
ENVIRONM ENTAL 

PROTECTION 

AGENCY 

ORDER 3100.4B 

May 19, 19tsO 

1. PURPOSE. This Order cx:ntains EPA policies am prc:x:Erlures relatil'¥j to the 
acceptance of volunteer services fran eligible stooents mder section 301 of 
the Civil Seryice· Refonn Act of 1978. 

2. ~. '!he ~ltnteer "Service Program WiS autb:>rized by the Civil 
Service Refonn Act. o.f 1978 so that agen:ies ca.tld accept student volunteers 
fbr edu:ationally related w>rk assigrrnents in rx>I'l2Y status. 'Ibis {%"ogran 
is not a substitute fer existirg youth J:r09rans w,ere students are given FErleral 
~inpnen.ts am receive Ply. Rather it {rovides an additional ~rtll'lity to 
pI'OITide '4IIOI'k experiences to stooents wtx:> by croice or design are rx>t entitlErl 
to canpensation. 

• 3. DEFlNlTlOOS. 

a. ''Volmteer service" is service perfonned by a sttrlent, with the 
pennission of the instituticn at tAUch the student· is enrollErl, as part of .a 
p:-ogram to p:'ovide Erlu:::ational experience for the sttrlent. &1ch sttrlent service . 
is to be uncanpensatErl am will rx>t be usErl to displace any enployee or to staff 
a vacancy w,ich is a rx>nnal part of EPA's \teOrkforce. 

. b. ttStooenttt is an in:1ividual wtx:> is enro11Erl no less than half-
time in a high scb:x>l, trade scb:x>l, technical or vocational institution, 
jll'lior college, college, university, .or canparable recognizErl Erlu:::aticnal 
insti tution ~ 

c. tt1tgreementtt is a written docunent develcperl. jointly by the schcx>l 
agen:::y ouUinil'¥j the responsibilities of each and providil'¥j corrliticns surro\.l!'1d
ing the stooent's w>rk assigrment. '1he agreement form is shown in Figure 1-

4. PR:X;RAM ~IVES. The Volmteer .Service Program is designErl to enricil 
Erlu:ational prograns: relate edu:ation to the occupational neErls of both :EPA 
~ participating students: provide sttrlents the cpportll'lity far early career 
exploration·and \teOrk exposure; and to encourage interest in environnental 
studies am careers. 
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5. POLICY. It is EPA p::>licy to use the Volmteer Service Prcgram to prrnot.e 
career awareness and to carry out affirmative action objectives. EPA res,~!Ves 
the right to control the character am extent of the '<NOrk assigrrnents arrl 
stooies, especially \<.here safety is involve:! or -...here the public interest or 
EPA programs may be affectErl. 

6. RESPOOSmILITIES • 

a. SJpervisors of Hosting drganizatioos. &lpervi9:)rs \'.ho deCide 
to participtte in volunteer service assigrments must secure prior approval 
fran their servicing per9:)nnel office for each assignnent. 

b. Servicing Perscnnel Office. '!he servicing personnel officer 
is resp:>nsible fur naking detenninations as to canpliance with the standards 
of this order and for keepin:J records of the service of all student volunteers. 

7. SI'A'ruS OF S'lUDENI' VOllNI'EERS. ~lunteer Services must be consistent 
with the app.rop:iate laws on the use of mimrs. stlrlents ptrticiI=Bting in 
this trogran are not considerErl Federal enployees for arry purfX)se other then 
(a) the FErleral 'Ibrt Claims Act and (b) the FErleral Employees I Canpensation Act. 

8. POCGR1\M RESTRICl'ICNS. '!he ~lUnt.eer Service Progran is subject tD the 
following stamards: 

a. \bl.\,lllteer services must be CCI'lSist.ent with the prcgrams of the 
Agercy, offer the prospect of fruitful interdlange of ideas am infomatioo. 
bebNeen EPA personnel am stooents, am oot interfere with EPA programs. 
'!be program sb:ruld benefit the volunteer's edtratialal goals. 

i 

b. ~opriate space, facilities, and equipte'lt must be available 
am rot require a:lditicnal acquisiticns other than for ootmal replacenen.t of 
experx1able supplies. 

c. Ibst organizations are rot prohibited fran accepting volunteers 
Wh::> are relatives of EPA enployees but must avoid giving then any preferential 
treatment. . 

