Waiver of Claims Against the Government

Please return the above forms to:

SGE Coordinator
Directorate of Federa-State Operations
Frances Perkins Building, Room N 3700
200 Congtitution Ave., NW
Washington, DC 20210
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SGE Eligibility Information Sheet

SGE Contact | nfor mation:

Your Name and Title:

Y our Company Name:

Site Address:

City: State: Zip Code:

Phone: Fax: E-mail:

Professional and Practical Experience: Do youwork at an: OSHA VPP Site DOE VPP Site
Y our worksite' sfirst official VPP approval date: Y our starting employment date:

Corporate-level SGE applicants, please provide the site name, address and approval date of the VPP site you control.

Based on the “ Qualifications to Participate” (Page 3), please check whether you applying as a safety or health
professional ? Yes No

Field(s) of Expertise (mark all that apply): Safety Professional Health Professional
Process Safety Management Ergonomics Other (specify):

If you are not applying as a safety or health professional, please list at least three of the required experiences from the
“Qualifications to Participate” (Page 3) that you have participated in while working at your present VPP site.

Optional Corporate/ Management Contact | nformation:

If you complete the section below, aletter of appreciation from the Assistant Secretary of OSHA will be sent the person
listed after you have successfully completed training and taken the oath of office. Some SGEs choose to have this letter
sent to the CEO of their company, while others have the letter sent to their plant manager or immediate supervisor. If you
choose to complete this section, you should choose the individual that you believe will best appreciate your individual
commitment to Occupational Safety and Health.

Name of CEO / Manager / Supervisor: Title:
Corporation:

Address:

City: State: Zip Code:
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Form Approved
OMB No. 3206-0219

OPTIONAL APPLICATION FOR FEDERAL EMPLOYMENT - OF 612
You may apply for most jobs with a resume, this form, or other written format. If your resume or application does not provide all the information requested on this form and in the job vacancy announcement,
you may lose consideration for a job.

Job title in announcement Grade(s) applying for Announcement number
1 2 3
Last name Firstand middle names Social Security Number
4 5
6 Mailing address 7 Phone numbers (include area code)
Daytime ()
City State ZIP Code Evening ( )

WORK EXPERIENCE
Describe your paid and nonpaid work experience related to the job for which you are applying. Do not attach job descriptions.

8
1 Job title (if Federal, include series and grade)
From (MM/YY) To (MM/YY) Salary per Hours per week
| |$
Employer's name and address Supervisor's name and phone number
Describe your duties and accomplishments
2) Job title (if Federal, include series and grade)

From (MM/YY) To (MM/YY) §§Iary per Hours per week

Employer's name and address Supervisor's name and phone number

Describe your duties and accomplishments

50612-101 NSN7540-01-351-9178 Optional Form 612 (September 1994)
U.S. Office of Personnel Management
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9 May we contact your current supervisor?
YES [ I—— NO [ ]— pwlfwe need to contact your current supervisor before making an offer, we will contact you first.
EDUCATION

10 Markhighest level completed. Some HS [ ] HS/GED [ ] Associate [ ] Bachelor [ ] Master [ ] Doctoral [ ]
11 Lasthigh school (HS) or GED school. Give the school's name, city, State, ZIP Code (if known), and year diploma or GED received.

12 College and universities attended. Do not attach a copy of your transcript unless requested.

Name Total Credits Earned Major(s) Degree - Year

1 Semester Quarter (if any) Received
City State | 2P Code

2)

3)

OTHER QUALIFICATIONS
13 Job-related training courses (give title and year). Job-related skills (other languages, computer software/hardware, tools, machinery, typing speed, etc.) Job-related certificates and licenses (current only).
Job-related honors, awards, and special accomplishments (publications, memberships in professional/honor societies, leadership activities, public speaking and performance awards). Give dates but do not

send documents unless requested.

GENERAL
14  AreyouaU.S. citizen? YES [ L— NO [ ]— pmGive the country of your citizenship.
15 Do you claim veterans' preference? NO [ L_ YES[ ]_B=Mark your claim of 5 or 10 points below.
5 points[ ] __jm-Attach your DD 214 or other proof. 10 points[ ] ___pmAttachan Application for 10-point Veterans' Preference (SF 15) and proof required.
16 Were you ever a Federal civilian employee? Series Grade From (MM/YY) To (MMAYY)

NO [ L_ YES [ ]_>F0rh|ghestcw|han grade give:

17  Areyou eligible for reinstatement based on career or career-conditional Federal status?
NO [ | — YES [ ]—ppelfrequested, attach SF 50 proof.

APPLICANT CERTIFICATION
18 I certify that, to the best of my knowledge and belief, all of the information on and attached to this application is true, correct, complete and made
ingood faith. | understand that false or fraudulent information on or attached to this application may be grounds for not hiring me or for firing
me after | begin work, and may be punishable by fine or imprisonment. | understand that any information | give may be investigated.

SIGNATURE DATE SIGNED
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Request for Name Check U.S. Department of Lab

Office of Assistant Secretary for
Administration and Management

represent OSHA policy.

or

1. Date 2. Bureau

3. Name of Person (In Full)

Last First Middle

4. Other Names or Nicknames Used

5. Sex 6. Date of Birth 7. Place of Birth (City and

State)

8. Reason for Request

9. List of Organizations, Associations, Societies or Clubs with which Affiliated

Name City State
10. Places of Residence

Dates Street City State
11. Employments

Dates Street City State

This space reserved for investigative agency.

This is a request for a name check only and is not a request for an investigation.
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