Volunteer Program

Partnerships in NRM
PROSPECT Course

US Army Corp

The Corps Volunteer Program

Volunteers play an important role in protecting the
natural resources and maintaining recreation
facilities at Corps projects.

In 2015: 41,491 Corps volunteers contributed
1,509,010 hours of work with an estimated value
of $34.8 million

Volunteers can perform almost any task that a paid
employee can:

Park/Campground/Visitor Center hosts
Interpretation/education

Fish and wildlife habitat improvements

Invasive species management

Trail construction and maintenance

Photography.... And more! |m
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Why You Need Volunteers

» Budget realities do not allow you to accomplish your
mission with the staff you have.

“é <« Q = Volunteers are your link to the local community. They
= are often some of the best advocates of the Corps of
%ﬁa / Engineers and our partners.

» Volunteers have unique skills and

abilities that you can draw on.... = E )
Anything from a lifetime of . o
experience to the strength and ‘ A J
enthusiasm of youth

What Volunteers Can and Can’'t Do

= Volunteers can perform almost any task that a paid employee can
do, provided they have received training or have experience.

= They can perform duties that once were, or are currently preformed
by Corps employees.

Cannot Do:
7

= Enforce Title 36 \,5
of

= Create policy

= Volunteers will not be used to displace any personngl-—
of the Corps of Engineers

& BUILDING STRONGg,




Basic Job Design Questions

What part of your job do you really enjoy that someone else may like
to help out with?

What part of your job don’t you enjoy, but someone else might really
like?

What are some things you would like to see done that on one has
the time or skill to do?

Volunteer

NS Staff Needs
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Creating Strategic Volunteer Jobs

What is the problem your organization is trying to solve or the
community need it is trying to meet?

What are the forces contributing to that problem/ what are the
obstacles you must overcome to solve the problem?

Which strategies can you afford to pursue with paid staff?

What can volunteers do to pursue the other strategies?
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Motivating your Volunteers

Manager’s job is to achieve planned results through other people.
- Ownership

- Responsibility for outcomes

« Authority to think

- Develop a way to determine success

= Create a sense of community

Constantly inquire about good volunteer’s future plans. Let them
know you want them back.

Have FUN. Having fun and spending time
with volunteers trumps any certificate.

Volunteer Program Authorities

33 USC 569c (Public Law 98-63), Amended by WRRDA 2014 Sec
1047(d): Authority to accept the services of volunteers and provide for
their incidental expenses, including expenses relating to uniforms,
transportation, lodging, and the subsistence of those volunteers to
carry out any Corps activity except policy making, law or regulatory
enforcement

33 USC 2325, WRDA 1992, Sec 203 Authority to accept
contributions of cash, funds, materials, and services from persons,
including government entities but excluding project sponsor

= 33 USC 2328, WRDA 1992, Sec 225
Authority to accept contributions of
funds, materials, and services from

non-Federal public and private
entities -
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Volunteer Program Guidance

= ER/EP 1130-2-500, Chapter 10 Corps of Engineers Volunteer
Program. Will be superseded by WRRDA 2014 Section 1047(d)
implementation guidance once approved by ASA(CW)

= Policy Letter 04-01, October 2004: Established the Corps use of the
Independent Sector’s hourly rate to determine the value of service

> FY15 rate = $23.07

= EP 1130-2-429, Volunteer Coordinator's Handbook. April 1993.

> Other versions available on the NRM Gateway:
* Fort Worth
* Bonneville Lock and Dam
* Lake Kaweah
» Lake Okeechobee
» Saylorville Lake
* Walla Walla District

Legal Alien/Permanent Resident Volunteers

+ Permanent Resident Card or Alien Registration Receipt Card (Form [-551)

= Volunteer service may be
accepted from legal aliens
(permanent residents) or
foreign exchange students.

" c1us 144
it OB 4 Z001012F0708214UTPC<<<<<e<e<d

1 _seecimencaresTaoneccceccecs w0 Must present J-1 or F-1
Student Visa (or passport if in
o A ittt -0 et 10 (U g
a visa-waiver country where
visas are not required) or
U.S. Permanent Resident
Card INS Form I-551
(formerly known as Alien
Registration Receipt Card) for
review and verification.

VWIUSATRAVELE

502054F04122361FLI

Appendix E of ER: Examples of acceptable documentation forms D
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Background Check Procedures

Required for any volunteer in one or more of the following scenarios:

>

>

Individuals who volunteer for more than 180 calendar days in a year

Positions that require wearing the Corps volunteer clothing/name

tag who work independently of Corps personnel

Positions that work independently of USACE personnel that are

regularly in contact with children.
Positions that require access to government files and records
Positions that require the collection or handling of fees

Positions that require access to a Corps networked computer
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Background Check Procedures

May be conducted, but are not required for any of the following:

>

Individuals who volunteer for one-time events

Individuals who volunteer for less than 180 days and who do not
meet any of the scenarios as described on the previous slide

Volunteers who only work in
proximity and direct supervision
by a Corps employee

12




Background Check Procedures

= Volunteer Coordinators shall work with their District Security Office to
obtain background checks and follow proper procedures

» Districts with procedures in place (on NRM Gateway): LRN, LRP, MVR, NAD,
NWP, NWS, SAJ, SAM, SAW, SWF, SWL, SWT

= National Crime Information Center Interstate Identification Index
(NCIC IlI) is the baseline check for non-CAC volunteers. Valid for one
year.

