              HQS. HUMAN RESOURCES MANAGEMENT DIVISION

                           STANDARD OPERATING PROCEDURE

Activity:  Student Temporary Employment Program

Responsible Branch:  Special Programs and Policy Branch

Purpose:  To provide clerical assistance to Headquarters offices, while

                  providing work experience to students 

Effective Date:  June 17, 2003

Authority:  5 CFR 213.3202

Applicability:  NASA Headquarters Offices (except 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 to earn income while pursuing a higher-level education.  Students receive temporary appointments not to exceed 1-year, with renewal dependent upon the student’s academic achievement and the need for the student’s services at Headquarters.  Students will be hired in positions at grades GS-1 through GS-9, depending upon their relative education and experience.

DELEGATION OF AUTHORITY:
Students employed under the Student Temporary Employment Program are an extension of the organizational staff and resources of the Director, Headquarters Human Resources Management Division.  Therefore, the authority for approving their time and attendance, work assignments, tours of duty, training, corrective actions and recognition is retained in that office and is delegated to the Chief, Special Programs and Policy Branch, with redelegation to the Student Program Administrator (SPA).  Supervisors to whom students are assigned must seek guidance and concurrence from the SPA before initiating or modifying work-related conditions or assignments.

ELIGIBILITY:

Students may be appointed to the Student Temporary Employment Program if they are pursuing any of the following educational programs in an accredited school:

(1) High school diploma or General Equivalency Diploma (GED)

(2) Vocational/Technical certificate

(3) Associate degree

(4) Baccalaureate degree

(5) Graduate degree

(6) Professional degree

In order to qualify, a student must be in actual physical attendance at a school, as distinguished from a correspondence or home-schooled student.

In addition to the above, students must also possess United States citizenship, attend school on either a half-time or full-time basis, and conform with Federal, state, or local laws and standards governing the employment of minors.

Students may work in the same agency with a relative when there is no direct reporting relationship and the relative is not in a position to influence or control the student’s appointment, employment, promotion, or advancement within the agency.

Students in the Student Temporary Employment Program must maintain at least a “C” average in order to continue in the Program.

The total number of years an undergraduate college student may be in this program is as follows:

     Associate Degree – 5 years

     Bachelor’s Degree – 9 years

Students will be released from the program at the completion of this period, regardless of whether or not they have attained their degree.

WORK SCHEDULE:
Students may work either full-time or part-time; however, they are not permitted to work overtime.  Work schedules will be approved by the SPA in advance.

STUDENT ASSIGNMENTS TO CODES:
The Student Program Administrator shall notify Headquarters codes of the opportunity to request a student and solicit requests.  Each code requesting a student should describe:

a. the kinds of work experience it can provide to a student

b. basic skills they might need

c. the person(s) who would mentor, supervise and appraise the student’s

performance

d. the program, function or office which the student will support

e. the tour of duty most appropriate for a student (coinciding with mentor’s or supervisor’s tour), with the understanding that the tour of duty must accommodate the student’s school schedule

The Student Program Administrator will review the requests and recommend the most promising locations for student candidates to learn and expand their work experiences.  The Director, Headquarters Human Resources Management Division, will decide which codes will be assigned students.  The SPA will select the students from competition, make offers to them, arrange for their entrance on duty, provide orientation of work expectations at Headquarters, introduce students to their new assignments and staff, and coordinate assignments to their respective codes.

USE OF STUDENT ASSIGNMENTS:
Students, while gaining office work experience, shall not be used as substitutes for permanent secretaries, clerical, or support staff.  Reassignment of the students may be necessary in order to offer them experience in various kinds of office conditions, as determined by the Student Program Administrator.

FAIR AND EQUAL TREATMENT:
Students, although on temporary appointments, are Federal employees and are entitled to the same protection from harassment or discrimination of any kind, as are our permanent staffs.  Questions or concerns regarding these issues must be brought immediately to the attention of the Chief, Special Programs and Policy Branch, Code CP, or alternatively, to the Director, Equal Opportunity and Diversity Management Division, Code CE.

BENEFITS:
Students in this program are eligible for annual and sick leave, but are generally ineligible for retirement coverage.  

Students are not eligible for life insurance, and are not eligible for health insurance until they have completed one year of current continuous employment, excluding any break in service of five days or less.  NOTE:  Temporary employees must pay the full charge for their health insurance, including both the employee share and the Government contribution.

STUDENT MANAGEMENT:
The SPA will routinely meet with the students and their mentors/supervisors to monitor progress and to improve the student’s conduct, attendance, or performance, as needed. Regularly, the SPA will meet individually with each student to provide a personal assessment of his/her progress and achievements.  On at least a bimonthly basis, the SPA will call all students for a briefing to reinforce workplace dress, office decorum, attendance requirements, etc., and to solicit questions and suggestions for improvement of the program.

CONDUCT, PERFORMANCE, ATTENDANCE:
Students must comply with the same standards for performance, conduct, and attendance, as does our permanent staff.  Because they are new to the workplace, they must receive patient but firm guidance from the SPA, as well as from the supervisor and mentor staff to which they are assigned.  They must be mentored and provided examples of workplace norms for decorum in behavior, courtesy, timeliness, flexibility, dependability, and responsiveness.  They must also learn office routines and practices, modes of interaction with peers and seniors, and norms for attire and communication.  It is therefore imperative that the assignment of a student be to a staff that exemplifies excellence in office administration.

Although we intend to enhance students’ marketability for the workplace, on occasion some have difficulty accepting structure.  In such cases students may, after reasonable attempts at correction, be terminated for misconduct, unacceptable performance, or poor attendance.  The SPA must be notified immediately if such issues are evident, in order to address positive behavior modification.  The SPA will determine when counseling should be provided and recorded in a student’s informal work performance folder.  After reasonable warnings and opportunities to improve, the SPA may propose formal action to the Chief, Special Programs and Policy Branch.  A written notice of intent to terminate will provide 10 calendar days for the student to respond to the charges of misconduct, poor performance, or excessive absenteeism or tardiness.  The response will be given full consideration by the Chief, Special Programs and Policy Branch.  Upon determination that a termination is supported, the student

will be notified in writing of the decision and the appointment will be terminated within 10 calendar days from the date of that notice.  


PERMANENT APPOINTMENTS OF STUDENTS:
Students in the Student Temporary Employment Program are not eligible for non-competitive conversion to permanent appointments.  No guarantee, promise, inference, or expectation of a permanent placement can or should be made to students in regard to such appointments.  Students are encouraged, however, to compete for any permanent position for which they may be eligible, and for which they believe they are qualified.

____________________________                      ______________

Alfred Castillo                                                                   Date

Director

Headquarters Human Resources

  Management Division

