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(600) 70.17 
Student Educational Employment and Volunteer Programs.
70.17.1   Nature and Purpose.  The Student Educational Employment and Volunteer Programs comprise four components:  the Student Temporary Employment Program (STEP), the Student Career Experience Program (SCEP), the Student Volunteer Program (SVP), and the Non-Student Volunteer Program (NSVP).  All programs provide work experience opportunities to students and volunteer program participants.  The programs also allow students and volunteers to explore career options as well as to develop personal and professional skills while introducing them to the Federal work environment.  The Treasury Inspector General for Tax Administration (TIGTA) gains an opportunity to broaden its outreach to potential new hires. 

70.17.2   Student Educational Employment Programs.

The Student Temporary Employment Program provides maximum flexibility to both the student and TIGTA because the nature of the work does not have to be related to the student’s academic or career goals.  Students are appointed to positions not to exceed 1 year.  Appointments under this authority may be extended in 1-year increments as long as the individual meets the definition of a student.  Students are not eligible for non-competitive conversion to a career or career-conditional appointment under this authority. 

The Student Career Experience Program is a structured program that provides experience that is directly related to the student’s educational program and career goals.  The SCEP allows students to gain exposure to public service while enhancing their educational goals and shaping their career choices and has the potential of non-competitive conversion into the Federal career service.  This program provides for a schedule of periods of attendance at an accredited school combined with periods of career-related work at TIGTA.  

Students under the SCEP may be converted to career or career-conditional appointments if they meet program requirements in 5 CFR 213.3202(b)(11) as listed below:  

· Completion of a diploma, certificate or degree from an accredited school within the preceding 120 days; 

· Completion of 640 hours of career-related work before completion of or concurrently with the course requirements; 

· Recommendation by the employing agency in which the career-related work was performed; and

· Meeting the OPM qualifications standards for the targeted position to which the student will be appointed.  The targeted position must be a position in an occupation related to the student's academic work and the career-related work experience.

Credit up to 320 hours may be given toward the requirements of the Student Career Experience Program for certain experience and/or academic achievement as described below:

· Job-Related Experience – part of the SCEP work experience may be waived for work experience acquired through a Student Educational Employment Program, as a student volunteer, work experience from working in, but not for, a Federal agency, pursuant to a formal work-study agreement comparable to the SCEP agreement, or active duty military service and discharged or released under honorable conditions.  Experience must be in accordance with 5 U.S.C. 2101, CFR 213.3102 (r), 213.3202(b)(12) and part 308.

· Academic Achievement – part of the SCEP work experience may be waived for students who have demonstrated exceptional job performance by a formal evaluation and academic excellence demonstrated by and overall grade point average of 3.5 or better on a 4.0 scale; standing in the top 10 percent of the student’s graduating class; and/or induction into a nationally-recognized scholastic honor society while enrolled in the Program (or equivalent). 

The final approval on request for credit and hours waived will be made by the Director, Human Capital and Support Services.  

The Student Volunteer Program offers unpaid training opportunities to students in high school and college.  These opportunities provide work experience related to the student’s academic program.  Volunteer assignments may vary in length.

Functional offices may accept the voluntary services of students with the permission of the educational institution at which the student is enrolled.  Student volunteers may not displace Federal employees, nor are they considered employees for any purposes other than injury compensation or laws related to the Federal Tort Claims Act.  

70.17.2.1   Student Educational Employment Programs Policy.  TIGTA shall provide eligible students with the opportunity to work or volunteer and obtain work experience consistent with TIGTA’s mission and needs.  Students, whether volunteers or participants in the SCEP and STEP programs, are Department of the Treasury employees for purposes of access to returns and, return information, and other sensitive information protected by Section 6103 of the Internal Revenue Code and the Privacy Act.  

70.17.2.2   Student Educational Employment Programs Authorities Section.

5 CFR, Part 213.3202

5 U.S.C. 3111 

5 CFR, Part 308
70.17.2.3   Student Eligibility and Status.  The minimum age for a student employee or volunteer is generally 18; however, when all regulatory conditions for employment are met, the minimum age may be 16.  If necessary, any employment certificates or work permits required by state or local authorities must be obtained before the student can begin work. 

