Volunteer Program

Partnerships in NRM
PROSPECT Course



The Corps Volunteer Program

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

In 2013: 51,368 Corps volunteers contributed

1,593,542 hours of work with an estimated value
of $35.2 million

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

» Park/Campground/Visitor Center hosts
Interpretation/education

Fish and wildlife habitat improvements

Invasive species management

Trail construction and maintenance

Photography.... And more!

®
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Why You Need Volunteers

A

= Budget realities do not allow you to accomplish your 7

mission with the staff you have.

‘2 « (\ = Volunteers are your link to the local community. They
=y, | are often some of the best advocates of the Corps of
%f‘(’ L Engineers and our partners.

= Volunteers have unique skills and
abilities that you can draw on....
Anything from a lifetime of
experience to the strength and
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.

f o B o
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= Volunteers will not be used to displace any personnel
of the Corps of Engineers

Cannot Do:

= Enforce Title 36
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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

Needs 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

Public Law 98-63 (33 USC 569c): Authority to accept the services of
volunteers and provide for their incidental expenses to carry out any
Corps activity except policy making, law or regulatory enforcement

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

= WRDA 1992: Sec 225 (33 USC 2328)
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. Updated March 2013

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

> FY14 rate = $22.55

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

» Some divisions, districts, and projects have developed their own updated
versions. Available on the NRM Gateway:
» Fort Worth
» Bonneville Lock and Dam
« Lake Kaweah
« Lake Okeechobee
« Saylorville Lake
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Legal Alien/Permanent Resident Volunteers

» PermanentResident Card or Alien Registration Receipt Card (Form I-551)

Resident Since: 08121107

£, 00000001 IWHININTAQIE R FIOAMRRIE MDA RN )

SPECIMEN,
TESTV
Dos:
Test V. Specemens  CARDE SRC0000000001
A 000-000-001
[T s e Ty X E ST NV WL 0, N o g

:01/01/20  EXP:08121/07

il d40 320

MMy B L e BN LA BN S Gl R IR AR RE R
M found, drop in ay US Maibor. UISPS: Ml 1o USCIS, PO Box 82521, Lincoln, NE B4501-2521

U oiUAN1920 F e C1USA0000000011SRC0000000001<<
=0 Card Expires: 082107 § ' ¥ 2001012F0708214UTP<<<<<<<€L<<<h
| TesE Vo Specimen SPECIMEN<<KTESTLVOIDL<LKLLLLLLLL

o

Foreign passport that contains a temporary I-551 stamp or temporary I-551 printed notation on a
machine-readable immigrant visa (MRIV)

v Pows ficing IMMIGRANT VISA
; US CONSULATE GENERAL IV Case Number
o LONDON LND200416000201
1 Sumame Registration Number

O TRAVELER 00000473
| Given Name Gender IV Canegacy
HAPPYPERSON F IRL

Barthplace Nationality Marital Status
GRBR GRBR MAR
Passport Numbar IV lssue Date IV Expires On £
| 555123ABC12 24JUN2004. 23DEC2004
Annotation  * 0ooooooao

UPON EMDORSEMENT SERVES AS TEMPORARY 1-551 EVIDENCING PERMANENT RESIDENCE FUR 1 YEAR.

VIUSATRAVELER<<HAPPYPERSON<<<<<<<<<<<<<<<<<K
555123ABC6GBR6502056F0412236IFLNDODAMS803085

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

Must present J-1 or F-1
Student Visa (or passport if in
the U.S. in tourist status from
a visa-waiver country where
visas are not required) or
U.S. Permanent Resident
Card INS Form 1-551
(formerly known as Alien
Registration Receipt Card) for
review and verification.

Appendix E of ER: Examples of acceptable documentation forms ®
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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 120 calendar days in a year

Positions that require wearing the Corps volunteer clothing/name tag who
work independently of Corps personnel

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

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

>
>

Individuals who volunteer for one-time events

Individuals who volunteer for less than 120 days and who do not meet any
of the scenarios as described above

Volunteers who only work in proximity and direct supervision

by a Corps employee

®
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Background Check Procedures

Volunteer Coordinators shall work with their District Security Office to
obtain background checks and ensure proper procedures are
followed.

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

Background checks shall be paid for out of project operating funds or
District Security Office funds (if available).

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.

;;;;;;;; weeere  JANZ009

Atshacn

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

Network Access Cand

require a VOLAC

®
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VOLAC Reqguirements

= 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.

®
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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.

= District offices must establish a TASS VOLAC program infrastructure
by completing the following steps:

» Submit a request for approval on DD Form 2875 to Meredith Walters, the
HQUSACE TASS Service POC to establish a Trusted Agent Security
Manager (TASM) in the District Office and a TASS Site ID for the District.

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

» Once approved, 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)

15 BUILDING STRONGg,
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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, Natural Resource Manager, or Natural
Resource Specialist/Park Ranger at the project.

» The volunteer must complete an PSIP Release of Information Form NACI
qguestionnaire, 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)

®
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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.

