GUIDELINES FOR SECURITY PROCESSING OF SUMMER STUDENTS

1. The summer student may be at NIH as a Special Volunteer, student IRTA, clerk-typist, however, the functional title for their position will be Summer Student.  

2. Each IC designates one Point of Contact (POC) for communications between the Division of Personnel Security and Access Control (DPSAC) in ORS and the IC during the security investigation.   Larger institutes may appoint more than one POC.  Forward this POC information to DPSAC by April 30 via email or fax to:

DPSAC

Building 31, Room 4B63

31 Center Drive MSC2143

Bethesda, MD 20892-2143

Fax:  301-480-1119

harrisca@mail.nih.gov 

3. The Security Checklist for Summer Student Appointments (Checklist) will be completed by the IC for both non-FTEs and FTE summer students.  The Checklist will be routed through the IC for approval.  Once the IC routing is completed, the Checklist will be used by the student to complete the fingerprint check.  
For non-FTEs summer students, the IC will provide the Checklist to complete the fingerprint process.  If the summer student is at a location that does not have electronic fingerprinting available, either the IC or the fingerprinting office will provide the SF 87.  Electronic fingerprinting is preferred.  Proceed to #5 unless further background screening is required as described in #4.
For FTE summer students, in addition to the Checklist prepared and processed through the IC, HR will facilitate the processing of the security portion of the personnel package.  The package is sent to the appropriate HR specialist/assistant.  A copy of the IC approved Checklist will be included in the personnel package sent to HR.  
a. The HR specialist/assistant will send the summer student an EOD package containing an offer letter and:

i. OF 306 - Declaration for Federal Employment (dated 1/01) 
ii. SF 87 - Employee Fingerprint Card for locations where electronic fingerprinting is not available (electronic fingerprints are preferred).

iii. Copy of the Checklist approved by IC.  

b. Upon receipt of the completed forms, preferably in advance of the EOD date, HR staff will send a copy of the OF 306 and resume to DPSAC, Building 31, Room 4B63 or fax to DPSAC at 301-480-1119.  

c. The original OF 306 will be filed in the summer student’s Official Personnel Folder (OPF) as required.  
If no other background screening is required as described in #4, proceed to #5.

4. The sponsor (supervisor) within the IC is responsible for identifying whether the student falls into one of the categories requiring more than a fingerprint check.  The categories are identified in the Assignments Requiring an Additional Level of Background Screening on the Checklist.  If any of the boxes are checked in this section of the Checklist, the summer student will complete the forms for an additional background check which will be a shortened version of the National Agency Check and Inquiries and will use the form SF85.  The following documents are required to be completed to initiate this investigation:
a. Application and/or Resume or OF 612
b. SF 85 - Questionnaire for Non-Sensitive Positions 
c. OF 306 - Declaration for Federal Employment (dated 1/01)
d. SF 87 - Employee Fingerprint Card for locations where electronic fingerprinting is not available (electronic fingerprints are preferred).
The sponsor is also responsible for registering the summer student for any required training classes (e.g., for high risk facilities).  
For non-FTE summer students, the POC will send the forms listed in 4 a-d to DPSAC for review and submission to OPM.  The IC POC will ensure the supervisor is aware an additional background check (NACI) is needed and that additional monitoring is needed of the student until the results have been received.  Initial results from OPM will be received by DPSAC in approximately 30 days.  For FTE summer students, HR will forward the information listed in 4 a-d to DPSAC.   
5. The IC will complete the entry of the summer student into the NIH Enterprise Directory (NED).  The summer student will need an approved NED entry to obtain their access card through the Parking Office or off-campus facility when fingerprint check is complete. 
6. At any time after receiving the IC approved Checklist, the summer student can go to one of the fingerprinting locations listed below.   Campus access badges will not be given to the summer student until the actual Entrance-on-Duty (EOD) date. Until the fingerprinting process is complete, access to the Bethesda campus will be the same as Visitors (i.e., will require going through the Visitors’ entrances).  Please refer the summer students to the ORS Visitor URL for access to the Bethesda campus:  http://www.nih.gov/about/visitorsecurity.htm#perimeter.  

