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THE PAPERWORK REDUCTION ACT OF 1995 (Pub. L. 104-13) STATEMENT OF PUBLIC BURDEN: The purpose of this information collection is to allow grantee care provider programs to request ORR approval to hire candidates for key personnel positions. Public reporting burden for this collection of information is estimated to average 0.17 hours per response, including the time for reviewing instructions, gathering and maintaining the data needed, and reviewing the collection of information. This is a mandatory collection of information (Homeland Security Act, 6 U.S.C. 279). ). An agency may not conduct or sponsor, and a person is not required to respond to, a collection of information subject to the requirements of the Paperwork Reduction Act of 1995, unless it displays a currently valid OMB control number. If you have any comments on this collection of information please contact UCPolicy@acf.hhs.gov. 
OMB 0970-0558 [valid through 11/30/2023]
1 45 C.F.R. 411.101(d) states: “Any staff member with a substantiated allegation of sexual abuse or sexual harassment against him/her at an ORR care provider facility is barred from employment at any ORR care provider facility.”
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In response to the May 17, 2021 waiver of the requirement for the Office of Refugee Resettlement (ORR) to approve the hiring of key personnel in grantee operated state-licensed programs and influx care facilities, the Key Personnel Minimum Qualifications Checklist and Attestation has been developed for care providers to complete when submitting potential candidates requiring ORR review under the Cooperative Agreement. This Checklist and Attestation should be submitted to ORR and include an attestation from an individual at the care provider verifying accuracy and completeness. If all the requirements on that checklist are met, ORR will review the checklist and confirm the candidate is not barred from employment under 45 C.F.R. § 411.101(d)1. If the requirements are not met, the ORR Project Officer will consider a waiver.
The checklist and attestation must be submitted for all key personnel regardless of whether or not a waiver is being requested. Grantees operating state-licensed programs and influx care facilities must obtain prior approval for the positions noted in the form below. The checklist and attestation must be submitted for all key personnel regardless of whether or not a waiver is being requested. 
The checklist for each position includes a job description and minimum qualifications for positions that require ORR approval.  Exceptions to the minimum qualifications require ORR's explicit written approval prior to hire and ORR will require a detailed supervision plan and a training plan in accordance with ORR required trainings and the cooperative agreement.Further the grantee must notify their assigned ORR Project Officer promptly when there is a vacancy of any position requiring the Minimum Qualifications Checklist and Attestation.    
Instructions: 
Please complete all applicable sections below based on the position for which the individual is being hired: Grantee Information, Grantee Attestation, Candidate Identifying Information, and Candidate Minimum Qualifications. 
Submit the completed form to your Project Officer (PO), along with the candidate's resume. A training and supervision plan should be submitted as well with this form if the candidate does not meet minimum qualifications. 
Next Steps: 
If all the requirements on that checklist are met and the PO confirms the candidate is not barred from employment under 45 C.F.R. § 411.101(d), no further action is required, and the candidate may be hired by the grantee. The PO will maintain a copy of the checklist for future site monitoring. If the candidate is barred from employment per § 411.101(d), the PO will notify the grantee that they are not permitted to hire the candidate and will maintain a copy of the checklist and denial. The PO will provide confirmation of whether the candidate is not barred from employment under 45 C.F.R. § 411.101(d) or if there is conflicting information from the attestation and the supporting documentation within 2 business days.
If the requirements are not met or if sufficient documentation has not been submitted to verify the candidate meets requirements, the PO may ask for further documentation. The ORR PO will consider a waiver if a training and supervision plan has been submitted by the grantee with the request for approval. Written approval or disapproval will be provided by the PO to the grantee within 2 business days of submission of this form and proposed training and supervision plan. 
I, 
, attest that the information reported on this checklist is accurate and complete.
Section A: Grantee Information
To be completed by the requester.
Section B: Grantee Attestation
To be completed by the requester.
Section C: Candidate Identifying Information
To be completed by the requester.
Section D: Candidate Minimum Qualifications
To be completed by the requester. Please complete the section for the applicable position.
Job Description: Coordinating clinical services, training new clinicians, and supervising the clinical staff.
Minimum Qualifications:
OR
OR
AND
AND
Job Description: Responsible for coordinating case management and safe and timely release services, training new case managers, and supervising the work of other case managers.
Minimum Qualifications:
OR
Job Description: Oversees implementation and ongoing compliance with the Interim final Rule on UC Sexual Abuse and Sexual Harassment standards at care provider facilities.
Minimum Qualifications:
AND
Job Description: Overall management of the programmatic, administrative, financial, and operational systems related to the provision of care and services; provision of regular and timely reports to ORR regarding operations, services, and finances; establishing a respective and supportive workplace environment; elevating any issues or concerns to ORR. If required by state licensing, possess the administrator's license.
Minimum Qualifications:
AND
OR
Job Description: Serves as secondary liaison with ORR. The need for an Assistant Program Director will vary depending on the number of unaccompanied children served at a care provider facility.
Minimum Qualifications:
AND
Job Description: Conducts mental health assessments; provides ongoing individual and group counseling services, screens for human trafficking concerns, and provides crisis intervention services.
Minimum Qualifications:
OR
OR
AND
Section E: ORR Confirmation
Decision
To be completed by ORR.
Section F: Waiver Request and Justification 
To be completed by the requester if qualifications are not met.
Section G: Proposed Training and Supervision Plan
To be completed by the requester if qualifications are not met.
If a waiver is being requested for the minimum qualifications, the grantee must attach a training and supervision plan for a minimum of six months for the proposed candidate. Please reference the checklist below in creating the training and supervision plan to be submitted along with this form for PO review.  
Training & Supervision Plan: 
The completion date of each training listed;Evaluation of the employee's work product/performance (i.e. compliant, timely, meets/exceeds expectations, relevant to job description, etc.); andIf applicable, whether there is a grade or a pass/fail associated with the training.
Section H: ORR Waiver Approval Section
Decision
To be completed by ORR.
2. The supervisor should document progress in the personnel file on a monthly basis regarding “anticipated training and supervision completion date.” Updates should be made sooner if there are changes to the original submission. The progress report should include:
3. Update on 6-month progress: After the personnel in question has completed 6 months of employment, the grantee should provide a written update to the PO on the personnel's performance, including an assessment of whether the personnel is meeting requirements for the position. The PO will review and determine if the candidate's probationary period should end or be extended. 
Programs must list trainings and supervision relevant to the position (including ORR required trainings) and the missing qualifications. The plan must include:
Name of the candidate and position;Name of supervisor (s) overseeing the candidate; Anticipated training and supervision plan completion date;Supervision plan to support candidate in meeting job performance; andTitle of training, short description of the training topic, length of training (i.e. 1 hour, 30 minutes, etc.), format of training (online vs instructor-led), name and title of trainer, anticipated training completion date.
1. Required training and supervision for the respective position.
1.0
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Shannon Herboldsheimer
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