= All information received as a result of a background check will be held
in confidence and handled according to Privacy Act regulation.
Required components include, at a minimum:
» Social security verification
> Address trace

» State or county criminal history
» Sex offender registry to search all 50 states for known sex offenders -_
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Computer Access for Volunteers

= Volunteers requiring government computer
access connected to Department of
Defense (DOD) networks must be issued
a Volunteer Logical Access Credential
(VOLAC) card.

= There is no cost for the VOLAC card, but there may be a cost
associated with obtaining the required fingerprints during the
background check process.

— = Volunteers who only use stand alone
government computers that are not
connected to a DoD network do not
require a VOLAC
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VOLAC Requirements

Volunteers must meet the following requirements to obtain a VOLAC:
» Require frequent access to a DoD network to perform their duties.
» Be a U.S. citizen

> Be registered in the Defense Enrollment Eligibility Reporting
System (DEERS) through the Trusted Associate Sponsorship
System (TASS)

> Receive a favorable National Agency Check with Inquiries (NACI)
and a favorable FBI National Criminal History Check (fingerprint
check).

> Be eligible for a DoD sponsored unclassified network account in
Army Knowledge Online (AKO)

> Agree to be photographed and have fingerprints taken and

stored in the volunteer’'s DEERS record. -l
L ]
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VOLAC Procedures

Work with CPAC or the Security Office (SO) in requesting support
from the Personnel Security Investigation - Center of Excellence.
Fingerprints may be obtained by the SO or by local law enforcement
officials on the SF-87 and submitted to the SO.

Most District offices have established a TASS VOLAC program
infrastructure by completing the following steps:

» Assigned a Trusted Agent Security Manager (TASM) in the District Office
and a TASS Site ID for the District. (Contact Heather for your POC)

» The TASM must complete six online training courses to become certified.
(Training takes approx. 6 hours and must be renewed annually.)

» The TASM may appoint Trusted Agents (TA) for each of the project
offices within the District. The TAs will need to complete three online

training courses to become certified. (Approx. 4 hours) -
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VOLAC Procedures

Once a District has the program set up, the following procedures must
be followed to issue VOLAC cards to eligible volunteers:

» The project volunteer coordinator (sponsor) will submit a request for a

VOLAC card to a Trusted Agent (TA), which will typically be the
Operations Project Manager or Natural Resource Manager at the project,
or District Volunteer Coordinator.

The volunteer must complete an PSIP Release of Information Form NACI
questionnaire, OF-306 Declaration of Employment, have fingerprints
done, and complete an SF-85 via a PSIP request. (This can take 4+
weeks, so act early!)

The TA will review the request, create a volunteer record in TASS, and
notify the volunteer coordinator to complete the request in TASS. (10 min)

17 BUILDING STRONGg

VOLAC Procedures

The volunteer sponsor or volunteer will complete the application
and return it to the TA for verification and approval in TASS.

The volunteer will be notified to report to the servicing DEERS/RAPIDS ID
Card issuance facility for VOLAC issuance.

Volunteer Access Cards can be issued for a maximum of 3 years, but
must be re-verified every 180 days by the TA or the card will be revoked.
The eligibility expiration date should be set for the duration of the expected
length of service.

NOTE: The NACI background check is valid for lifetime, as long as a 2
year break in service does not occur at any point.

VOLAC cards must be returned to a RAPIDS ID Card issuance facility for
disposition, and access revoked in the TASS system when the

volunteer completes their service. -
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VOLAC Responsibilities

Roles Responsibilities
HQUSACE VOLAC/TASS * Receive, process, and approve requests for TASS
Service POC Site IDs and Trusted Agent Security Manager
(TASM) appointments.
VOLAC Trusted Agent * Register Trusted Agents (TA)

Security Managers (TASM) * Transfer volunteer sponsorship between TAs
*Remove TAs

VOLAC Trusted Agents (TA) | «Create new VOLAC account in TASS
* Approve, reject, or return VOLAC application
* Re-verify VOLAC requirement

Volunteer Sponsors » Determine the validity of a request for a VOLAC.

* Obtain verification of a favorable NACI and favorable
FBI (finger print check) background check.

* Ensure that the VOLAC is retrieved and the TAis
notified whenever a VOLAC is no longer required.

Volunteer * Obtain VOLAC at DEERS/RAPIDS ID Card facility
when approved.

* Return VOLAC to vol. sponsor upon termination

MVR Volunteer Security Process Map

Volunteer Duties
Red Path — L 1a 1b

Initiate PSIP Background
Background Complete eQJP Check Complete

Check

Initiate VOLAC Approve VOLAC Initiate UPASS
Request Application Request

Electronic
Fingerprints by SL

VOLAC " Activate in
DEERS/RAPIDS Active Directory

Local Background
Check / NCIC (EP1130-
2-500 10-3{h})

Orange Path
R

Green Path Volunteer Logistic Access Credentials (VOLAC) Path

Electronic Fingerprint Path
Local Background Check Path
No Background Check Path

Version Date: 01-0CT-14
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Background Check/VOLAC Flow Chart

Volunteer Background Checks START HERE
2013

Arethey volunteering for
aone time organized

(Provided by SAW)

Yes Are they ¢ No volunteer event such as a Yes X
] volunteering in the National Public Lands Day > Not required but may be
District HQ Office? ora Lake Cleanup event? conducted.
No| o
1 Will their position require any ofthe
[CUN. A following? Computer Access, Access ta

Yes, SR AT

First, contact security when you have a
volumteer that needs a background check. The
volunteer will be asked to complete a
Declaration for Federal Employment{Form 306)
Goto www.cpm .gov/forms, click on "optional”
Are they volunteering more under forms. The form is about mid-way the

list. Complete the form, signand date 17a in
than 120 days of the year? black inkand email it back to me alang with the
information sheet.