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 Responsibllities

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
Security Managers (TASM)

* Register Trusted Agents (TA)
 Transfer volunteer sponsorship between TAs
e 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.
e Return VOLAC to vol. sponsor upon termination




VOLAC Process Flow Chart

Volunteer Sponsor notifies TASS TA of
new volunteer requirement

TA creates new account

TASS generates USERID and initial login
password

TA passes USERID and initial login
password to Volunteer or Volunteer
Sponsor

Volunteer or Volunteer Sponsor
completes application / submits to TA

TA receives / reviews application &
verifies background vetting

TA:

> Accepts application (or)

> Returns application for corrections (or)
> Rejects application

DEERS Updated

Volunteer / Volunteer Sponsor notified of
approval. Volunteer goes to
DEERS/RAPIDS facility for VOLAC card

2
&

<@> Volunteer Sponsor

b

piomssed
® Ald3asn

New Volunteer VOLAC request

Create volunteer app account

)| Ml
I
RN

Notify TA of application

Approval/Return/Rejection

TASS TA 44—

USERID &
password

DEERS

Add volunteer

~ when approved

|

Edit profile / complete application

DEERS/RAPIDS for

VoLAC
OR Notify & record rejection

Direct volunteer to

Volunteer



Background Check/VOLAC Flow Chart

Volunteer Background Checks START HERE (Provided by SAW)

2013
Are they volunteering for
aone time organized
Yes Are they € No volunteer event such as a Yes
volunteering in the National Public Lands Day
District HQ Office? or a Lake Cleanup event?
Nol o
\I Will their pasition require any of the

Fa ! e following? Computer Access, ACCess 1o

J Gowvernmentfiles & records, collection or

. handling of fees, positionsthat require

Are 'tl'lE‘y" VD'UI’ITEETII’IE less o YES weaaring of the Corps voluntaer ND
_—

independenthy of Comps personnel.

| | R
J than 120 days of the year? l clothing/name tag whowork

[ i}
b = o == SAW Additionally, any waluntesr working
in the Visitar Canter, Maintenance Areas.

beginonce allinformation is entered into PSIP
and security gives you the go ahead.

Continue to page 2 if computer access is
required.

> Not required but may be
conducted.

Volunteers that will have no interaction with the
recreating publicand are working in an isolated area
zsuchasalonga fence line or pickingup trash in a
remote area along the shareling, they will notbe
required to geta background check. However, if you
are unsure whether or notsomeone shouldbe

Open Campgrounds, and D ams will require a : . ) .
YES backzraund chack. checked give security a call and work through itwith
MNo - - them.
First, contact security when you have a
volunteer that needs a background check. The
volunteer will be asked to complete a
k4 Declaration for Federal Employment(Form 306).
Goto www.opm.gov/forms, click on "optional” Mote- If it is an organized group leading kids
Are they volunteering more under forms. The form is about mic-way the - such as the Boy Scouts, only the adult leaders
list. Complete the form, signand date 17a in
than 120 da‘ff‘ of the ‘fEEIr? black ink and email it back to me along with the need to complete the backﬁmund check
information sheet. process.
They will be asked to complete a background
investigation information sheet so they can be
Yes setup in the g0ip system and be able to Mote — Community service volunteers and prison work

complete an electronic SF8S. crews do not need to complete these forms as they are

b " -

? | Fingerprints will also be required and they will under the supervision of the Courts so long as they have
be mailed a fingerprint card. Note — The lake not been convicted of or arrested and awaiting trial for a
can pay for these to be cgmp|eted_ violent crime, crime EEEiHSt a2 pEFSDr‘I, or a crime with a

weapon.. However, inform the Security Office when
} Unless computer access is reguired, they may someone is working on your project.



Obtaining Computer Access

Volunteers requiring government computer access connected to Department of Defense (DOD) networks must be issued
aViolunteer Logical Access Credential (VolLAC) card.

STEP1 - Volunteer must initiate a National Agency Check with Inguiries (NACI) through Security and have favorably returned results on their FEI
Wational Criminal History Check (fingerprint check). Once complete, volunteer sponsor or supervisor should notify Carmen Boyetie,
carmen.b.boyetie@usace.army.mil or 315-542-4501 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 wolunteer’s fingerprint results have been returned favorably.
Volunteer will be asked to provide the following information in a secure manner. Volunteer sponsor/supervisor may send an encrypted email or the
volunteer may call with the information. They key is that it must be done securely. Please do notallow the volunteer to send the information
from their home computers.

2. Volunteer will need to provide the following information.

3. Last Name

b. First Name

c. Middle Name

d. Cadency Name (if they have one such as Junior, Senior, 11}

e. Personal ID#{55N)

f.  Home Email

g. Dateof Birth

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

Thevolunteer should also 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 previcus Reserve/Guard Member.
-Military Retiree.

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

¢Continue to Page 3




STEP3 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 velunteer's user name and passweord to the volunteer sponsor/manager or directly to the
volunteer if requested. The user name and password should be provided securely to the volunteer. Avoid emailing to a personal home

computer.

STEP4 Volunteer has 7 days to complete an initial login to the Contractor Verification System and 30 days to complete their application.
The faster a volunteer can complete their application, the sooner they will be able to geta VolAC,

https:/fwww.dmde. osd. mil ftass

STEPS 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
them know the volunteer is now eligible to geta VoLAC. The following guidance will be in the email. Those in the District Office should
contact Linda Williams regarding the card.

Your Trusted Associate Sponsarship System {TASS) application for a Common Access Card or government credential was approved. Please proceed to the nearest RAPIDS issuance facility with 2 valid forms of
uentification {se & fink below} for card ssuance. Please check with the RAPIDS ssuance facility to determine if an appointment is required.

