Quick Guide to Hiring Incentives
	Incentive
	Considerations

	



Recruitment
	· May be paid to an employee newly appointed to the Federal Government or re-appointed following a 90-day break in service.
· A determination must be made that the position is likely to be difficult to fill without the use of the incentive.
· The payment of the incentive must be approved before the employee enters on duty.
· May be paid in lump sum or installments.
· A service agreement is required, unless the incentive is paid on a bi-weekly basis. 

	




Relocation
	· May be paid to a current TSA employee or to an employee hired by TSA from another Federal agency who must relocate to a position in a new geographic area
· A determination must be made that the position is likely to be difficult to fill without the use of the incentive.
· The payment of the incentive must be approved before the employee enters on duty or moves to the new location.
· May be paid in lump sum or installments.
· The employee must establish a residence in the new geographic area prior to payment.
· A service agreement is required, unless the incentive is paid on a bi-weekly basis. 

	




Retention
	· May be paid to an employee with unusually high or unique qualifications, or a special need for the employee’s services makes it essential to retain the employee, who would likely leave TSA service without the incentive.
· May be paid to groups of employees for reasons such as high cost of living, high cost of labor, intense labor market conditions, and difficulties recruiting.
· May be paid in lump sum or installments.
· A service agreement is required, unless the incentive is paid on a bi-weekly basis.
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Annual Leave
	· Full time employees with fewer than 3 years of service earn 4 hours of annual leave each pay period
· Those with 3 or more years but less than 15 years earn 6 hours each pay period
· Those with 15 or more years earn 8 hours each pay period.

	




Credit for Non-Federal & Uniformed Service for Determining Annual Leave Accrual Rate
	· May be approved for an employee newly appointed to the Federal Government or returning to Federal service after a break in service of at least 90 calendar days, after June 16, 2006.
· Allows employees to earn service credit for prior work experience that otherwise would not be creditable for the purpose of determining the employee’s annual leave accrual rate.
· Credit may only be given when it is determined the skills and experience of the selectee are essential to the new position and were acquired through performing duties in a non-Federal position or active duty with the uniformed services.
· A service agreement is required and must be 12 months in duration.
· Should be considered as part of the total compensation package offered and may be granted in lieu of, or in addition to, other forms of incentives.
· The amount of service credit granted to an employee is at the sole discretion of the AA/OHC and must be approved before the employee enters on duty.

	




Telework
	· Telework involves performing assigned duties at an alternative worksite, typically an employee’s home which reduces commuting time.  
· TSA’s policy is to make telework available to the maximum extent possible without diminishing employee performance or mission accomplishment.  
· As a manager, it is within your discretion, and not an employee’s entitlement or right, to determine the feasibility of offering this flexibility to an individual employee or any organizational unit under your authority.  
· Consult with your BMO or your HRAccess Specialist to determine the availability of this flexibility within your organization. 
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Alternative Work Schedule
	· Flexible Work Schedule - For Full Time employees, FWS means an 80-hour biweekly basic work requirement (8 hours per day) that allows employees to determine their work schedule (starting and stopping times) within established limits.  For Part Time employees, FWS means a bi-weekly basic work requirement of less than 80 hours in a biweekly pay period that allows employees to determine their work schedule (starting and stopping times) within established limits.
· Compressed Work Schedule - For Full Time positions, work schedules consisting of less than 10 days and no more than 80 hours per pay period.  For Part Time positions, work schedules consisting of less than 10 days and no more than 64 hours per pay period.