No

They will be asked to complete a background
investigation informatian sheet sa they can be

Yes setup in the eQjp system and be able to
complete an eiectronic SFBS

Fingerprints will alsobe required and they will
be mailed a fingerprint card. Note - The lake
can pay for these to be completed.

Unless computer access is required, they may
- beginonce all information is entered into PSIP
and security gives you the go ahead.

Continue to page 2 if computer access is
Leguired

nd D ams will req

Governmentfiles & racards, collectisnor

N handling of fees, positions that require Volunteersthat will have no interaction with the
Are they volunteering less :
o Y g - Yes wearingofthe Corpsvaluizer NO | recreating publicand are workingin an isolated area
l than 120 days of the year? e [ suchesalongafence line or pickingup trashina
remote areaalongthe shoreling, they will notbe

required to getabackground check. However, if you
are unsure whether or not someone shouldbe
checked give security a call and work through it with
them

Note- If it is an organized group leading kids

‘ such as the Boy Scouts, only the adult leaders
need to complete the background check
process.

Note— Community service volunteers and prison work
crews do not need to complete these forms as they are
under the supervision of the Courts so long as they have
not been convicted of or arrested and awaiting trial for a
violent crime, crime againsta persen, or a crime with a
weapon.. However, inform the Security Office when
somesne is working on your project.

Obtaining Computer Access

wolunteers requiring government computer access connected to Department of Defense (DOD) networks must be issued

aVolunteer Logical Access Credential (VOLAC) card.

STEP1- Volunteer must initiate a National Agency Check with Inquiries (NACI) through Security and have favorably returned results on their FBI
National Criminal History Check (fingerprint check). Once complete, volunteer sponser or supervisor should notify Carmen Boyette,
carmen.b.boyette@usace.army.mil or 919-542-4501 x27 and provide a short justification as to why computer access is required.

STEP2- Carmen will verify with security that the NAC check has been initiated and the volunteer’s fingerprint results have been returned favorably.
wolunteer will be asked to provide the following information in a secure manner. Volunteer sponsor/superviser may send an encrypted email or the
volunteer may call with the information. They keyis that it must be done securely. Please do notallow the volunteer to send the information

fromtheir home computers.

2. Volunteer will need to provide the following information.

w

Last Name

First Name

Middle Name

. Cadency Name (if they have one such as Junior, Senier, 11)
. Personal ID #{S5N)

Home Email

Date of Birth

=

-moan

]

automatically.
The volunteer should alse answer the following question.
Does the volunteer fall under any of the following?

- Current Contractor requesting a CAC re-issuance.
-Contractor for another DoD Service or Agency.
-Current or previous Reserve/Guard Member,
-Military Retiree.

-Current or previous DoD Civilian Employee.
-Dependent of Military Member.

J,Continue to Page 3

Howlong they will be volunteering so a card expiration date can be determined? Cards automatically expire after 180 days but can be renewed

11



STEP 3 Carmen will enter the information provided in Step 2 into the Trusted Associate Sponsorship System (TASS). Once the application is
initiated, Carmen will securely provide the volunteer’s user name and password to the volunteer sponsor/manager or directly to the
velunteer if requested. The user name and passwordshould be provided securely to the volunteer. Avoid emailing to a personal home
computer.

|

STEP 4 Volunteer has 7 days to complete an initial login to the Contractor Verification Systemand 30 days to complete their application.
Thefastera volunteer can complete their application, the socner they will be able to geta VolAC,

https://www.dmdc.csd.mil/tass

}

STEP S5 Carmen will approve the completed application. Once approved, an automatic email will be sent directly to the volunteer’s home
email provided with a carbon copy to Carmen. As a courtesy, Carmen will send the email to the volunteer sponsor and security letting
themknow the volunteer is now eligible to geta WoLAC. The following guidance will be in the email. Those in the District Office should
contact Linda Williams regarding the card.

mentersdentisl vas sppraved. Plesse praceed o the nesrest RAPIDS isuance Faciity with 2 vaid farms of

snazrship System [TASS) sppfiestion fara Comman Access Card o -
issuance. Please check with the RAPIDS issuance faciiity ta determing f an appointment is required.

srane can be sbrained st the RAPIDS Bsuance Faciiny:

DD-2882 may st be reguired. The farm can be sbesined 2t the following W
. milfwhs, i o inta Formir heml

STEP6— Carmen will monitor the VoLACs status in the system and reverify cards as needed. At the end of the VoLACs
expiration date, volunteers stillworking will need to reapply.