Far card issuance, 2 DD-2842 may still b= required. The farm can be obtained at the following Web Site, ar one can be obtained at the RAPIDS issuance facility:
httpFwwerd tic milfwh s, dire ctive s fin fomet forms fforminfoforminfopaze 2452 htmil

Web Site provided for a list of valid forms of identification:
hitps o S wend mdc.osd milftass fdocs fList OFf Valid I0s.pdf

TASS Web Sive: https:f"wenw.d mdc.osd mil'tass
RAPIDS Locator Web Site: http"wenw.d mdc.osd mil/rslf

STEP 6 — Carmen will monitor the VoLACs status in the system and reverify cards as needed. At the end of the VoLACS
expirationdate, volunteers stillworking will need to reapply.

At the conclusion of their velunteer service, velunteers must return their cards in a secure manner to the security office.

Continue to Page 4 _ : : _
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
obtaining a VOLAC.




Volunteer Clothing

Clothing items may be provided only 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”

Volunteers are not authorized to wear the NRM uniform patch or any
other item of the official NRM Class A-B-C-D Park Manager/

Park Ranger uniform.

®
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Volunteer Clothing

Avalilable from VF Imagewear:

= 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:

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 #).

Use the government VISA credit card to pwrchase. BUILDING STRONGg



http://www.uniformsolutions.com/lma/pages/shopping_detail.asp?sid=1968454146&Desc=Volunteers&styleid=7169&cat=2246&page=2&img=3

us Army Corps
of Engineerss

VOLUNTEER







Food/Beverage Purchases

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

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).

®
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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) should 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

ACTIVITY HAZARD ANALYSIS

S I ' l I f J HA d AHA ACTIVITY: Entering ANALYZED BY/DATE: Bill Clevenger REVIEWED BY/DATE:
a p e S 0 S a n S 0 n excavations or trenches 13 April 2002
PRINCIPAL STEPS POTENTIAL SAFETY/HEALTH HAZARDS | RECOMMENDED CONTROLS

th e G ateway Ensure work area is safe | Injuries to head or feer, falls \ Wear hardhat, safety-toed shoes and safety

| glas Use ladders for access or exit of

Entering Slide slope failure. Shoring collapse Excavation/trench sides should be sloped
excavartions/frenches according to the OSHA Regulations

]
k=
S %

Injuries to volunteers are reported
In the same manner as those
involving Corps personnel | g

Ohjects faliing into excavation/irench Al materials should be moved at least two
side Seet from the edge of the excavation

Exit excavation/irench Falling off ladder | See JHA for "Using Ladders". Do not use
28 a backhoe bucket to enter/exit an
| excavationtrench

_— |




Volunteer Appreciation

I |
United States Army

_ » Projects are encouraged to show appreciation for
Certificate volunteer services received. Volunteers may be
of Appreciation  issued a certificate of appreciation to acknowledge

e T their service, as well as be featured in articles, on
websites, and thanked in person.

» |tems 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/group volunteers are now eligible for the
National Volunteer Award, sponsored by the Corps Foundation

®
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Volunteer Appreciation

Volunteer Appreciation Walls




Volunteer Pass Program

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 toward a pass at multiple Corps
projects.

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

Database launched in late May 2013

48 lakes participating with 243 passes issued

Will most likely be replaced by the ATB Volunteer pass in 2016 ®
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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 local transportation costs 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.

®
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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
negligence is the proximate cause.

®
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Volunteer Frequently Asked Questions

* Volunteers can perform duties that once were, or are currently
performed by Corps employees

= \/olunteer benefits:

» Volunteers have the same benefits of protection as Federal employees
under the Federal Employee’s Compensation Act and the Tort Claims Act

» May be reimbursed for approved out-of-pocket expenses such as local
transportation and meals during duty hours.

» May receive a free campsite while volunteering

= Use of inmate volunteers:

» May serve as volunteers after receiving a background check at the
discretion of the volunteer coordinator so long as they have not been

convicted of or arrested and awaiting trial for a violent crime, crime
against a person, or a crime with a weapon.
®
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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

®
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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

Attention: T & tains informaton g &

OSHA'’s Form 301
« Injury and lliness Incident Report

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

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

®
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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 that volunteer may only be counted in the Annual Project
Data Update. Other volunteers that are part of a group which falls under a partnership agreement, 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.

YES

Is/are the volunteer(s) working as [ Input # volunteers and volunteer hours
part of a Handshake agreement? in the Handshake Agreement type
YES Input # volunteers and volunteer
Is/are the volunteer(s) from ::> hours in the Cooperating
i iation*? .
a Cooperating Association™: Association agreement type



http://corpslakes.usace.army.mil/employees/faqs.cfm?Id=partner-OMBIL&Nav=partner&View=Yes
http://corpslakes.usace.army.mil/employees/faqs.cfm?Id=partner-OMBIL&Nav=partner&View=Yes

Volunteer Data Decision Tree (Cont.)

NO

Is/are the volunteer(s) working as
part of a Challenge Partnership or
Cooperative Agreement?

NO

Is/are the volunteer(s) part of a group that
we have a local MOU/MOA with or the
Corps has a national MOU/MOA* with?

o []

In addition to their volunteer service,
is/are the volunteer(s) also contributing
money, materials or supplies, and/or
paving for professional services?

NO (See next page)

YES

YES

YES

Input # volunteers and volunteer
hours in the Challenge Partnership
or Cooperative agreement type
(whichever is applicable)

Input # volunteers and
volunteer hours in the
MOU/MOA agreement type

Input # volunteers and volunteer

hours Contributions agreement type




Is the volunteer associated with an YES

organization that doesn’t have any I:>

other agreement type in place? in Contributions agreement type

Input # volunteers and volunteer hours

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. 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
volunteer hours for the particular project in the agreement should be inputin the Challenge Partnership
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 agreementis for a specific project.
Additional hours volunteered by Association memberssuch as working in a bookstore, creating interpretive
materials, or managing a campground should be captured in the Cooperating Association category if they are
not specifically associated with the Handshake project.

