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Civilian Human Resources                                                                          Volunteer Hiring Process
Purpose:  To provide instructions for documenting service performed without compensation by persons who do not receive a Federal appointment.  Volunteer service is not reported to the Central Personnel Data File.  However, agencies are responsible for determining how to document volunteer service and informing volunteers of the nature of their appointments.  To meet these requirements, the following procedures will apply:  
Procedure:  
1.  An SF-52, Request for Personnel Action, must be submitted for each volunteer.  Each request must be signed by the department or activity administrative point of contact and the manager requesting the action.  The Request for Personnel Action must be submitted at least five (5) working days prior to entrance on duty (EOD) in order to provide sufficient time to coordinate with the supporting departments, i.e. Security, EHS, and LRC.  CHR will in-process volunteer personnel on Mondays (10:00 to 11:00 A.M.) and Wednesdays (9:00 to 10:00 A.M.) only.  All EODs must be coordinated with CHR prior to the effective date.   

2.  The SF52 must be documented with the volunteer’s name, date of birth, social security number, proposed effective date, and a not-to-exceed date of no more than one (1) year.  Extensions should be submitted at least 30 days prior to the expiration of the original appointment.   

3. Each action must include a completed copy of DD Form 2793 (Volunteer Agreement), http://www.usuhs.mil/chr/USUHS_Forms.htm .  A copy of the completed agreement must be given to the volunteer prior to starting volunteer service.  The supervisor of the volunteer employee must complete Part IV at the end of the volunteer employee’s service.

4.  Minors (ages 16 and 17) must have the following: 

· Permission from the school the volunteer is presently attending.  The letter must be on the school’s letterhead.

· Parental Permission Statement (Attachment 1).

· USUHS Form 6050 (Work Assignment for a Minor).  This form must be completed if the minor is to work in the laboratories at USUHS (Attachment 2).
      If the volunteer is below 16 years of age, an exception to the age requirement must be obtained from the President of USUHS.

5.  CHR will review each request.  Incomplete requests will be returned to the department or activity.

6.  In-Processing Requirements:  

· U.S. Citizens must provide either a birth certificate or passport 
· Non U.S. Citizens – permanent resident (green card) or VISA authorizing permission to work in the U.S.
· All Volunteers must report to CHR to obtain the appropriate check-in sheet prior for reporting to the offices listed below.  Only check-in sheets stamped with the CHR logo will be accepted.  
a. USUHS/AFRRI Security Office
b. USUHS Environment Health & Occupational Safety Office (EHS)
c. USUHS Learning Resource Center (LRC)
· Volunteers must return the check-in sheet to the CHR.  Failure to return the form will relieve USUHS of any responsibility for the volunteer.

7.  The administrative officer must ensure that volunteers properly out-process from USUHS at least 3 work days prior to the end of their service.  Volunteers must obtain a check-out sheet, which is available on-line at http://www.usuhs.mil/usuhs_only/chr/Out-Processing.shtml.  Volunteers should follow the check-out procedures outlined on the fore mentioned web page.

8.  The CHR will retain volunteer records for 3 years following the termination of volunteer service.

9.  Any questions regarding the above should be addressed to the Staffing and Classification Division in the Civilian Human Resources Directorate at 295-3412
Note – Critical information concerning volunteer employment 
Volunteers may not supervise paid employees or military personnel.

Volunteers may not be used to displace paid employees, or in lieu of filling authorized paid personnel positions.

Volunteers are considered employees of the Federal government only for the following purposes:
· Concerning compensation for the disability or death of an employee resulting from personal injury sustained while in the performance of his/her duty.

· Regarding the maintenance of records on individuals that are contained in a Privacy Act system of records.

· Criminal laws relating to conflicts of interest (18 U.S., Chapter 11).

· Defense of certain suits arising out of alleged legal malpractice under Title 10 U.S.C. 1054.

PARENTAL PERMISSION

FOR APPROPRIATED AND NON-APPRORIATED FUND ACTIVITIES

	I
	
	give my permission for

	
	(Parent)
	
	

	
	volunteer at
	

	
	(Name of Child)
	
	(Name of Agency/Activity)

	on
	
	From
	
	

	
	(Day(s) of Week)
	
	(Times)
	

	I understand that my child will be performing the following volunteer services.

	

	

	

	(Description of volunteer service performed)
	
	


	I understand that
	
	will be performing these as a 

	
	(Name of Child)
	
	

	volunteer and that he or she is not, because of these services, an employee of the United States Government or any instrumentality thereof (except for certain purposes relating to tort claims and workman’s compensation coverage concerning incidents occurring during the performance of approved volunteer service) and shall receive no present or future salary, wages, or related benefits as payment for these volunteer services.


	
	

	(Signature of Parent or Guardian)
	(Date)


WORK ASSIGNMENT FOR A MINOR___USUHS FORM 6050 (Rev. 1/02)
Minor’s Name: (Last)________________________________ (First)_____________________________

Department: _________________ 1Mentor’s Name: ___________________________________

Lab Room Numbers Minor will be working in: _____________________________________

MENTOR, please indicate potential          
  FORMCHECKBOX 
  Chemical

hazards that minor could work with:          
  FORMCHECKBOX 
  Lasers , List highest ANSI Class: _____ 

(NOTE: check all that apply) 
          

  FORMCHECKBOX 
  Animal

              
  FORMCHECKBOX 
  Posted radiological lab

            
  FORMCHECKBOX 
  NONE (e.g. Admin/Clerical) or Other:______

1.
Mentors are responsible for closely supervising assigned minors to ensure that all standard safety practices as listed in USUHS’ Safety Manual (6053-M) are observed in office and laboratory areas.

2.
The minor is not authorized to handle human blood, body fluids or unfixed tissue.

3.
If the minor plans to handle/use radioactive material, then the Radiation Safety Officer’s (295-3390) concurrence must be obtained prior to any work. If approved by the RSO, minors working in a posted radiological lab will need dosimetery and must receive Radiation Safety Lab Training. No minor is authorized to work with radioiodine.

4.
If the minor plans to work with animals, then Animal Safety Training is required.

All required training will be provided during the initial Minor’s Orientation. See the EHS website for complete training schedules.

5.
The above captioned minor has received training applicable to the minor’s anticipated occupational exposures: EHS Staff: ________________________________________Date: __________________

6.
As a MENTOR, I fully understand that it is my sole responsibility to closely supervise the above named minor to ensure that all standard safety practices as listed in USUHS’ Safety Manual (6053-M), including the additional limitations listed above, are observed in office and laboratory areas and that work involving the above stated occupational exposures will not occur until hazard specific training has been signature documented. I am also aware that I may be asked to produce this training documentation during routine EHS workspace inspections.

MENTOR signature: __________________________________ Date: ____________

Please return this completed form to the Civilian Human Resources (CHR) Department. Copy retained by mentor.
       _________________________________

            1Mentor = Principle Investigator, Department Chair, Director, Branch Chief, or equivalent
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