The fingerprinting locations are as follows (NOTE:  Hours and special instructions listed for locations):

Washington, DC Metro (NIH Bethesda Campus)
POC:
Mike McGraw, 301-496-2387

Location:  Building 31, Room B3/B17, Bethesda, MD, 20892

Hours:
 Tuesday – Friday, 7:30am – 11:00am; 11:30am – 2:30pm.  Closed daily between 11:00am and 11:30am.  Adjacent to the Parking Office 

Special Instructions:

Baltimore Metro

NIDA POC:  Tom Haines, 410-550-1558 

Location:  5500 Nathan Shock Drive, Baltimore, MD, 21224

Hours:  Please call

NIA POC:  Candice Coles, Admin Officer, NIA, (410) 558-8501

Location:  5600 Nathan Shock Drive, Baltimore, MD 21224



Hours:
 Please call

Special Instructions:
Please contact the appropriate POC for scheduling fingerprints


NCI –Frederick:

POC:
Thomas Gannon-Miller, 301-846-1380

Location:  Building 426, Room 108, Frederick, MD, 21702

Hours:  6:30am – 2:00pm

Special Instructions:

RML – Montana

POC:
Capt. Jody Luke (406-360-3638) or Sgt. Jim Bruckner (406-381-0433)

Location:  Building 16, Hamilton, MT
Hours:  Monday – Friday, 1:00pm – 3:00pm

Special Instructions:




NIEHS - NC
POC:  NIEHS Security Office (919-541-7515)

Location:  NIEHS Security Office, Rall Building (Bg. 101), Room B114

Hours:  Monday – Friday (except holidays), 8:00am – 4:00pm

Special Instructions:  Fingerprinting times will be scheduled through the Summers of Discovery Program coordinator (Ms. Charle League, 919-541-5741)
Phoenix - AZ
NIDDK POC:   Mike Bryan, 602-200-5221 (IHS will handle the fingerprinting process                for NIDDK)
IHS POC:  Marla Polk, 602-364-5235

Location:  Phoenix Area Office, Two Renaissance Square,

                 40 North Central Ave, Phoenix, AZ

Hours:  Please call NIDDK POC for scheduling arrangements

Once the summer student is fingerprinted, the Police or fingerprint processors will initial, date, and process the Checklist.
7. DPSAC will send the fingerprints electronically to OPM and the FBI.  DPSAC will receive and review the results of the fingerprint check and notify the IC POC once the summer student has been determined to be eligible to receive an access badge.  This process will take approximately 5 days.
8. If the OPM response requires adjudication, an access badge will not be given until the adjudication is resolved.  DPSAC will contact the IC POC to have the summer student immediately complete the OF 306 (if not done previously) and fax to DPSAC at 301-480-1119.  Once the necessary paperwork has been received and the adjudication process is coordinated with OPM and the IC POC and completed, the IC POC will notify the summer student when they are eligible to receive an access badge, or if further action is necessary for adjudication.  
9. DPSAC will email the results to the IC POC when the normal fingerprint check or initial (and the initial NACI result if needed) has been satisfactorily received from OPM and adjudicated; the institute will either file this email or record the result as established by IC procedures.   DPSAC will create a security file for each summer student and will keep the checklist, OF306 (if applicable), and results on file.    

10. If the Checklist indicates that the summer student requires an additional level of background screening above the fingerprint check, the DPSAC will notify the IC POC when the fingerprint results have been received and adjudicated and a second time once the additional results have been received from OPM.  It will take approximately 30 days before the additional results are received.  If any adjudication is needed, DPSAC will work with the IC POC.  The IC POC will notify the summer student’s supervisor once the results have been received so the supervisor knows that additional monitoring is no longer needed.  

11. Once DPSAC notifies the IC POC that the fingerprint clearance has been received, on or after the summer student’s EOD date, an access badge can be issued. Requests for access to IC buildings/facilities will be processed by the IC according to IC specific procedures.  The summer student will then return to the Parking Office at the Bethesda campus or appropriate office at other locations to receive an access badge.  As in previous years, no parking hangers will be given to summer students at the Bethesda campus.  At other locations, parking hangars are provided according to location policies and procedures
NOTE:  A Background Requests (background@mail.nih.gov) email will not have to be completed for non-FTE summer students. 