MNote: Although all Cooperating Associations set up their relationship with the Corps through a Cooperative
Agreement, for the purposes of OMBIL, hours donated by members of a Cooperating Association should be
input in the Cooperating Association category (or Handshake/Challenge Partnership if applicable to a specific
project), not in the Cooperative Agreement category.

*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. Thereis 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)

Volunteer Application Eﬁ:i@ﬂ;:} I'u:;"::]rlk n th?e:pprr]c;grsiate”bzxne;sa= fsc.)ragg]el; 15. a. Which months would you be available for volunteer work?
for Natural Resources Agencies neaded use 'r[grn 18 ype responses. p O January O February 0 March O Apri 0 may O June
- Ju August September October November Depember
1. Name(Last, First, Middle) 2.Age | 3.Telephone Number 4. Email Address 03 iy 0 Aug O sep O O O
- 15b. How many hours per week would you be available for volunteer work? Hours
5. Strest Address (include apartment no., if any) 8. City, State, and Zip Code 15¢. Whiich days per week would you be available for volunteer work?
' : e ‘ O Monday [0 Tuesday Wednesday [0 Thursday [0 Friday [0 Saturday [0 Sunday

7. Which general volunieer work categories are you mest interested in? 16. Specify at least three states or specific locations within a state where you would like to do volunteer work.

O Archeology O Historicall Preservation O Soil Watershed
] Botany [] PestiDisease Control ] TimberiFire Prevention
[ Ccampground Host ] Minerals/ Gaology [ TrailCampground Maintenance 17. Specify your lodging needs:
[ Construction Maintenance [] Natural Resources Planning [ Tour Guide/Interpretation O 1 will furnish my own ledging (such as tent; camper; own, relative’s, or friend’s place)
O Ccomputers O cofica/Clerical O Visitor Information [ 1 will require assistance in finding lkodging
[ Conservation Education [ Range/Livestock [ Other (Please speofy) 18. Ifa volunteer assignment is not available at the location specified in item 18, do you want your application forwarded to
O Fishiwiidife [ ResearchiLibrarian ) - b -
— - - - - - another location or Federal agency saeking wolunteers with your backgroundfinterests?
8. What qualifications/skilsfexperiencefeducation do you have that you would like to use in your volunteer work? O ves [ Mo (Fleasespaciy)
[ Backpacking/Camping ] Heavy Equipment Operation [ sign Language
Ll Biogy [ Horses- Care/Riding L Supervision . 19. Thisis provided for more detailed responses. Please indicate the ftem numbers to which these responses apply:
] BoatOperation [ Landscaping/Reforestation O Cther Trade skills {Please specify)
[ carpentry ] Land Surveying
[ Clerical/Cffice Machines [ Livestock/Ranching
] computer Programming ] Mapreading [ Teaching
[ Drafting/Graphics ] Mountainsaring ] working with People
[ Drivers License [ Photography [ writing/Editing
[ FirstAid Certificate [ Public Spaaking [ Cther |Please spacify)
[] HandiPower Tools [] ResearchiLibrarian
Buroen 3@ement
9. Based on boxes checked in items 7 and 8, what particular type of volunteer work would you like to do? {Please describe Accaming 1o the Bapsmar Reducsion At af 1955 N agEncy MAy MO CONGUTT OF Sp0NS0n 3T 3 PETON S 1A QLD 13 FESRONd 50 3 collacian of infammaan unless i
any specific qualifications, skills, experience, or education that apply) displaps a valid OME coml numbsr The valid OUE comrol numbsr for & tormasion collecion is 05960080 The Fme required 10 complse
is esfmarzd m aveage 15 minwss par respanss, including the fime for /e g INETUCHONE, EAThING SXiEing dIE sowTes, gathanng and mai
—_— and compissing and rewisning the collection of infmasion
The L5 Depaw 'nnn: of Agrcultus (USDA) and LS Dapatment of the \maror .:l.?J.‘lT discAminaiion in al ,:\.m'a'ns and acFies an the basis of mos. ool navonal
oRgi 7y, poltical bavef, Fexual ofemavon and mafal o fAmiy mmus N 3l pohbied hassr agoly @ 3l pUQEME PETONT W
. . . _ R _ izaniires means S cOMMuNCIson of pogRm infamaran ([Baile /age i audiorEps, &) Should comacr UISDA'S TARGET Camer I 202-
10. Areyoua United States Citizen? [ Yes [ Ne (If no, additional informaticn may be required) 7202600 froice ang
11. a. Have you volunteered before? O ves [ Mo Ta fig 3 complair of iscimination, weite USDA, Difeceor, Qffes of Civil Qi 1800 IMSPN08M0E AVSNUE. SWL WEENngn. DC 20250:8410 or cal (800 7953272

- g ) jwoice) or (202) 7206382 (TODL LASDA and LSDH 3% aqual aoomuniy pOvices 3nd emplayes.
b. If Yes, please briefly describe your voluntser experience. : - i

Notice to Volunteer

Volunteers are notconsidened Federd empipyees for any purposes ofer than tod cleims andinjury compensation. VVolunteer service is not creditable
for leave accrual or any other benedit. Howeves, vauniesr senice is cesditable work expenienos. By signing this spplication the vauniesss)