d. EPA funds. will oot· be used to I=BY any salary costs for the 
research am stooies associated with a volunteer's project. Ibwever, 
irxlirect supervision may be provided bY the rost organization as deemed 
necessary. 
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e. Volunteers must agree that the'results of their research am stooy I 
incltrling naterial and inventions subject to ccpyright or patent, will be dedi
catEd to the public am becare part of the public damin except:. as otherwise 
auth:>rized in accordance with h3ency p:>licies am procedures, or approved as a 
~i ver by the h3ency. 

f. Earn volunteer will be expected to use the facilities am equip
ment with care am cC11p1ete the w:lrk st.Ldy project within any prescribed time 
limit. 

g. \blmteers may oot. sign requisitions for supplies am equipoont or 
any other ~ dOCl.lnE!llt, supervise any other irrlividual, or operate a Goverzr.,. 
rt.Slt vehicle. 

9. PID3RAM PRXDXJRES. 

a. Request for AfProval. Offices seeking to prrticipate in volmtary 
servic;e projects must subnit through oonnal supervi.oory channels to their personnel 
officer the following: 

1. A canpleted am signEd EPA Fonn 3100-14, \blunteer Service 
Program Participant Agreenent (Figure 1), for earn prop:>sed participant, detaili..ng
the J;rop:>sed proglam of stuiy, its expect.Erl duration, supervision, facilities and 
equipnent requirEd, am incltXfing Wiivers of ,the right to canpensation am the 
right to any patents or other intellectual prcperty acquired as a result of volun
tary service at EPA. 

2. A canp1eted Starx1ard Fbnn 171, Personal Q.lalifications State
. ment, for each vo1\Zlteer. 

3. A letter fran the volunteer's edtx:ational institution attesting 
to the relevance of the prop:>sed w:lrj{ stLdy program to the student's Educational 
goals. 

·4. An SF 52, Request for Peroonnel ktion with name of stooent, 
date of birth, social security nunber, profX)6Ed effective date am b:Jst office. 

b. Awroval by Persoone1 Office. tp:>n awroval by the serVicing 
personnel office, the requesting organization will be ootifie:i. 

c. Tennination of Study. '!he b::>st oIganization nrust notify the' 
servicing personnel office of the tennination of each volunteer's program of stu:ly. 
An SF 52, Request for Personnel Action-Tennination, should be canp1eted am sub
mitted to the servicing personnel office within ten (10) w:lrkdays aftertennina
tion of study. 
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10. txXlJMENl'ATlOO OF SERVICE. 

3100.4B 

May 19 1980 

a. General. Although stooent volunteers are not Federal enploy~es, 
their service is creditable for competitive ex~nation purposes and partici
pating schools, particularly those which award credit for service, may require 
certification of periods of service. 'Iherefore, volunteer service nust be 
doa.Jnented on the Standard Form 50 (SF' 50), "Notification of Personnel Action," 
oonpleted as shown in Figures 2 and 3. Cc:J>ies of SF 50 shoold not be 
forwarded to the Office of Personnel ~ement oor should agencies transmit 
data on student volUnteers to the Central Personnel Data Files (CPDF). Each 
SF 50 J11lst carry the remark: "Under 5 U.S.C. 3111, astooent volunteer is not 
a Federc;il enployee for· any purposes other than injury conpensation and the 
Federal Tort Claims Act. Service is not creditable for leave accrual or any 
other enployee benefits. n 

b. Aa?9intments •. Stooent volunteer appointments will be docl.Inented 
as Volunteer servl.ce - without conpensation. 

c. Seea;rations. - When the period of volunteer service has ended, an 
SF 50 rust be prepared to shew termination (not resignation). '!he SF 50 should 
also include under item 30, "Remarlcs," a statement of the total service in hours 
or days rendered between the appointment and separation dates. 

d. Records. For each stLrlent volunteer, the servicing personnel 
officer will establish an official personnel folder (OPF) to contain copies of 
awintment and termination SF 50s, SF 171 of student volunteer, and a eoopleted 
Volunteer service Program AgrEfeIrent. 'lhese docl..Irents should be filed on the 
right (permanent) side of the OPF. When volunteer service is terminated, the 
OFF should be sent to the National Personnel Ieoords Center, follewing the 
instructions inFPM SUwlement 293-31. 

e. AckncMledgement. Hosting organizations are enoouraged to acknav
ledge successfully corrpleted volunteer assigllI'lents with a "'!hank you" letter to 
the school and the volunteer. 