Students must be in good standing academically and eligible to continue as an enrolled student (i.e., enrolled at least half-time) in an accredited high school (if applicable), accredited trade school, technical or vocational institute, junior college, college, university, or any other accredited comparable educational institution. 

A student may be terminated at any time for reasons that include the following:  change to a field of study that will not qualify the student for a career position with TIGTA under the SCEP program; suspension, expulsion, or withdrawal from the educational institution; failure to maintain academic standards; failure to maintain satisfactory performance; and, administrative reasons (e.g., budget constraints, lack of work, and conduct issues).

70.17.2.4   Classification.  STEP position classification is based on the occupational series for which an individual is hired.  Grade level is to be set according to the criteria in the classification standard.  SCEP Students will be classified as student trainees and will be placed in the –99 series appropriate for the type of work performed.
70.17.2.5   Appointments.  A STEP or SCEP student is appointed on an Excepted Service Schedule B appointment.

Summer STEP appointments are temporary, not to exceed the last Friday of the last full pay period in September.  Year-round STEP appointments are temporary, not to exceed one year.  Highest previous rate is not granted to STEP employees, and STEP employment does not confer eligibility for conversion to a career or career-conditional appointment.

70.17.3   Non-Student Volunteer Program.
The Non-Student Volunteer Program provides volunteers who are participating in a volunteer program with work experience and an opportunity to explore career options as well as to develop and sharpen personal and professional skills while being introduced to a Federal work environment.  

70.17.3.1   Non-Student Volunteer Program Policy.  TIGTA shall provide non-student volunteers with the opportunity to obtain work experience consistent with TIGTA’s mission and needs.  Non-student volunteers are not employees of the Federal government for purposes of 5 U.S.C. § 2105 and thus may not be granted access to information protected by the Privacy Act or § 6103 of the Internal Revenue Code.

70.17.3.2   Non-Student Volunteer Program Authorities Section.

38 U.S.C. 3115

5 U.S.C. 2105

70.17.3.3   Non-Student Volunteer Eligibility and Status.  The minimum age for a volunteer is generally 18; however, when regulatory conditions are met, the minimum age may be 16.  Services of a volunteer program participant may be terminated at any time for any reason deemed appropriate by either party.

Service under this program must be without compensation from TIGTA and may not be used to displace Federal employees.

TIGTA and the volunteer program agency will enter into a written agreement that outlines the conditions and/or limitations of the volunteer participant’s assignment, as well as the responsibilities of the volunteer program, the student, and TIGTA. 

Volunteer program participants receive no salary or reimbursement of incidental expenses from TIGTA.  Local transportation costs to and from the volunteer’s workplace will be provided by the volunteer or the participating agency.  

TIGTA agrees to provide equipment, basic office supplies, and work space to volunteers.  These items will remain the property of TIGTA while being utilized by the volunteer participant.  

TIGTA agrees to designate employees who will serve as mentors to the volunteers.  A designated person will serve as a Point of Contact (POC) for TIGTA with the volunteer program agency’s designated representative.

70.17.4   Security and Medical Requirements.  A personal background investigation is required for students and non-student volunteers.  Medical and drug testing is required for the Office of Investigation SCEP participants.  Continued employment is subject to receipt of satisfactory results of this investigation.

70.17.5    Procedures.  TIGTA managers interested in hiring students or utilizing volunteers under any of the programs should contact the Director, Human Capital and Support Services, who will coordinate actions with the TIGTA Recruitment and Retention Director, the TIGTA EEO Officer, and BPD/ARC.  Managers may identify potential student employees or volunteers before contacting the Director, Human Capital and Support Services, or request assistance from the Director, Human Capital and Support Services, in identifying potential candidates.  Managers should be aware that educational institutions, interested students, or volunteer program agencies may contact TIGTA managers directly.  