- - understand(s) she may be subject to a reference chedd, badiground check, and/or criming history inguiry.
12. Would you like to supervise othervoluntesrs? [ Yes [ Mo

Privacy Act Statement

13. What are some of your objectives for working as a volunteer? { Cptional) Collsction and use is cousradby Privacy At System of Records OPMGOVT-1 and USDADP-1, andis consistsnt with the provisions of 5 USC 5523
(Privacy Actof 1974}, which authodzes acceptance of the infomation requested on thisform. The data will be used fo maintan offidal records of
volurteers afthe USDA and LISDH forthe pumposes oftort cldms and injury compensation Fumishing this data is volutary, however if thiz fom iz
incomplete, enroliment in the program cannd procesd

20. Signature (Signinink) 20. Date

—

4. Please specify any physical limitations that may influence your volunteer work activities:




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

Volunteer Services Agreement for Natural Resources Agencies
for Individuals or Groups

Please prntwhen compieting this form

Site Name/Proect Leader Agency Reimbursement (if any)

Name of Volurtesror Group Leader - Last, First, Middle Age {If Individual Agresment)

O Under18 [ 1825 [O 2655 [O 56 and Older

Arzyauall 5 Cizen? Email Address Home Phone Mabile Phone

[ Yes O Mo Viza Type

Strest Address City State Zip

IF VULUNITEEK IS UNDER AlSE 18— Mame of Farent orLegal Home Fhone Mobile Fhone Email Address
Guardian

Street Address Crty State Zip

| affirm that | am the parentiguardian ofthe above named voluntesr. | understand that the agencyvoluntesr program does not prowude:
compensation, except as othenwse provided bylaw; and thatthe service will not confer on the volunteer the status ofa Federal employes.
| have read the attached descrption of the service thatthe volunteerwill perform.

| give my permission

| understand that | will not recenve any compensation forthe above service and thatvoluntesrs are NOTconsidersd Federal employess
forany purpose otherthan tort claims and injury compengation. | understand that volunteer service i notcredrable forleave accrualor
any otheremployee benefiz. | alsounderstand thateither the govemmentor | may cancel thiz agreement atany time by notfying the
otherparty.

| understand that my volunieer position may require a reference check, background investigation, andor a criminal history inguiry in
orderforme to perform my duties.

| understand that all publications, filme, slhides, wideos, artistic orsimilarendeavars, rezulting from my voluneer s rices az specihcally
stated in the attached job descrption, will become the property ofthe United States, and azsuch, will be in the public domain and not
subject ta copyrightlaws.

| understand the health and physical condition requirements fordoing the work asdescrbed in the job descrption and atthe project
location, and certifythat the statement | have checked below is true:

O | know of na medical condition arphysical limitation that may adverse lyaffectmy ability to provide this service.

O | do know of a medical condition or physical limitation that may adwerzely affectmy abilty to prowide this service and have explained
it to .

(Name af Agency Offical)

| do hereby volunteer my services as described above, to assist in agency-authorzed work. | agree to follow all applicable safety
guidelines.

[Signature of Voluriteer) Date)

The above-named agency agrees, while thiz arangement iz in effect to provide such matenals, equipment, andfacilities thatare
available and neededto perform the serice descrbed above, and to consider you asa Federalemployee only forthe purposes oftort
claimz and injury compensation to the exient not covered by your voluntesrgroup, i any.

[Signature of Govemment Representative] {Date)

Termination of Agreement

Vaolunteer requests formal evaluation Ovese Mo Evaluation Completed

[Date]

Agreement terminated on

[Date] [Signature of Govemment Representative]

for to participate in the spechied volunieer activity sponsored
by at
(Name of Sponsonng Organizaton, if applcabls) (Name of Volunteer Duty Station)
From to
{Datg) (Date] (Parent/Guardian Sigrature) {Datg)
EmergencyContad Name Home Phone Mobile Phone Email Address
Strest Address City State Zip

GOVERNMENT OFFICIAL COMPLETES THIS SECTION

Description of SENVICE 1o De performed. IncuoE 02151Is SUCh 95 NME 4170 SCheoUE COMMITMENT, USE OF pErsonal equIpMEnL,
govemmentvehide, skills required (nate certifications if necessany), level ofphysical aciity required etc Attach the complete job
descrption andjob hazard analysis to this form. Ifthis is a group agreement, the leader is fo provioe the group name, a2 complete fist of
group partiopants to he attached to thisform, and parenial approval (above) compieted for e ach volunieer under the age of 16.

O Valid State Dmver's License O Intemational Dmver's License

Pleaze verfy thatthe volunier iz in pozsession of one ofthese documents.
D0 NOT keeo a coovof the document for his/her file.

Governmert Vehicke requred? [Yes [ONo
Perzonal Vehicle tobe uzsed? OYez [ONo

Public Burden Statement

According fo the Paperwork Reduction Act of 1995, an agency may nof conduct or sponsor, and a person is not required fo respond fo 3
collzction of information unless if displays a valid OME control number The valid OME control number for this information collaction is 0596-
0080 The fime required fo complete this information collection is esfimated fo average 15 minufes per response, including the time for
reviewing instructions, searching existing data sources, gathering and mainfaining the data needed, and completing and reviewing the collacfion
of information

The U.5. Department of Agriculfure (USDA) and U.5. Department of the Interior (USDH) prohibit discrimination in all programs and activities on
the basis of race, color, national origin, gender, religion, age, disability, poliical beliefs, sexual arientation, and marnital or family stafus. (Nof al
prohibifed bases apply fo all programs. | Persons with disabilitiss who require altemative means for communication of program information
(Eraille, large print, audiotape, etc ) showld confact USDA’s TARGET Center af 202-720-2600 (voice and TDD)