Continue to Page 4 Atthe conclusion of their volunteer service, volunteers must return their cards in a secure manner to the security office.
Volunteer supervisors must also notify Carmen Boyette so she can revoke their cards in the TASS system after they depart.

Note — ACEIT will establish computer access for the volunteer. Be sure to submit an
online ServiceTrak request. You may begin this process at the same time you are
obtaininga VOLAC.

Volunteer Clothing

= Clothing items may be provided if essential to a volunteer’s specified
duties, such as in cases where clothing items are needed for safety
reasons or when volunteers must be easily identifiable to Corps
employees or the public, such as park hosts, visitor center staff, etc.

= Official Corps volunteer clothing items must be purchased from the
Corps uniform contract provider.

= Multiple quantities of items may be provided to an individual.
(Recommend 1 clean shirt per day of work week.)

= For volunteers performing maintenance duties, T-shirts may be
ordered from a local vendor with the Corps logo and “Volunteer”, but
must be in colors similar to those offered under the uniform contract,
with the exception of safety colored shirts and reflective materials.

= Volunteers are not authorized to wear the NRM uniform patch or
any other item of the official NRM Class A-B-C-D uniform. -
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Volunteer Clothing

Available from VF Imageweatr:

= Vests: red

= Sweatshirt jacket: red

= Polo shirt: tan, white or red

= Ball cap: beige/black

= Ball cap- summer: khaki or red
= Name Plate

= Patch (by request to uniform
committee) [

To order: il A
Go to the Website:
https://www.vfsolutions.com/Ima/
¢ Account Number: UAA code in CAPS (or project code - typically 5-6 letters
total, with 3 letters for district and 2-3 letters for project.)
« Example: LRNOLD is the code for Old Hickory Lake in the Nashville District.
» Password: UAA code in CAPS (same as above Account #). |
+_Click on “l ogin”- "Continue" - "Volunteer Program" is at the bottom left.
¢ Use the government VISA credit card to puechase. BUILDING STRONG,
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Food/Beverage Purchases

» Food and beverages may be provided to volunteers only when such
subsistence is incidental to the rendering of volunteer services.

» Volunteers may be reimbursed for meals during the period of
volunteer work, which shall not exceed the GSA schedule for
government per diem.

» Meals and beverages provided for a recognition event are not
incidental to the rendering of volunteer services, and are therefore
impermissible.

» Any food or beverages purchased under this policy must be reviewed
and approved by the District Resource Management Office (RM) and
documented (i.e. email or Memorandum for Record (MFR) by
telephone). - .

28
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Volunteer Lodging

» Volunteers may be provided modest
lodging at the project where their service
occurs and not be required to pay a user
fee.

= Districts may use appropriated funds to
rent, purchase, or construct volunteer
accommodations.

» Permissible lodging may include mobile
homes, RVs, campers, cabins, hotel
rooms, apartments, former government
housing, or campsites.

=  Accommodations should be noted

on the volunteer agreement. |

29 BUILDING STRONGg,

Volunteer Transportation

Reimbursement for transportation expenses to and from a
volunteer’s residence may be authorized if within a reasonable
commute

Reimbursement for POV mileage will not exceed rates identified in
the JTR.

Long distance travel may be reimbursed in cases where it can be
shown that the services of the volunteer are of exceptional value.

Invitational travel orders approved at the District level shall be used
for long distance travel.

Long distance reimbursement will not exceed the amount identified
in the JTR

Transportation may include any mode recognized by the JTR,
including POV, public transportation, trains, and airplanes. | _

30 BUILDING STRONGg
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Reimbursable Expenses

Volunteers do not receive any salary, but in some cases may be
reimbursed for actual out-of-pocket expenses.

Reimbursement is not required, should be approved in advance, and
identified on the Volunteer Agreement.

Some expenses might include transportation costs, lodging costs,
personal safety equipment, and meals during duty hours.

Reimbursement is authorized by ER1130-2-500, Ch. 10. Document
the incidental expenses on Standard Form 1164, Claim for
Reimbursement and follow your district's procedure.

31 BUILDING STRONGg

Volunteer Appreciation

“ = Projects are encouraged to show appreciation for

Ce ificate volunteer services received. Volunteers may be

of Appreciation  jssued a certificate of appreciation to acknowledge
—wremenaee | LNEIF SEIVICE, as well as be featured in articles, on
websites, and thanked in person.

Items such as celebration meals, appreciation gifts, or cash awards
are not authorized for purchase with appropriated funds for volunteers,
but may be donated by Friends groups, cooperating associations, or
other partners to recognize outstanding volunteers.

Volunteers may be eligible for DoD Public Service Awards.

Individual and family/couple volunteers are now eligible for the
National Volunteer Award, sponsored by the Corps Foundation -

=

32 BUILDING STRONGg
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National Volunteer Award

2014 Group winner: SCDNR Visitor Center Team,
Cooper River Rediversion Project, SAC

33

Volunteer Appreciation

Volunteer Appreciation Walls
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Volunteer Pass Program: Corps Pass

Approved in November 2012: enables volunteers who have served a
minimum of 100 hours at Corps managed areas to receive a free
Annual Day Use Pass

Volunteers can accumulate hours at multiple Corps projects.

Volunteer hours will be verified and entered by volunteer coordinators
in a centralized database.

