CD10- ON - 013
BASELI NE
EFFECTI VE DATE. February 14, 2003

ORGANI ZATI ONAL
| SSUANCE

STUDENT VOLUNTEER
PROGRAM

BASELI NE

APPROVI NG
AUTHORI TY
NAVE TI TLE ORG DATE
Danny R. Hi ght ower Manager CD10 02/ 14/ 03

CHECK THE MASTER LI ST-
VERI FY THAT TH S | S THE CORRECT VERSI ON BEFORE USE



O gani zati onal |ssuance
OPR
St udent Vol unteer Program CD10- ON - 013 Revi si on: Baseline
Date: 02/ 14/03 Page 2 of 6
DOCUMENT HI STORY LOG
St at us
(Basel i ne/
Revi si on/ Docurnent Ef fective
Cancel ed) Revi si on Dat e Description
Basel i ne N/ A 02/ 14/ 03 St udent Vol unteer Program

05/ 28/ 03 Documne

nt

Revi ew

09/ 9/ 03 Docume

nt

Revi ew

CHECK THE MASTER LI ST-VERIFY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




O gani zati onal |ssuance
OPR

St udent Vol unteer Program CD10- ON - 013 Revi si on: Baseline

Date: 02/ 14/03 Page 3 of 6

PURPOSE

To establish the procedures for docunenting service
performed w thout conpensation by persons who do not
recei ve a Federal appointnent.

APPLI CABI LI TY

This Organi zati onal Work Instruction (ON) establishes
instructions for ensuring that individuals who are placed
in the Student Vol unteer Program (SVP) neet the

requi rements set forth by 5 U S. C. 3111.

APPL| CABLE DOCUMENTS

5 US C 3111

USOPM the CGuide to Processing Personnel Actions, Chapter
33

5 CFR 308.101 - 308.103

DEFI NI TI ONS

St udent Vol unteer Service - service performed under 5

U S C 3111, with the perm ssion of the institution at
whi ch the student is enrolled, as part of an agency
program est abl i shed for providing educati onal experience
for the student.

Student - an individual who is enrolled, not |ess than
hal f-time, in a high school, trade school, technical or
vocational institute, junior college, college, university,
or conparabl e recogni zed educational institution. An

I ndi vidual who is a student is deenmed not to have ceased
to be a student during an interim between school years if
the interimis not nore than five (5) nonths and if such
I ndi vi dual shows to the satisfaction of the Ofice of

Per sonnel Managenent (OPM that the individual has a bona
fide intention of continuing to pursue a course of study
or training in the same or different educational
institution during the senmester (or other period into

whi ch the school year is divided) imediately after the
interim [5CFR 308.101].
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Hal f-time - for purposes of the volunteer service

regul ations, half-time neans enroll ment in any conbi nation
of courses, research projects, or special studies that
neets one-half or fifty percent of the workload standards
and practices of the institution in which the student is
enrol | ed.

| NSTRUCTI ONS

Student will supply the SVP Coordinator with a resune,
references (no less than three), copy of birth
certificate, copy of driver’'s |icense, proof of
enrol I ment, conpleted MOU, conpleted MOA, and hours
avai |l abl e for work.

Mentor will supply the SVP Coordinator a list of duties
the student will be perform ng and hours he/she wll be
avai |l abl e for nentoring.

SVP coordinator will supply student and nentor with
student’s work schedul e, copies of the conpleted MOA, and
the conpleted MOU

SVP coordinator will supply school with copies of
conmpl eted MOA and MOU

The mentor will provide e-mail to the SVP coordi nator
stating the performance apprai sal on student quarterly and
at end of student’s volunteer status.

At conpletion of the volunteer work period, the SVP

Coordinator will provide a letter to the volunteer

l'isting:

a) inclusive dates of service;

b) total hours or days worked; and,

c) guidance on how the agency nmay be contacted regarding
future requests to obtain docunentation of vol unteer
service.

Vol unteer will adhere to the safety and security
regul ati ons at MSFC.
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10.

11.

Vol unteer status may be termnated at any time if the
vol unteer viol ates NASA or MSFC safety or security
regul ati ons.

NOTES

Vol unt eer Service under the Act is limted to services
performed by a student, with the perm ssion of the
institution at which the student is enrolled, as part of
an agency program established for the purpose of providing
educati onal experience for the student. Such service is
to be unconpensated and will not be used to displace any
enpl oyee or to staff a position which is a normal part of
t he agency’s workforce. [5 CFR 308.101]

SAFETY PRECAUTI ONS AND WARNI NG NOTES

A student participating under an agency vol unteer program
I's not considered to be a Federal enployee for any purpose
ot her than injury conpensation or |laws related to the Tort
Claims Act. Service is not creditable for |eave accrual

or any other enployee benefits. [5CFR 308.102].

APPENDI CES, DATA, REPORTS, AND FORMS
NONE

RECORDS

Record Type: MOU, MOA, resune, and performance appraisals
Responsi bl e Party: SVP Coordi nat or
Locati on: Human Resources Depart ment

Bui | di ng 4200

Room 322C
Records Retention Schedule: Records will be maintained
for a period of three (3) years.

TOOLS, EQUI PMENT, AND MATERI ALS
NONE
PERSONNEL TRAI NI NG AND CERTI FI CATI ON

NONE
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12. FLOW DI AGRAM

NONE
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