To file a complaint of discrimination, write USDA, Director, Qffige of Civil Rights, 7400 Independence Avenue, SW, Washington, DC 20250-9410
or call (800 795-3272 (voice) or {202} T20-6382 (TDD). U'SDA and U'SDI are equal opportunity providers and employers:

Privacy Act Statement
Collection and use is covered by Privacy Act System of Records OPM/GOVT-1 and USDA/QP-1, and is consistentwith the provisions of § USC
5523 (Privacy Act of 1974}, which authorizes acceptance of the information reguested on this form. The data will be used fo maintain official
records of volunfesrs of the U'SDA and USDI forthe puposes of tort claims and injury compensation. Fumishing this dafa is voluntary, howswer




Volunteer Program Forms
OF 301b: Volunteer Group Agreement (New form)

Volunteer Service Agreement—Natural & Cultural Resources Volunteer Sign-up Form for Groups
Allvolunteers that participate with an organized group on an episodic volunteer project on a unit of a public lands agency must be signed up on this form. By signing this form
you agree to the terms of the project as defined in the attached Volunteer Service Agreement and affirmed by the organization and federal agency represents. Volunteers under
age 18 must complete a Volunteer Service Agreement—MNatural & Cultural Resourcesand must be signed by the parent or guardian.

Please indicate your willingness (yes) or
unwillingness (na) for the Agency to use your photographic, video or audio images in performance of volunteer duties.

3
Project Title: Date of Project:
Group Mame: Agency:
Group Contact Mame [First, Last): Telephone: Agency Contact Name (First, Last): Telephone:
Email: Email:
. ) i Photo Release
# Volunteer Name (First, Last) Signature Telephone Number Email Address

Yes Mo




Volunteer Program Forms
ENG Form 4882-R: Volunteer Service Record

Us Army Corps
of Engineers VOLUNTEER SERYICE RECORD
(ER 1130-2-500)
MAME (Last, First Midcdie inkizl ) DATE (Vear, Month, Day)
PROJECTIOFFICE ' PREVIOUS HOURS
HOURS EQUIVALENT DOLLAR
DAY JOBTITLE LOGATION WORKED | wALUE IN §HR. VALUE

®
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Volunteer Program Forms

Standard Form 1164: Claim for Reimbursement for Expenditures on
Official Business (Volunteer’s incidental expenses)

1. DEFARTMENT OF ESTABLISHMENT, BUREAL, DIVISION OR OFFICE | 2. wOUCHER MU MEER

CLAIM FOR REIMBURSEMENT

FOR EXPENDITURES
ON OFFICIAL BUSINESS

3. SCHEDULE MUMEER

Read the Brivacy Act Statement on the back of this form. 5. PAID BY
a. MAME [Last, frst, rvicle iwtil] b. SOCIAL SECURTY MO,
. MALING ADDFESS prokede ZF Code) 4. OFFICE TELEFHONE NUMEER

4. CLAIMANT

6. EXPENDITURES (¥ fare claimed in col (g) exXceeds charnge for one person, shows in col (i) the number of additional persons wiich accompanied
the claimant )

DATE Shose appropiiate code o, [B): MILEAGE AMOUNT CLAIMED
C A - Local travel D - Funeral Honors Cetail RATE
0 B- Telephone or teiegraph, ar E - Specialty Care A0n | TPs AMD
E G - Other expenses (femizzd) ' WILE AGE FARE FER- WAl SCEL-
[Explzin axpandituras in secific dotal.) MO, OF OF TOLL FOME | LAMEQUS

MILES
fa) i iz} FRCM i) TO rel (A iz i) i




Volunteer Program Forms

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

SF-87

Federal Employee and Military Fingerprint Card - Numbered Fields are Required and

Must be Fully Completed in Accordance With The Provided Instructions.

SF HT(REV_ APRIL 2006) LEAVE BLANK TYPE OR PRINT ALL INFORMATION IN BLACK FBl
US OFFICE OF PERSONNEL LAST NAME ~ NAM FIRST NAME MIDDLE INITIAL - LEAVE BLANK
MANAGEMENT
EO. 10450 1
SIGNATURE OF PERSON FINGERPRINTED 0
2 R USDOPMOOOZ - FIPC BOYERS, PA
i
RESIDENCE OF PERSON FINGERPRINTED SERIAL NO. (OPM USE ONLY) OCA DATE OF BIRTH DOB
MONTH DAY YEAR
12
ALIASES AK_A EVEE | HAIN | MLACE OF BINTH POB
DATE SIGNATURE OF OFFICIAL TAKING FINGERPRINTS |

3

LEAVE BLANK

TITLE AND ADDRESS

SCARS, MARKS, AND TATTOOS

CLASS

POSITIONTO WHICH APPOINTED

FEBINO. FBI

REF.

DEPARTMENT, BUREAU, AND DUTY STATION (CITY AND STATE)

1. NAM

Full name in following order, LAST,
FIRST, MIDDLE. Initials are NOT
acceptable. If applicant has no
middle name, enter NMN for the
MIDDLE.

