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Public Health Service

Chapter CC23-Staffing

Subchapt er CC23. 1--Recruitnent; GCeneral

Per sonnel | NSTRUCTI ON 2--Use of Paid Advertising and Enpl oynent
Agenci es for Recruitnment of Candi dates
for the Comm ssioned Corps

Section A Purpose

This Instruction expresses service policy regarding the use of paid adverti sing
and fee-charging enpl oynent agencies for the referral of candidates for the
Conmi ssi oned Cor ps. It also states procedures to use in obtaining these
servi ces.

Section B. Policy

1. It is Public Health Service policy to make full use of its existing
recruitnment facilities to obtain candi dates for the Public Heal th Service
Conmi ssi oned Cor ps. The publication of recruitnment material and its

distribution to appropriate groups, regular contacts with coll eges and
uni versities, and attendance at meetings and conventi ons of professiona
associations by recruiters and other staff are encouraged as recruitnent

nmet hods. Along with these nethods, Service officials may wsh to
consider the use of paid advertising. The extent to which paid
advertising is used by the Public Health Service will be determ ned by

staffing needs and the availability of funds for this purpose.

2. Cccasional ly, in special circunstances, the above-nentioned met hods nmay
not be wholly adequate to acconplish the recruitment task. Therefore,
provision is being made in this issuance for limted use of non-profit,
professionally sponsored enploynment agencies for assistance in the
recruitment program This aid will only be used in circunstances where
there is a positive indication that it is necessary to neet Service needs
in the particular situation, and then only w th advance approval of the
Di rector, Comnm ssioned Personnel Operations Division, Ofice of Personne
and Training, DHEW |If a person referred by such an enpl oynment agency is

conm ssioned by the Public Health Service, the Service will pay the
enpl oynent agency all fees that would normally be charged to the
i ndi vi dual

Section C. Approving Oficials

Oficials who are authorized to approve the use of paid advertisinginrecruiting
personnel for the Conm ssioned Corps are the Director, Conm ssioned Personne
Qperations Division, OPT. This same official wll approve requests to use
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enpl oyment agencies in recruiting for the Conm ssioned Corps.

Section D. Use of Paid Adverti sing

Agency Heads, or their designees, will take the follow ng action

1

2.

Determ ne the need for the use of paid adverti sing.

Aut hori ze t he devel opnent of draft advertisenents. Advertisenments should
be conparable to those usually placed in the particular publication or
medi um regardi ng size, format, type, etc. They nust contain a statenent
on nondiscrimnation and identify the vacancies as being in the
Conmi ssi oned Corps of the Public Health Service.

Send a draft of the advertisenent; a nenorandumstating the need for the
adverti sement and its approxi mate cost; and a copy of the publication in
which it will appear, or a statement identifying the radio or tel evision
station and duration, and tinmes per day or per week it will be announced,
to the Director, Comm ssioned Personnel Operations Division, OPT, for
appr oval

I f approval to use paid advertising is received, request the appropriate
procurement or purchasing official to place the advertisenent. The
request shoul d state the publication and i ssue in which the adverti senent
wi Il appear, or the station, dates, and tines for radio or television
adverti si ng. A copy of the advertisenment will be attached to the
request . This request will contain the appropriation and allotnent
nunbers to be charged and a statenent that funds are avail able. The
sal ari es and expenses appropriation for the activity should be used.

Section E. Use of Enploynent Agencies

Public Health Service officials my nake limted use of nonprofit,
professionally sponsored enploynent agencies for recruitnent of
candi dates for the Comm ssioned Corps. The agencies used nust be legally
establ i shed as nonprofit organi zati ons under the laws of a state and be
sponsored, underwitten, or admnistered by a bona fide professiona
soci ety.

Agency Heads, or their designees, wll:

a. Mke the initial determnation that a specialized recruitnment need
exi sts, which m ght be net through the use of an enpl oynent agency.

b. btain information from the enploynment agency regarding the
approxi mate fees normal ly charged for the type of service requested.
Since it is PHS policy to pay all fees involved when a candidate
referred by an enploynent agency is comm ssioned, no requests for
referral of candi dates may be nade at this tine.

c. Send a nenorandumto the Director, Comm ssioned Personnel Operations
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Di vi sion, OPT, stating the need for the use of an enpl oynment agency,
t he name of the agency or agenci es proposed, and the approxi mate cost
i nvol ved.

3. The approving official wll:

a. Review and eval uate the request for use of a fee-chargi ng enpl oynent

agency.
b. Approve or disapprove the request and return it to the originating

of fi ce.
4. If approval to use the services of a fee-charging enpl oynent agency is

recei ved, Agency Heads, or their designees, will send a request to the
appropriate procurenent or purchasing official for necessary action. The
request should indicate that the agency is required to refer candi dates
wi thout regard to race, creed, color, sex, or national origin; that the
agency will return any fees collected by it froman applicant who, as a
result of referral by the agency, is subsequently comm ssioned by the
Public Health Service; the appropriation and allotment nunbers to be
charged; and that funds are avail able. The salaries and expenses
appropriation for the activity should be used.
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