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Subject: FY 2014 Youth Conservation Corps—Recruitment and Hiring Procedures

Recruitment for the FY 2014 Youth Conservation Corps (YCC) program may begin immediately
and selections should be made prior to April 15, 2014. The following guidance will assist you in
operating your YCC program.

Once finalized, allocations will be fund targeted to the station cost codes identified on the
attached spreadsheet. Draft allocations on the attachment are based on the number of FY12 or
FY13 YCC enrollees and will be adjusted when the actual enrollee numbers are finalized.
Charge all associated YCC enrollee salaries to the code associated with your station. You are
encouraged to use discretionary funds such as annual maintenance funding, base discretionary
funding, or other available funds for expenses that exceed your YCC allocation. Also included
in the allocation is an additional $250 per enrollee for personal protective equipment (PPE).

Enrollees will be paid minimum wage based on the area where they will be employed. The
Federal minimum wage rate this year is $7.25 per hour. Two states in our Region have a
minimum wage rate that exceeds the Federal minimum wage rate (Colorado and Montana). The
higher of the two rates shall be awarded to the enrollees. Youth crew leaders (previous enrollees
subsequently selected and designated by the station when the applications are forwarded to
Human Resources) will receive an additional 15 percent above the minimum wage. All enrollees
are now required to have direct deposit with a financial institution to receive their pay. The
direct deposit can be made into a checking or savings account in the enrollee’s name or into the
account of a parent or legal guardian. As a reminder, we can no longer issue a check to the
station for payment of salary.

All enrollees are required to have a Social Security Number; however, there is no need to process
an electronic SF-52. In the event of an enrollee termination, simply send an e-mail message to
William (Todd) Wehner (Human Resources) stating the enrollee's name, Social Security
Number, and the last day of employment.

As a reminder, employment for all YCC enrollees must terminate prior to September 30, 2014.
To facilitate the personnel processing of enrollees, the following five forms need to be completed
and mailed within 72 hours after the enrollee reports for work:



YCC Application

Personnel Master Change Notice

YCC Enrollee Information Sheet, which includes the 2014 IRS Form W-4
YCC Medical History

Employment Eligibility Verification
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Please fax all five forms to the attention of William (Todd) Wehner in Human Resources at
(603) 595-0957. Todd is no longer working out of the Regional Office, so please fax the forms
to him and then mail the original forms to the Regional Office (Stop No. 60182), Attention:
Carla Goltz. All of the above forms and instructions for project planning, processing employees,
and submitting the annual report are available on the YCC web site at the following web address:
https://www.fws.gov/mountain%2Dprairie/ycc/.

Work Project Plans are required for each type of work enrollees may perform at your station.
Enrollees must be provided with all required safety and health training. In addition, supervisors
must conduct a hazard assessment for that work and complete a Job Hazard Assessment (JHA).
JHAs identify the hazards of a work activity, actions to take to mitigate the hazards, and required
PPE. Supervisors must certify each JHA by signing the “Certified By” line (upper right-hand
section) on the JHA. Several JHAs are available for review on the YCC web site
(https://www.fws.gov/mountain%2Dprairie/ycc/). If you are planning a work activity that is not
covered in the current JHA listing, please submit a new JHA to the Regional Safety Office for
review and inclusion with the existing library of JHAs. If you require additional assistance,
please contact Jim Chandler in the Safety Office at 303-236-8193 or Jim_Chandler@fws.gov.

As you work with YCC staff throughout the summer, please track all expenditures such as
enrollee and leader salaries, as well as other costs such as supplies. This information will assist
with drafting and submitting the Work Accomplishment Report, which is due to the Regional
YCC Coordinator by October 15, 2014. General information about the YCC program can be
found in the Youth Conservation Corps Reference Book (May 1999), which is also available on
the web site.

With the deployment of the new YCC website in the near future, we’ll have the opportunity to
post pictures of our youth at work, so please consider taking many pictures over the summer. If
you would like the pictures to be used on the YCC website, enrollees will need to sign a photo
release form. The form is located on the YCC website under Work Accomplishment Reporting
or at http://www.fws.gov/mountain-prairie/ycc/3-2260likeness. pdf.

Please remember that environmental education is another component of the YCC program that
can be accomplished onsite or via field trips. Station staff members are encouraged to take
advantage of teaching opportunities as they present themselves.

If you have any questions, please contact Betsy Matten, Regional YCC Coordinator, at
(303) 236-4307, or William (Todd) Wehner, Human Resources Specialist, at (303) 503-6976
(cell phone).
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FY 2014 YOUTH CONSERVATION CORPS (YCC) ALLOCATION

Station Name State Allocation FY14 Cost Center WBS FUND
Arapaho NWR co 3 $7,156.20| FFO6RARPOO FXRS1262066YCCO 145
Arrowwood NWR ND 4 $12,122.00| FFO6RARDQO FXRS1262066YCCO 145
Audubon NWR Complex ND 1 $3,069.00| FFO6RADBOO FXRS1262066YCCO 145
Bear River MBR uT 6 $17,290.00| FFO6RBRROO FXRS1262066YCCO 145
Chase Lake ND 2 $5,140.00| FFOBRARDOO | FXRS$S1262066YCCO 145
Crescent Lake NWR/North Platte NWR NE 5 $13,780.00] FFOB6RCRLOO FXRS1262066YCCO 145
Creston NFH MT 1 $3,355.00| FFO6F11000 FXRS1262066YCCO 145
Des Lacs NWR ND 2 $6,764.0Q| FFOBRELS00 FXRS1262066YCCO 145
Devils Lake WMD/Sullys Hill NGP ND 6 $19,825.00| FFO6REDLOO | FXRS1262066YCCO 145
Ennis NFH MT 8 [ $26,724.00] FFO6F12000 FXRS1262066YCCO 145
Flint Hills NWR s 07 M| N.$19)669.00| FFOBRFLHOO FXRS1262066YCCO 145
Garrison Dam NFH € N NDB. A7 1 [|ee7$3,332.00] FFO6F1B000 FXRS1262066YCCO 145
Gavins Point NFH | Wik N4 | $11,401.00| FFO6F16000 | FXRS1262066YCCO | 145
J Clark Salyer NWR Complex (4 NDY > $5,512.00| FFO6RICS0O0 FXRS1262066YCCO 145
Kirwin NWR Bat®| «s 3 $8,645.00| FFOGRKRWOO | FXRS1262066YCCO 145
Lee Metcalf NWR MT 4 $10,920.00 | FFO6RLMCOO0 | FXRS1262066YCCO 145
Medicine Lake NWR MT 1 $3,305.00 | FFO6RMDLOO | FXRS1262066YCCO 145
Quivira NWR KS 3 $7,710.00 | FFO6RQVROO | FXRS1262066YCCO 145
San Luis Valley NWR Complex co 5 $17,402.00| FFOBRSLVOO FXRS1262066YCCO 145
Upper Souris NWR ND 1 $3,382.00| FFO6RICSOO FXRS1262066YCCO 145
Valley City NFH ND 6 $21,742.80 FFO6F1B100 FXRS1262066YCCO 145
Vernal CRFP uT 2 $5,140.00 | FFO6F28000 FXRS$1262066YCCO 145
Waubay NWR-WMD SD 5 $12,780.00| FFOBRWBYOO | FXRS$S1262066YCCO 145

TOTALS:| 7 82 $246,166.00
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