11. PKX;RAM REroR:rIN3 AND EVALUATICN. 

a. No formal reporting reqiIirerrents are· established at this time: 
however, servicing personnel officers should maintain the following information 
0n each volunteer student for possible future reports: 
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1. Academic ~vel - data should reflect information to sh<::M if 
student is enrolled in, (1) high school, (2) trade school, (3) ·vocational or 
technical institution, (4) junior college (Associate Degree), (5) college 
(Baccalaureate Degree), (6) graduate school or conparable recognized educational 
institution. 

2. Academic discipline (See FPM Suppl~nt 292-l) 

3. D..tty station (by State) (See GSA worldwide geographic location 
codes, NcNenber 1976) 

.4. Sex 

5. Ra.ce or ethnic background (see FIlM chapter 713, section 3) 

b. 'Ibis Volunteer Service Program will be reviewed and evaluated as 
part of. the Jlqenc::J I S overall Personnel Management Evaluation Program. 

~h~~~ 7 
Edward J. ley 

DepltY Assistant Administrator 
for Management and Agency Services 
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u.s. ENVIRONMENTAL PROTECTION AGENCY 

EPA Order 3100.48 
May 19, 1980 

VOLUNTEER SERVICE PROGRAM PARTICIPATION AGREEMENT 

NA"'E 01' .... OG .. A ... "A .. TICI"ANT I CITIZIIN 01' u •••. ' .... OJECT .UPE .. VISO .. 

o VII' 0 NO 

".GPO.1l0 O .. GANIZATIONAL A"IGNMIINT (lrtelut* Ge~ '-"-' 

""OPOSEO AttttiVAL DATil ACTUAL ARRIVAL DATE ,,,ttO_S.O Tlltt ... INATION IACTUAL TEttMINATION 

'_NSOttEO .V EDUCATIONAL NA"'11 AND ADDttll" ~I' IN.TITUTION (lfuyES", 
IN.TITUTION 

o VII. ONO --
D.'CRt.1l "ttOJIlCTC') ON WH'CH PARTICIPANT W'LL WORK. 'NCLUDING SCO .. E AND ANT'CI"ATIID HOUItS "ER WEEK . 

. 

. 
I'ACILITIE. AND EOUI_IlNT TO •• "'.0.0. AVAILA.LIl .V E .. A 

OIlGttllE 01' .U .. IlRVISION TO .11 IlXEttCI.1l0 .V ."A 

A •• ISTANCII AND OIlGttEIl 01' COO"EttATION REO.,lttEO 01' OTHIlR AGENCV "Ett.ONNIlL.V PA .. TICI"ANT 

.. ttOJECT .U .. ERVISORCERTII'IE.THAT 'ERVICE. TO.E "RODUCED aVTHE .. ROGRAM "ARTICI .. ANT A .. E NOT .ERVICES .. ROVIDED 
I'OR THttOUGH E"A AGENC.V O .. ARATION' 

SIGNATURE OF SUPERVISOR 

THE VOLUNTEER AGREES THAT: 

L Any end .11 d.ilM for CiOInI*'eation from the Gowmment of the United Stat .... waiVIId fCK any .mces performed; 

b. The G_t has • ~xclvslve roy.tty.....frH licanse to u. CK reprod~ and patent or copyright material which is dewloped as 
pert of and during perticiJMtion in this program; and 

c. He/she. Will adhere to the administrative instructions end requirements of the agency while on EPA pramises. 

PARTICIPAN.T SIGNATURE 

rO-PERSONNEL OFFICE 
SIGNATURE 01' PERSONNEL Ol'FICER OR DESIGNEE I DATE 

CONCURRENCE 

EPA Forni 3100.14 (Rev. 5-a01 R.- the 7-79 adition and the 12·77 adition which _ entitled "Unpaid Work-5tudy Progr.m." 

Figure 1. Volunteer Service Program Participation Agreement 
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STANDARD fORM 50 -Rev. ~ 1961 NOTIFICATION OF PERSONNEL ACTIOf'c 
U.S. c .... SefY,ct eomm; ... on 
FI'M 0. .... 295 

/FOII AGENCY U$EI 

[For circled items, fi~l in 

- Without 

r NAME. AND lOCATION Of' EMPlOYiNG oFFiCI 

n.A"" 

21. 'AV'LAN AND 
CIOCUPATION CODE 

1-COMP£T1TlYE SERVIa FROM: 

2-£XCEl'TlED 
SERVIC£ 

EPA Order 3100.4B 
May 19, 1980 -- ... --. 

tbl sn, 23. SALARV 
OR 

RATE 

STATE 

30. __ KS A. -..ECT TO COMI'L~ OF 1 VIlAII ""'-"TIONAIIY COli TIIIALlI'£III00 COMMENCING _______________ _ 

.. __ COUNTINO TOWAIIDCAlleeIl toI!PE_ENT) TENURE FIIOM: _____________________ _ 

IIC.DURING 
SEPARATIONS: SHOW REAIOIIII_I..OW. AS IIEOUIREO. CHECtr. If " •• '-'CABlE: L-.J PROBATION 

~xpected to work (number ) hours per week. 