SOCIAL SECURITY NO. SOC
4

10. HAIR
Must include three letter code:

7. HGT
Must include three numeric
characters. Enter applicant’s height

in feet and inches. Do not use “or”. Color Code
Example: Bald BAL
Black BLK

for5’ 11" enter 511




Volunteer Program Forms

Standard Form 85

Revised September 1995

U.S. Office of Personnel Management
5 CFR Parts 731 and 736

Standard Form 85: Questionnaire for Non-Sensitive Positions

Form approved:

OMB Mo. 3206-D005
MSM T540-00-634-4035
85111

Questionnaire for Non-Sensitive Positions

Follow instructions fully or we cannot process your form. Be sure to sign and date the certification statement on Page 5 and the release on

Page 6. If you have any questions, call the office that gave you the form.

Puwrpose of this Form

The U.S. Government conducts background investigations to establish
that applicants or incumbents either employed by the Government or
working for the Government under contract, are suitable for the job.
Information from flus form 15 uwsed prmanly as the basis for this
mvestigation. Complete this form only after a conditional offer of
employment has been made.

Giving us the information we ask for 1s voluntary. However, we may
not be able fo complete your investigation or complete if in a timely
manner, if you don’t give us each item of information we request. This
may affect yvour placement or employment prospects.

Aurthority to Request this Informarion

The U5, Government is authorized to ask for this information under
Executive Order 10577, sections 3301 and 3302 of title 5, U.S. Code;
and parts 5, 731, and 736 of Title 5, Code of Federal Regulations.

Your Social Security Number is needed to keep records accurate,
because other people may have the same name and birth date. Executive
Order 9397 also asks Federal agencies to use this number fo help

. D Rl . [ R . [

2. Type or legibly print your answers in black ink (if your form is not
legible, it will not be accepted). You may also be asked to submit your
form in an approved electronic format.

3. Al questions on this form nmst be answered. If no response is
necessary or applicable. indicate this on the form (for example, enter
"Mone" or "N/A"). If vou find that vou cannot report an exact date,
approximate or estimate the date to the best of vour ability and indicate
this by marking "APPROX." or "EST."

4 Any changes that you make to this form after vou sign it nmst be
mitialed and dated by wyou. Under cerfain limifed circumstances,
agencies may modify the form consistent with your intent.

5. You must use the State codes (abbreviations) listed on the back of
this page when you fill out this form. Do not abbreviate the names of
cities or foreign countries.

§. The 5-digit postal ZIP codes are needed to speed the processing of

arrmr1e carrrmcterrmtermes 0 T hoa AP an it svrmrramrd oard 3o Farens 11211 ar e et =remta e




Volunteer Program Forms
OPM 306: Declaration for Federal Employment

= Form Approved
Declaration for Federal Employment OME No. 32060162

GENERAL INFORMATION
1. FULL NAME [(First. middle, last) 2. SOCIAL SECURITY NUMBER

* *
3. PLACE OF BIRTH (inciude city and state or country) 4. DATE OF BIRTH (MM/DD/YYYY)

* *
5. OTHER NAMES EVER USED (For example, maiden name, nickname, etc) 6. PHONE NUMBERS (inciude area codes)

* Day #

*

Night

Selective Service Registration

If you are a male bomn after December 31, 1959, and are at least 18 years of age, civil service employment law (5 U.S.C. 3328) requires that
you must register with the Selective Service System, unless you meet certain exemptions.

7a. Are you a male born after December 31, 19597 [I_I YES EI NO If"NO" skip 7b and 7c. If "YES" go fo 7b.
Th. Have you registered with the Selective Service System? D YES D NO If"NO" goto 7c.
fc.  If"NO," describe your reason(s) in item #16.
Military Service
8. Have you ever served in the United States military? D YES Provide information below D NO
If you answered "YES." list the branch, dates, and type of discharge for all active duty.
If your only active duty was training in the Reserves or National Guard, answer "NO."

From To

Branch SRR T Type of Discharge

Background Information

For all questions, provide all additional requested information under item 16 or on attached sheets. The circumstances of each event
you list will be considered. However, in most cases you can still be considered for Federal jobs.

For questions 9.10. and 11, vour answers should include convictions resulting from a plea of nolo contendere (no contest). but omit (1) traffic




"F‘-"l"STEM AUTHORIZATION ACCESS REQUEST (SAAR)

PRI CY ACT STATEMENT

B UTHORITY: Executive Order 10450, 9397 ; and Public Law 93-474 the Computer Fraud and Abuse Aot

FRIMCIFAL PURPOSE: To record names, signatures, and otheridentifiers forthe purpose of walidating the tustworthiness of individuals ne questing
access to Deparment of De#knse (Do O) systems and information. HOTE: Records may be maintained in both electronic
andfr paper form.

ROUTIME USE 5: Mone.

OISCLOSURE: Disddosure afthis info mmation is wlunt@any; howewer, Bilure to provide the requested information may impede, delayor

prewent further processing ofthis request.

SYSTEW MAWE (Plalfor or Applicalions) [ LOCATION fPhrysical Locadion of Svskd )

TYRE OF REQUEST TATE rrr v o0
[INTIAL | |MODIFICATION | | DEACTIGATE USER I

| FART I (T be cof pleded by Fequestor]

DD Form 2875: System 1. MAME (las, Fir, Middke inibial) . ORGANIZATION

. N 3. OFFICE 5'hiBOLCEP ARTMWENT 4 PHOME {0 fior Chosie emiall
AUthorlza‘tlon AcceSS f OFFICIAL EhAL ADDORESS . JOB TITLE AND G RADERANE
Request Y. OFFICLAL MAILING ADDRESS 8 I_EITZENSHIF o Q.D\ESIBNATIDN DE.ERSDN
Ls FH | MILITARY ChILLAN

(To obtain access to - S

0 WA TRAINNG ARND AARENESS CERTIFICATION RECLIRBEWENTS fCom p.'eie a5 eq wired for e o
| hawe completed Annual nformation 2w areness Training. DATE (v son)

Trusted ASSOCiate 11. USER SIGHATURE [— 12. DATE (¥¥ ¥ravmion)

SponsorSh | p Syste m) PART Il- ENDORSEMENT OF ACCE 55 BY INFORMATION O'WNER, USER SUPERVISOR OR GOVERNMENT 5PONSOR (Findividual iva

coftrador - pmvide cof pany fame, comtac ravier, amd date of aondact expiaton iy ool 16.)