Upon request, the EEO Officer and the Recruitment and Retention Director will assist managers in identifying interested students or volunteers and ensure recruitment goals and strategies are aligned with various recruitment initiatives and special emphasis programs such as Hispanic Association of Colleges and Universities, Historically Black Colleges and Universities, and The White House Initiatives on Tribal Colleges and Disability Program.

All programs require a written agreement by all parties (TIGTA, school/volunteer program agency and the student or non-student volunteer).  The templates can be obtained in Word\File\New\Recruitment.  The responsibilities of the parties involved in the Programs are identified in the following Exhibits:

· Exhibit (600)-70.10
SCEP and STEP Program Responsibilities

· Exhibit (600)-70.11
Student Volunteer Program Responsibilities

· Exhibit (600)-70.12  Non-Student Volunteer Program Responsibilities

The manager will request from the student, non-student volunteer, and/or educational institution the required documents listed in Exhibits (600)-70.10, (600)-70.11, or
(600)-70.12.  Once received, the manager will forward the documents to BPD/ARC or the TIGTA Recruitment and Retention Director to complete processing of the request.  BPD/ARC will not maintain OPFs on volunteers, whether student or otherwise; all documents for volunteers should be sent to the TIGTA Recruitment and Retention Director, who will retain the records for 3 years.

70.17.6    Reports.  The Office of Personnel Management may request reports on student employee service from Federal agencies.  The TIGTA Human Capital and Support Services Director will maintain and have readily available the following data:  academic level (i.e., high school, junior college, etc.); academic discipline; duty station; sex and race/ethnicity.  

70.17.7   Documentation.  A written agreement between TIGTA and the educational institution or volunteer agency must indicate the responsibilities of the school or agency, the student or non-student volunteer, and TIGTA; the general nature and purpose of the work to be performed/assigned; whether the work is to be creditable for educational purposes; any reports or evaluations required by the school or volunteer agency; a work schedule, if appropriate; the probable duration of the student’s or non-student volunteer’s employment; and some method of timekeeping.  

In the event that a student’s or non-student volunteer’s original service period needs to be extended, the student, volunteer, supervisor, and the appropriate school official or volunteer program representative will need to complete an extension agreement.  See Word\File\New\Recruitment for all necessary forms associated with these Programs.  

The TIGTA manager that will work with the student or non-student volunteer is the authorized TIGTA official to implement these agreements.

70.17.8    Classification.  STEP position classification is based on the occupational series for which an individual is hired.  Grade level is to be set according to the criteria in the classification standard.  SCEP Students will be classified as student trainees and will be placed in the –99 series appropriate for the type of work performed.
70.17.9    Appointments.  A STEP or SCEP student is appointed on an Excepted Service Schedule B appointment.

Summer STEP appointments are temporary, not to exceed the last Friday of the last full pay period in September.  Year-round STEP appointments are temporary, not to exceed one year, with a maximum period a student can remain in STEP of five years.  Highest previous rate is not granted to STEP employees, and STEP employment does not confer eligibility for conversion to a career or career-conditional appointment.

70.17.10   Work Schedules.  Each work experience must be planned and consistent with the student’s or non-student volunteer’s agreement.

· Summer Students generally work full-time.  

· Year-round Students may work full-time, although work schedules are typically part time when school is in session.

· There are no limitations on the number of hours a volunteer, student or otherwise, can work per week. 

· Formal scheduling of work and academic periods is required for SCEP students to ensure that work responsibilities do not interfere with academic responsibilities and completion of the educational program is accomplished in a reasonable and appropriate timeframe.
· If a SCEP or STEP program participant is in a full-time pay status the week of a holiday, a full day’s pay will be received for the holiday.  Otherwise, the participant will only receive pay for the regularly scheduled hours. 

70.17.11  Benefits.  Paid students may be eligible for sick and/or annual leave based on the length of appointment but are generally ineligible for retirement coverage.  Health benefits coverage is determined based on the length of the appointment and applicable health benefit coverage regulations.  

STEP and SCEP program participants are eligible to receive public transportation subsidies during their Program assignments.  

The New Employee Orientation provides additional information regarding benefits.  
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