Database launched in late May 2013
https://wwwel.wes.army.mil/nrm/vhs/

59 lakes participating with 292 passes issued in 2013 and 2014

Will supplemented by the ATB Volunteer pass in 2016 -I

35 BUILDING STRONGg

Volunteer Pass Program: ATB Pass

Will go into effect on January 1, 2016 when the Corps
fully implements the America the Beautiful pass
program

- 250 hours of cumulative service = free America the
Beautiful Volunteer Pass

Volunteers can accumulate hours at Corps, BLM, BOR, FWS, USFS,
and NPS sites. Hours earned at other agencies must be verified by
the volunteer’s prior coordinator.

Volunteer hours earned at Corps lakes will be verified and entered by
volunteer coordinators in the centralized database that is also used for
the Corps pass.

Covers entrance fees and day use fees at participating

agencies for one year from date of issuance -I

36 BUILDING STRONGg
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Volunteer Coin Program

Created in May 2015. Sponsored by the Corps Foundation

Coins awarded to regional nominees for the National Volunteer Award
and national winner, and to volunteers who perform extraordinary acts
of service

Plan to expand to more award categories with corporate sponsorship

Volunteer Frequently Asked Questions

Volunteers under the age of 18:

» May volunteer with written consent of their parent or
guardian.

» If volunteering as part of a group volunteer agreement,
leader must provide a complete list of group participants
and separate agreements signed or parental consent on
another organization’s form signed by the parents/
guardians for all participants under the age of 18.

Use of government-owned or leased vehicles, vessels, machinery, etc.

» Requirement for use should be stated on the volunteer agreement and
acknowledged by the volunteer’s signature.

» Must have proper training, license, and/or experience in accordance with
USACE operator permit policies

» Volunteers are liable for damages to government property if their
lack of due care is the proximate cause. |

38 BUILDING STRONGg
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Civilian Inmate Labor Program

AR-210-35 provides Army policy and guidance for establishing and
managing civilian inmate labor programs (CILP) with Federal
corrections facilities.

MOA signed and labor plan developed with Federal facility
Only inmates classified as minimum level security

Inmates may perform custodial tasks, building demolition, debris
removal, mowing, landscaping, painting, carpentry, trash pickup,
debris removal, construction, maintenance and similar activities.

Benefits of the program include:

» Provide a source of labor at no direct labor cost to the Corps
» Accomplish unfunded tasks

» Provide meaningful work for inmates

5 year savings at Carlyle and Rend = $4.5 million -I
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Volunteer Safety

The same safety briefings, trainings, and equipment provided to
Corps personnel will also be provided to volunteers

Job Hazard Analysis (JHA) must be completed and signed by the
Corps volunteer coordinator/supervisor and the volunteer, and
saved with the Volunteer Agreement form

Activity Hazard Analysis (AHA) may also be completed for specific
one time tasks/events, or to supplement the JHA

Samples of JHAs and AHAS on
the Gateway

Injuries to volunteers are reported
in the same manner as those

involving Corps personnel -- CA-1
& CA-16 (must be filled out by a Dr). |

40 BUILDING STRONGg
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Volunteer Reporting for OSHA

January 1, 2014 new requirement for Federal OSHA recordkeeping
to include volunteer injuries and illnesses

Prefix “V” before OPM job series # on OSHA 300 column C
» Example - V0334 Computer Specialist

OSHA 301

Volunteer Reporting in OMBIL

Volunteer data must be captured each year during October in the
REC — Annual Update (Wizard)

Annual Project Data Update: Record total number of volunteers,
volunteer hours, and reimbursable expenses

Annual Partnerships Update: Record number of volunteers and
volunteer hours that the partner provides

Hours served by SCA and other youth conservation corps groups
should be entered as volunteer hours in both update sections.

National Fair Labor Standards Act: Participants who make less than
minimum wage are technically and legally considered "volunteers"

42 BUILDING STRONGg
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Volunteer Data Decision Tree

Available on OMBIL Partnerships FAQ page:
http://corpslakes.usace.army.mil/employees/fags.cfm?ld=partner-

OMBIL&Nav=partner&View=Yes

Step 1. Recreation Annual Update- Annual Project Data Update

Enter ALL volunteer hours in this section of OMBIL. This is where you will capture the total number of
volunteers, total hours of volunteer service (which will auto-calculate the total value of the service), and total
incidental expenses reimbursed to all volunteers for the FY.

Step 2. Recreation Annual Update- Partnership Update

In addition to gathering information about the overall number of volunteers, hours, and value, we are also
trying to capture more detailed data about volunteers that are part of a partnership. Some volunteers such as
camp hosts, gate attendants, and other individuals who volunteer may only be counted in the Annual Project
Data Update. Other volunteers that are part of a partner organization should also have their hours counted in
the Partnership Update.

Please use the flow chart below to determine whether to count a particular individual volunteer's or group of
volunteers’ hours in the Partnership Update section of OMBIL.

Is/are the volunteer(s) working as YES - Input # volunteers and volunteer hours
part of a Handshake agreement? in the Handshake Agreement type
NO
YES Input # volunteers and volunteer
Is/are the volunteer(s) from hours In the Cooperating
a Cooperating Association™? Association ggreement type

Volunteer Data Decision Tree (Cont.)

