
NOAA is committed to developing its workforce to its fullest potential. The agency offers the NOAA Rotational Assignment Program (NRAP) to promote both employee development and a corporate culture.

NRAP offers career growth via short-term assignments, typically 3–6 months in duration, away from an employee’s regular position. The program encourages cross-line and cross-functional experiences that broaden employees’ understanding of NOAA’s missions, goals, and organizational structures from regional and headquarters perspectives.
The annual NRAP Call for ASSIGNMENTS is issued to all NOAA Rating Officials via email. Each NOAA Line and Staff Office is invited to submit NRAP assignments for which employees may later apply. 
Assignments are include opportunities within NOAA Offices in the Washington, DC metropolitan area and from around the country in a wide variety of scientific, regulatory, outreach, and administrative areas.
The annual NRAP Call for APPLICATIONS is issued to all NOAA employees via email each spring. Current program status is on the 
NRAP website (at: http://oceanservice.noaa.gov/nrap/ ).

 (
Other useful NRAP tools:
Draft NRAP Assignment Form
 — Host Offices: use this Word document to develop your NRAP Assignment description before posting online.
Draft NRAP Application Form
 —
 Applicants: use this Word document to draft your Application to NRAP Assignments that interest you.
)

Accepting or Extending an NRAP Assignment
Before a Participant may accept an NRAP assignment, the “start and end dates” must be coordinated and mutually agreed upon by the Participant, Office of Record (Home Office) Supervisor and Assignment Host (Host Office) Supervisor. All parties — the Participant, Home Office Supervisor, and Host Office Supervisor — must agree on the dates before starting an NRAP assignment.
Each Participant must email the Host Office NRAP Coordinator, the NRAP Program Manager, and the Home and Host Office Supervisors stating that: 
· He or she accepts the assignment; and
· All parties agree on the assignment “start and end” dates 
(include those dates).
NRAP assignments typically run 3–6 months. An assignment may be extended, but the total assignment length may not exceed 12 months. Any request for an extension of an assignment end date must be coordinated with the Host Office NRAP Coordinator before making any additional arrangements.
Further responsibilities of the Participant, Home Office Supervisor, and Host Office are detailed on the next page.
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Participant’s Responsibilities

· Secure Home Office Supervisor’s approval prior to applying to assignments. The Productivity Transfer Worksheet will help with this requirement. 
· Apply to NRAP assignment opportunities. The Draft NRAP Application is useful to prepare in advance.
· Coordinate “start and end” dates for the assignment with your Home Office Supervisor and the Host Office Supervisor.
· Email the Host Office NRAP Coordinator, the NRAP Program Manager, and the Home and Host Office Supervisors as soon as: 
· You accept the assignment; and
· All parties agree on the assignment “start and end” dates (include those dates).
· Coordinate all logistical arrangements with the Host Office Supervisor, if the assignment is outside your local commuting area or duty station.
· Coordinate travel and/or lodging payments (if authorized) with the Host Office to ensure processing and payment are completed per the Host Office’s procedures and NOAA regulations.
· Notify the Host Office Supervisor of any leave approved by the Home Office Supervisor before starting assignment.
· Complete the NRAP assignment. If circumstances prevent this, immediately notify the NRAP Program Manager and the Host Office NRAP Coordinator.
· Keep the Host Office NRAP Coordinator updated on any extension requests and the outcome.


Home Office Supervisor’s Responsibilities

· Ensure the assignment is developmental in nature and fits into the Participant’s Individual Development Plan.
· Ensure the Participant’s current duties are covered for the duration of the assignment; a useful tool for this is the online Productivity Transfer Worksheet. While on an NRAP assignment, the Participant cannot perform dual duties or roles. 
· Work with the Participant and the Host Office Supervisor to coordinate “start and end” dates for the assignment.
· Support the Participant while he or she is on assignment.
· Continue to be responsible for the Participant’s time and attendance, and pay the Participant’s salary.
· Take into account the Participant’s performance rating conducted by the Host Office Supervisor on the Host Supervisor Evaluation Form. 

 (
All parties — Participants, Home and Host Office Supervisors — 
will 
be asked
 to evaluate their respective NRAP experiences and benefits 
after each assignment is complete.
)

Host Office Supervisor’s Responsibilities

· Secure your Line or Staff Office management approval before you submit your Assignments online.
· Coordinate with the Home Office Supervisor and Participant to develop the Learning Agreement, which details duties to be performed, benefits for 
all parties, and any payment arrangements 
between Home and Host Offices.
· [bookmark: _GoBack]Provide an appropriate work environment for the Participant (e.g., desk, computer, phone, badge access, etc.).
· Support the Participant throughout the assignment (e.g., provides necessary office orientation, technical guidance, training, mentoring, etc.)
· Provide Participant time and attendance input to the Home Office Supervisor on a regular basis.
· Ensure that no overtime, credit hours, or comptime expenses are incurred by the Participant.
· Provide evaluation input to the Participant’s Home Office Supervisor via the Host Supervisor Evaluation Form for performance rating during 
the assignment.
