HQS. HUMAN RESOURCES MANAGEMENT DIVISION

STANDARD OPERATING PROCEDURE

Activity:   
Acceptance of Student Volunteer Service

Authority:
5 CFR, Section 308; National Aeronautics and Space Act of 1958, as



amended, and related legislation

Responsible Branch:   Human Resources Operations Branch

Purpose: 
To establish procedures for the acceptance of student volunteer service



at NASA Headquarters

Effective Date:
November 16, 2004
Applicability: 
All NASA Headquarters Offices (except the Office of Inspector General)

INTRODUCTION:

Acceptance of student volunteer service enables NASA Headquarters to contribute significantly to the enrichment of educational programs, as well as providing opportunities for students to become familiar with various occupations as a basis for making realistic decisions regarding their future careers.  It also provides an opportunity for NASA to gain fresh insight and perspectives from these students.

EXCLUSIONS:

Non-citizens are excluded from participation in the Headquarters program

High school students fulfilling their school's community service requirement are not eligible to participate.

CRITERIA;

1. 
A student must be enrolled not less than half time in a high school, trade school, technical or vocational institute, junior college, college, university or other accredited educational institution

2. 
Permission for the student to perform volunteer service must be granted by the


institution at which the student is enrolled

3. 
Students must be United States citizens and meet Federal minimum age requirements

4. 
The work the student performs must provide an educational experience for the student. 

5. 
Volunteer service must be uncompensated.

6 .
Volunteers may not be used to displace any employee or to staff a position that is a normal part of the agency's work force.

7. 
Before a student begins their volunteer service at NASA Headquarters, an agreement must be prepared (Appendix I) and approved by all appropriate parties.

8. 
The supervisor is responsible for preparing a final evaluation of the student's on-the-job performance. This is to be forwarded to the Headquarters Human Resources Management Division, Code CP, for transmittal to the school.

LEAVE:

Student volunteers are not entitled to earn leave.

BENEFITS:

Student volunteers are not entitled to benefits, i.e., health and life insurance, travel, subsistence expenses, quarters, and any other reimbursement or payment in kind.

WORKER'S COMPENSATION:

Student volunteers are covered by the Federal Employees Compensation Act (FECA) and can qualify for compensation for injuries sustained during the performance of work assignments.

DOCUMENTATION OF SERVICE:

Although student volunteers are not Federal employees, their service, like any other type of volunteer service, may be creditable as related experience for future positions.  In addition, some participating schools, which award course credit for such service, may require certification of periods during which students rendered service.  Therefore, student volunteer service must be documented on an SF-50 (Notification of Personnel Action).

APPENDIX I

STUDENT VOLUNTEER SERVICE AGREEMENT

SECTION I-STUDENT INFORMATION

Student's Name:______________________________________________________________

Social Security No:_________________________________Date of Birth:________________

Citizenship:________________________________________

Academic Discipline or Course of Training:_________________________________________

Educational Institution:_________________________________________________________

Academic Level:______________________________________________________________

SECTION II- NASA OBJECTIVES

1. 
To provide qualified students of the______________________________ with supervised, on-the-job learning experience in fields related to his/her academic 


major (s).

.

2. 
To make available occupational experiences designed to enable the student to


apply and test theoretical learning to specific problems and projects.

3. 
To help the student gain perspectives on his/her strengths and weaknesses, and


create an awareness of the skills and abilities education provides.

4. 
To provide NASA an opportunity to conduct those projects which provide learning experience to students, and which would be mutually beneficial to both NASA and the educational institution.

SECTION III. Assignment Information

Proposed length of service:_______________________________________________

Proposed tour of duty:___________________________________________________

Supervisor's name:______________________________________________________

Assignment location: 
NASA Headquarters 

Code_____________

300 E Street, S. W. 

Washington, D.C. 20546

Duties to be Performed:__________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

NOTE: Under 5 U.S.C. 3111, a Student Volunteer is not a Federal employee for any purpose other than injury compensation and laws related to the Tort Claims Act. Service is not creditable for leave or any other employee benefits.

SECTION IV. EDUCATIONAL INSTITUTION AGREEMENT

I certify that:______________________________________________________is a student in good standing, and that the NASA work assignment and scheduled hours of duty are approved as appropriate for the course of study or training that the student is pursing.

I understand that a record of the student's attendance and a final evaluation of his/her performance will be provided to the institution after the work assignment is completed.

I certify that the student is enrolled at least half time.

______________________________________
_____________________

Signature of Approving Official for 


Date

Educational Institution

_____________________________________
_____________________

Title
Educational Institution

_____________________________________
_____________________

Signature of Student

Date

_____________________________________
_____________________

Signature of NASA Supervisor

Date

_____________________________________
_____________________

Signature, Chief, Special Programs Branch

Date

Information Needed for SF-50 at the beginning of service:

The office that is requesting volunteer student must prepare HRTS action (do not send through for signatures) and bring to Headquarters Human Resources Management Division.

Action Requested: Volunteer Service - without compensation

Position Title is: Student Volunteer

Volunteer's social security number

Volunteer's date of birth

Enter beginning date of volunteer service

Position Organization is Code Organization Title

Duty Station

Under "Remarks" Volunteer is expected to serve:


(List days and hours per week)

Statement of Duties must be attached

The Office must fill out Appendix I (Student Volunteer Service Agreement) and return to Headquarters Human Resources Management Division before the student start work.

Information Needed for SF-50 at the end of service:

Action Requested: Termination of Volunteer Service

Position Title is: Student Volunteer

Volunteer's social security number

Volunteer's date of birth

Enter last date of volunteer service

Position Organization is Code Organization Title

Duty Station

