               HQ. HUMAN RESOURCES MANAGEMENT DIVISION

                         STANDARD OPERATING PROCEDURE

Activity:  Financial Needs Criteria for Student Employment

Authority:  5 CFR 213.3202(8)

Responsible Branch:  Special Programs and Policy Branch

Purpose:  This instruction sets forth the NASA Headquarters policy,

                  responsibilities, delegations of authority, and criteria for

                  determining the financial needs criteria for employment

                  under the Student Temporary Employment Program

                  (excluding summer employment)

Effective Date:  August 28, 2000

Applicability:  All NASA Student Temporary Program employees

                         (with the exception of summer employees and employees

                         of the Office of Inspector General)

INTRODUCTION:
The Student Temporary Employment Program provides students the opportunity to gain valuable work experience, while at the same time providing Headquarters offices with clerical assistance.  This program is intended for students who, but for the ability to earn income while pursuing a higher level education, would be unable to reach that objective without NASA Headquarters support.  This Standard Operating Procedure defines the financial needs criteria at to be used at NASA Headquarters for these appointments.

CRITERIA:
Students are considered to have met the financial needs criteria required at Headquarters by providing proof of one of the following:

1. A statement from a state or county office certifying the student’s

financial need

2. A statement from the college or university, on their letterhead, certifying

that the student is receiving financial aid from their organization in order

to remain in school

3. Proof of wages earned from current or recent employment that constitute

the only means the student has to pay for his/her education, and a statement from the student that the student ‘s family does not have the

resources to cover this expense.

4. Documentation showing that the student has obtained a loan to pay for

his/her education.

DELEGATION OF AUTHORITY:
Authority to approve financial needs criteria is delegated to the Chief, Special Programs and Policy Branch, or his/her designee.

DOCUMENTATION:

A copy of the request and approval will be filed on the left side of the employee’s official personnel folder.

_________________________________                                  ______________

Alfred Castillo                                                                                         Date

Director, Headquarters Human Resources

Management Division