Under 5 U.S.C. 3111 a Student Volunteer is NO'!' a Federal employee for any purposes 
other than injury compensation or laws related to tort claims act. Service is 
not creditable for leave accrual or any other employee benefits. 

3'. DA orE OF APPOINTMENT AFFIDAVIT ,_ -., 134. SIGr.:ATURE 10<., _ _ ...... ..,.._1 ~D TITLE 

32. OfFICE MAINTAINING PERSONNEL FOt.Del\iIt d.If~1 ',om _10"", 0"«<" 
I 

33. COCE EMolOYING DEPARTMENT OR AGENCY I 
_ 35. DATE 

5 PART 
50-133 1. ~MPlOYEE COPY 

.... --.---_ ... _ ..... 
Figure 2. volunteer Service Accession Action 
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STANDt.RD FORM'50 -Rev, Otc_, 1161 
U S. c·· .. ,~ Sfr\'ia eo""",""SSIOft 

NOTIFICATION OF PERSONNEL ACTION 
(EMPLOYEE-See u. ... ,., Inlo,mat,on on Reverse! FI'aII 0.,,,,295 

"Ol/AGENCY USE) 

(For c1rc.1ed l.tems, ti1.1 in actual <lata pertal.oirig to Vo.1unte r or Agency] 
f"i"wAME leAfS) LAST -FIRST -MIDDLE MR.-Ml5S-MRS. 2.IFO" AGENC" USEI 3 IRTH DA T£ 4 OCIAL SECURITY "'0. 
~ #lAo. o.r, V • .,I 

1-'0""_ •. 
4-'0" COMP. 

'-COVEIIED , ............ _a..._t 
Z-'N£LlC'.U ;l-WAIVED 4-covEMO ' ...... 0.'.' 
"'ATURE OF ACTIO'" 

Termination 

Student Volunteer 

1 NAME ANOL"~ TlON OF EW~OYING OFFICE 

20. TO: POSITION TITLE AND R 

5. T HURE GROUP 

1&.. A AN 
OCCUPATION COOl 

21.".'" NAND 
OCCUIIAT1ON COOl 

7. SERVICE COMPo 

. OO-UO"';uO 

14. CIVIL SERVICE OR OTHER LEGAL AUTHORITY 

22.laIGRAD 
OR 

LEVEL 

1a.SALARY 

Ibl STEP 23. SALARY 
OR 

RATE 

Ii&. NiM!. AND LOCATION OF EWLoYiNG OFFICi 

, 

OUTY ITA TION IC.IY~IY ., 

,-c:OMPEnnVE SERVICE 'R_: 

2-lICCEI'ftO 
IlRYIC£ 

ODE 

STATE 

30. II£MNlKS II.. SUIUICT TO co.ol.ETION OF 1 • YEAIIP-..nONAAY I0Il TRIALI PERIOD ~NCING ________________ _ 

•. SERVICE COI.INTtMI TOWAAOCAll£ER toR PE-...n TENI,IR£ ,_: ______________________ _ 

CJC.OUAING 
SE~AAAT'ONS: SHOW REASONS NLOW. AlIlEClUlIlIO. CHeC\C IF N'PLICAeUE: f'IIMATION 

Under ~ u.s.c. 31.11 a Student Volunteer is NOT a Federal employee for any purposes 
other tnan injury compensation or laws related to tort claims act. Service is not 
creditable for leave accrual or any otner employee benefits. 

1'. OA rE Of APPOI"'TMENT AFfiDAVIT 114« ___ _ .1 134. SIGfl:ATVRE 10. u_ ""_,,,,.'_J AND TITLE 

32. OFFICE MAINTAtNiNG PEASONNEL FO-DERtil d,If,rrttt IrDm _mII'OY'".Of!ICf"! 

I 
lJ. CODE EMoLOV'NG OEPARTMENT OR AGENCY 

13S·0ATE 

1. EMPLOYEE COPY 

Figure j. Volunteer Serv~ce separation Action 