NO

's/are the volunteer(s) working as YES Input # volunteers and volunteer
hours in the Challenge Partnership

part of a Challenge Partnership or I:> ar Cooperative agreement type
Cooperative Agreement?

(whichever is applicable)

NO
Is/are the volunteer(s) part of a group that YES Input # volunteers and
we have a local MOU/MOA with or the — volunteer hours in the
Corps has a national MOU/MOA* with? MOU/MOA agreement type
In addition to their volunteer service, YES

Input # volunteers and volunteer
hours in Contributions agreement

is/are the volunteer(s) also contributing :>
money, materials or supplies, and/or
paying for professional services? type

NO (See next page)
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representing the partner organization?

Is the volunteer associated with an YES
organization that doesn’t have any
other agreement type in place, but is
contributing volunteer service while

ol

Input # volunteers and volunteer hours
in Contributions agreement type

If you answer No to all of the questions above, the data for these volunteers will ONLY be input in the Annual

Project Data Update section of OMBIL, not under Partnerships.

If you answer Yes to any of the questions

above, input the data into the first category with a Yes answer starting from the top down. Some volunteers
may fit into multiple categories, but you should input the data in the first applicable category encountered in

the flow chart.

Example 1: A volunteer group from IMBA (International Mountain Biking Association) may provide service to
the Corps as part of a Challenge Partnerships Agreement, but they are also part of a national MOU. Because
the Challenge Partnership agreement is an agreement for a limited, specific period of time and project, the
wvolunteer hours for the particular project in the agreement should be input in the Challenge Parinership
category instead of the MOU. If IMBA also volunteers hours not related to the Challenge Partnership
Agreement, those additional hours would be input separately in the MOU category.

Example 2: Volunteers from a Cooperating Association, such as the Friends of Raystown Lake provide services
for a project that is part of a Handshake Agreement. These hours should be input in the Handshake category
instead of the Cooperating Association category, because the Handshake agreement is for a specific project.
Additional hours volunteered by Association members such as working in a bookstore, creating interpretive
materials, or managing a campground should be captured in the Cooperating Association category if they are
not spedifically associated with the Handshake project.

*See NRM Gateway MOU/MOU page for list of national organizations with MOU/MOA and NRM Gateway
Cooperating Association page for list of associations in OMBIL. There is a pick-list of cooperating associations
already in OMBIL. If you have a new cooperating association that is not on the list, please contact Heather

Burke the get it added to the system.

Volunteer Program Forms
OF 301: Volunteer Application (Approved by OMB for all agency use)

‘Voluntesr Application
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Volunteer Program Forms
OF 301a: Volunteer Agreement (Approved by OMB for all agency use)
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Volunteer Program Forms
OF 301b: Volunteer Group Agreement (New form)

Service Agr & Cultural Resources Vaolunteer Sign-up Form for Groups

Allvolunteers that particioste »M! an onganized group on an episodic volunteer project on a unit of o public lands agency must he sllnzn Lnoﬂﬂh! form. By signing this form
you agren 3 the terms of the project m defined in the attached Vokintesr Service Agrenmant mnd dfirred by L age okunteers under
Bt L must complets & Voluntesr Service Areement—nNatural & Cultural Resourcesand must be sgned by the n.r:n!orMﬂlM e intica yo veur willngress (ves) ar

et (] for the Ageacy ¥ , widwa or mutho images in peformance of voluste 5
Freqect e Daie o Froject
Grem ame Fgerer
Group Cortact HAME (1 Ist, Lads] Teileshine. “Agency Cantact Rame (117, L
Emai.
et Kmewie
s Volunteer Name (Fir, Last) Sigranure Telepane Numiter Emall Adcress
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Volunteer Program Forms
ENG Form 4882-R: Volunteer Service Record

US Army Corps
of Engineers

NAME (Lo, First Mficktie indial

PROJECTIOFFICE

JOBTITLE

VOLUNTEER SERVICE RECORD
430-2-5000

DATE (vear, Mon, Diy)

PREVIOUE HOLS

HOLRS

FOUNAL
WORKED | VALUE ™

ErT DOLLAR
SHA

49
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Volunteer Program Forms

Standard Form 1164: Claim for Reimbursement for Expenditures on

Official Business (Volunteer’s incidental expenses)

CLAIM FOR REIMBURSEMENT
FOR EXPENDITURES
ON OFFICIAL BUSINESS

7. DEFARTIMENT OF ESTAELISHMENT, BUREAL, DIVISION OF OFFICE

2. VOUCHER NUMEER

3. $CHEDULE HUMBER

Read the Privacy Act Statement on the back of this form.

5. PAID BY

o HAME Lost, frst, mddle mtill

b. SOCIAL SECURTY O,

= MALNG ADDAESS freioe 2 Code]

4. CLAIMANT

d. OFFICE TELEFHOME NUMEBEFR

the claimant )

6. EXPENDITURES (¥ 7are claimed in col (g) exceeds charge 7or one person, show in col. (k) the numb

or of additionsl persons wiich socompanisd

DATE Sthenss sgprapinte code in col, (): MILEAGE AMOUNT GLAIMED
€ A-Localtravel D - Funeral Honars Detail FATE
O B - Telephone or kgraph, or E - Specialty Care 00 | TIPS AND
E G - Other expenses (ifemize ) €| neace FARE FER- | MiscEL
(Enplein expenditivas in specific detail) HO. oF GRTOLL  |SONS | LANEOUS
MILES
ra i =) FROM @) TO fet i @ i) 7]
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Volunteer Program Forms

Standard Form 87: Federal Employee and Military Fingerprint Card
(Used for background checks for VOLAC card)

REMDENCE OF PENSON MNOERPAINTED

SF-87

Federal Employee and Military Fingerprint Card - Numbered Fields are Required and
Must be Fully Completed in Accordance With The Provided Instructions.

