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Exhibit 600-70.11  
Student Volunteer Program Responsibilities
TIGTA Manager
· Serve as a liaison between the school and the student volunteer.

·    Provide, if appropriate:

· On-the-job training assignments that develop the student’s knowledge and skills; 

· Feedback to the student regarding performance level, potential, limitations, and developmental needs; and, 

· Completion of a student evaluation if required by the school.

· Notify the school’s designated liaison if a student is dropped from the Program because of unsatisfactory progress, lack of interest, failure to meet conduct standards, etc.

· Document all duties assigned to the student volunteer and the student’s work schedule (e.g. hours per week M-F and expected length of volunteer service).

· Coordinate completion of required forms.
· Forward a copy of the following to the TIGTA Recruitment and Retention Director, 1125 15th Street NW, Room 700A, Washington, DC 20005:  resume/application, the Student Volunteer Service Agreement, the Privacy and Non-Employment Statement, the Extension Agreement (if applicable), statement of duties, and work schedule.

· Report to the Recruitment and Retention Director data on the following:  overall performance, academic level, academic discipline, duty station, sex, and race/ethnicity.

School
· Provide:
· A liaison to TIGTA on matters relating to the Student Volunteer Program; and,

· School requirements concerning attendance and performance records or other requirements, particularly if the student is to receive course credit for the related assignment. 

· Assist in coordination of the work and academic experience to ensure that the student is receiving maximum benefit from participation in the Volunteer Program and work with TIGTA to strengthen the work-study relationship.

· Inform TIGTA of any change in the student’s status that would disqualify the student from participation in the Program.

· Award appropriate academic credit upon completion of the Volunteer Program.

Volunteer

· Attend school and work for TIGTA according to the schedule arranged by the parties to this agreement.

· Meet security requirements.

· Notify the manager if he/she will be absent from work.

· Notify the manager if he/she is no longer in good academic standing with the educational institution.

· Provide:

· Resume or application;

· Date of birth;

· Proof of U.S. citizenship or that he/she is a native of a country which owes permanent allegiance to the United States;

· Enrollment verification of not less than ½ time in an accredited high school, trade school, technical or vocational institution, junior college, college, university, or other accredited institution; and,

· Verification of good academic standing with educational institution.

· Complete and return the following documents:

· Form 306;

· Privacy and Non-employment Statement; and,

· Volunteer Service Agreement.

·  Work only during regular business hours.

· Adhere to agency policies and procedures
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