SF S7(REN. APRIL 2005) LEAVE DLANK TYPE ORt PRINT ALL INFORMATION I BLACK it
US OFFICE OOF PRRSONNEL LAST NAME FIRST NAME MIDOLE INTIAL — LEAVE BLANK
MANAGEMENT
EO. 10450 1
GNATURE OF PEREON FINGERPRINTED - o
2 L] USOPUWOOCZ - FIPC BOYERS, PA
\

SERIAL HG. (OFW LSE OHLY) GEA

[DATE OF IFTH DOt

MONTH AR
WLIAGEE ARA CEX [RAcE]| Wt WET, | EYEG | HAIN | FLAGE OF BETH PoR
SHGNATURE OF OFFICIAL TAKING FINGERFRINTS 5|6 7 8 9 |10
3 LEAVE BLANK
TITLE AND AGDRESS
POEMIGHTE WG APPGINTED ToInG ol pLass
—e | FER —
DEPARTMENT, BUREALL AND DUTY STATION (CITY AND STATE) SOCIAL SECURITY MO, 50C
a
1. NAM 7. HGT 10. HAIR

Full name in following order, LAST,
FIRST, MIDDLE. Initials are NOT

Must include three numearic

characters. Enter applicant’s height

acceptable. If applicant has no in feet and inches. Do not use “or”. Color
middle name, enter NMN for the Example: Bald
MIDDLE forS 11* antar 511 Black

Must include three letter code:

Volunteer Program Forms

Standard Form 65

Resised Seplember 1995

U.S. Office of Personnel Management
SCFR Parts 731 and 736

Standard Form 85: Questionnaire for Non-Sensitive Positions

Questionnaire for Non-Sensitive Positions

Fallow imstriactions fully o7 we camot process your form. Be sure to sign and dale the cefication stalensent on Page 5 and the release on

Page &. If you have any questions, call the office that gave you the form.

Purpose of this Form

The US (a conducts to estabhsh
that apphcants or memsbents eber employed by the Governmen! o1
working for the Govermment under contract, are sutable for fhe job
Information from this form is wsed primarily as the basis for this
investigation. Complete this form only after 3 conditional offer of
employment has been made.

Giving us the information we ask for is voluntary. However, we may
oot be able to complete your investigation. or complese it in a timely
masmer, if you doa't give us each item of informarion we request. This
may affect vour placement or employment prospects.

Authoriry to Request this Information

The US Government 15 authonzed 1o ask for thes mftnmabon under
Executive Order 10577, sections 3301 and 3307 of nile 5, US Code,
and pams 3, 731, and 7346 of Title 3. Code of Federal Repulations.

Your Social Security Number is needed to keep records accurate,
becase other people nery have e same nanse ad buth date. Executive
Onder 9397 also asks Federal agencees to wse thes mumber to help

2 Type or legibly prnt your ssswers m black wk (1f your form s not
Tegabile, it will not be accepted) You may also be aked to submat your

fiormn a1 aam apprenvedd electromac format

3 All questions on this form nmst be answered. If no response is
necessary of applicable, indicate this on the form (for example, enter
Nene" o "N/ATL If you find that you canmot report an exact date,
approximate or estinate the date to the best of your ability and indicate
this by marking "APPROX." or "EST."

4. Any changes that you make to this form after vou sign it must be
initialed and dated by you. Under cemain limited circumstances,
apencies may modify the form consistent with your inteat.

5 You must we the State codes (abtreviations) hsted on the back of
this page when you fill cut this form. Do not abbreviate the names of
cities or foreign countries.

6 The St postal ZIP codes are needed fo speed the procesang of
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Volunteer Program Forms
OPM 306: Declaration for Federal Employment

o Fam. dpgrmns
Declaration for Federal Employment om0
GENERAL INFORMATION
1. FULL NAME (First middle, last) 2. SOCIAL SECURITY NUMBER
* *
3. PLACE OF BIRTH (inchude cify and state or couniry) 4. DATE OF BIRTH [MMDDYYYY)
. +
5 OTHER MAMES EVER USED [For exampie, maiden name, mckname, eic) & PHONE NUMBERS (Inciuoe area cooes)
- Day
+
Night #
Selective Service Reglstration

11you are a male bom after December 31, 1958, and are at least 18 years of age, civil senvice employment law (5 U..C. 3328) requines hat
you st register with ihe Selective Senice System, unkess you meel cenan exemplions.

7a  Are youa male bom after December 31, 19567 [l ves I no irnorskip and 7c if “vES"goto 7o

70, Have you regictéred with the Selective Service system? [] ves [ ™o nrworgoto e

Toc  If"NO.” gescribe your reason(s) in ilem #16.

Military Service
8. Have you ever served i the United States military? D YES Provide informabon below D O
I you answered “YES, " st e Branch, dates. and fype of discharge for ail active duly.
I your only aclive duly wars baining in the Reserves or National Guard, answer 'NO.*

Branch | LI Type of Discharge

Background Information

For all g . provide all q under item 18 or on attached sheets. The Groumstances of ¢adh event
you list will be considered. However, in most cases you can stil be considened for Federl jobs

Eot questione 8 10 _and 11w ageusste chea i nckids conuictione tee ging fom 3 pled of a0 (00 conlaety bt oot 13 rar,

Volunteer Program Forms
ENG Form 4883: Certificate of Appreciation

frkfom | [ ol

United States Army
Corps of Engineers

Certificate
of Appreciation

Presented to:

In appreciation and recognition of your
generous contribution.

NG | DM TS, SLP 0T FREMOUTECT NS AE CHIDLETE Frpoeant CECR O K 11003000

54 BUILDING STRONGg
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Resources: NRM Gateway

http://corpslakes.usace.army.mil/employees/volunteer/volunteer.cfm

[Fiome Y VirtorsY. Lako Discovery Y Recrestion Y Env Compliance Y Env Stewsrdship Y Parinors

n
News/Events || People )| Forums | Learning Jf GETS | Tools |f New Submit 5 7

Volunteer Program
Headguarters POC

Corps prajects offer many volunteer opportunities in recreation and natural resources mamagement. Volunteers can serve as park and campground hosts, staff visitor
centers, conduct programs, clean shorelines, restore fish and wildlife habitat, maintain park trails and facilities, and more. Corps personnel can recruit their own
volunteers or get help from the Volunteer Clearingt www corpslakes us volunteer, (1-800-VOL-TEER or 1-800-865-8337), a national information center for
people interested in volunteering at Corps projects across the country. Corps offices that have upcoming projects or events that volunteers can assist with may use
the Vol Clearingh to submit their volunteer projects on-line,

@ Policy & Procadures @ News | Current [ssuss

# Volunteer Forms @ FAQs

@ Program History # Good Enough to Share

@ Training @ Volunteer Clothing, Posters, and Brochures

@ Volunteer Clearinghouse

@ Job/Activity Hazard Analyses
| Public Lands Day

# Division & District POCs (B3

@ Inmate Labor Program

o N

@ Volunteer Plans and Handbooks

@ Related Sites

@ Backeround ChecksVolunteer Computer Access
@ Corps Photo Album for Volinteers

@ National Volunteer Aw

@ Volunteer Pass Program

55 BUILDING STRONGg

Resources: Volunteer Brochure

VOLLNTERR CFPORTUNTIES
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Resources: Corps Lakes Photo Aloum

http://corpslakes.usace.army.mil/visitors/album.cfm?Option=Search&ld=0&Activity=Volunteers

& Corps Lakes Photo Album

Resources: Volunteer Clearinghouse

http://www.corpslakes.us/volunteer/
800-VOL-TEER (800-865-8337)
POC: LRN- Allison Walker (615) 736-7988

| ] '-".-"l! HEADQUARTERS

us Army Corps of Enguneers

&A

zer Resources M \ m

[ Volus : ‘('b
Volunteer Clearinghouse Welcome to the U.S. Army Corps of & u\ Sto
; which is the steward of almost 12 million'&ks, ‘0 sfles to
Volunteer Opportunities
care for recreation facilitias and natural e
Volunteers in Action The Volunteer Clearinghouse serves e burps of Eng s wfs with
Contact Us Park Rangers at lakes and waterways that need thefgiie cl .:use s mTon'nu. gabout the
valunteer program and directs people to the point of contact, ug a Park RESwer, at the lake of
Submit a Listing location of interest.

Callers should be ready to provide information about their interests, talents, dates available and locations
they may want to volunteer

Useful Links
Corps Park Rangers, serving as volunteer coordinators, can also use the Volunteer Clearinghouse to

help find vol . Volunteer coerdinators that need volunteers can send their volunteer vacancies te
the Clearinghouse to be listed on the website.

Water Safety

Corps Lakes Gateway ties include:

USACE Natural Resources
Education Poiodon o
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Resources:
www.Volunteer.gov

Resources: TASS Applicant
and TA User Guides

http://www.corpslakes.us/volunteer/

Defense Manpower Data Center (DMDC)

A p p System
(TASS)

Trusted Agent User Guide

(TASE TASMITA User Guide)

60

Defense Manpower Data Center (DMDC)

Y

(TASS)

Applicant User Guide

30



Recap Questions

True of False:

Volunteers are allowed to operate gatehouses and
collect recreation fees.

True

61 BUILDING STRONGg

Recap Questions

True of False:

The Corps can purchase volunteer awards and gifts
for their outstanding and valued service.

False

62 BUILDING STRONGg
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Recap Questions

What are volunteers NOT allowed to do?

Enforce Title 36

63 BUILDING STRONGg

a.
. non-violent prison labor.
C.

Recap Questions

Volunteers CANNOT be:

non-U.S. citizens.

persons arrested and awaiting trial for a
violent crime.
paid for vehicle mileage.

64 BUILDING STRONGg
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Questions?

|

£

65

BUILDING STRONG
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