12 NICTIEICATIORM EOE o TEC ©

14, T¥PE OF ACCESS REQUIRED:

AUTHORIEED PRMLEGED
15. LUISER REQUIRES ACCESS TO: [ ] uNCLASSIFIED [] CLASSIFIED (Speciy categony)
] OTHER
16 . %ERIFICATION OF NEED TO KNOWY 16a. ACCESS EXPIRATION DATE f@nﬁcbmmuﬂspeuﬁr COM‘FE.’?}" Nl e,
i i i Condract i ber, Expiafon Oake . U= Block 27 §meeded.)
| certifythat this user requires acce 55 35 requested.
17 SUPERWSOR'S NAME (Frint Mase) [ 18 SUPERMSOR'S SIGHATURE 19. DATE (" vIIAO0)

20 SUPERSASO RS NRGAMTAT IO MYOED ARTHAE HT oo cHipEmh AC A fe Cadnll anmoCEe e 20b. FHOME N UMEER

_E! lEENJ&TURE OF INFORWATION OW'NERFOPR - 21a. PHONE NUMBER 21b. DATE (v o




Volunteer Program Forms
ENG Form 4883: Certificate of Appreciation

United States Army
Corps of Engineers

Certificate
mof Appreciation

Presented to:

In appreciation and recognition of your
generous contribution.

ENG FORM 4883, SEP2012  PREVIOUSEDITIONS ARE 0BSOLETE : Proponent CECYE O (EF 1 430-2-500)

®
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Resources: NRM Gateway

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

Volunteer Program

Headgquarters POC

Corps projects offer many volunteer opportunities in recreation and natural resources management. Volunteers can serve as park and
campground hosts, staff visitor centers, conduct programs, clean shorelines, restore fish and wildlife habitat, maintain park trails and
tacilities, and more. Corps personnel can recruit their own volunteers or get help from the Volunteer Clearinghouse,
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
Volunteer Clearinghouse to submit their volunteer projects on-line.

# Policy & Procedures # News / Current Issues

# Volunteer Forms ¢ FAQs

# Program History # Good Enough to Share

# Training # Volunteer Clothing. Posters, and Brochures

# Volunteer Clearinghouse # Volunteer Plans and Handbooks

# Related Sites # Background Checks/Volunteer Computer Access
# National Public Lands Day # Division & District POCs

# Take Pride in America @ Corps Photo Album for Volunteers

sl BUILDING STRONGg,



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

Resources: Volunteer Brochure

Who Can Volunteer?

You are eligible to volunteer with the U S.
Army Corps of Engineers if you are:

e AU.S. citizen or a legal alien (permanent
resident), or foreign exchange student with
J-1or F-1 student visa

s 18 years or older

« Anyone under age 18 may participate with
written consent from a parent or guardian.

Many volunteer positions do not require prior
experience, but let us know if you have an
area of expertise.

How to Volunteer

Contact a nearby Corps lake visitor center
or office and talk to a park ranger to

leam more. You can also call1-800-VOL-
TEER (1-800-865-8337) or visit the Corps
Volunteer Clearinghouse website anytime at
corpslakes.us/volunteer if you are interested
in volunteering with the Corps.

The Clearinghouse serves as a nationwide
link, pairing up skilled, enthusiastic volunteers
with Corps employees who need your
services. Callers should be ready fo provide
information about your inferests, talents,
dates available, and locations you may want
to volunteer.

When Can You Volunteer?

Volunteer opportunities are available for a day,
a weekend, or long-term. Positions range from
office work to vigorous physical outdoor labor.

You may work part time or full time, anytime of
the year.

“You can also find opportunities at www.
volunteer.gov, where you can apply directly
online for a position. To find out more about
a particular location, visit www.corpslakes us

US Army Corps
of Engineers =

VOLUNTEER OPPORTUNITIES

*ORPS OF ENGINEERS

o .~ o @ valuable rale in helping
the U.S. Army Corps of Engineers care far

the environment and provide high quality
recreation opportunities. Each year, people
like you give their time, expertise, and
resources to serve millions of visitors who
enjoy Corps-managed lands and waters

The Corps of Engineers is the nation’s largest
federal provider of outdoor recreation. with
stewardship responsibilities over 12 million
acres at 404 lakes and rivers projects located
in 43 states. Our volunteers are people who
want to give back to their communities and are
interested in the work of the Corps’ natural
resources management program

'OLUNTEER OPPORTUNITIES

Why Volunteer?

People volunteer for many reasons. Some
like the flexibility volunteering allows, while
others want to make a difference, or want to
gain news skills/experience.

Volunteering with the U.S. Army Corps of
Engineers is a great opportunity to

e Meet people and form new friendships
« Explore and live in new places .
« Work in beautiful outdoor settings What Can You Do?
¢ Provide community service You will become part of a team of more than a
* Increase your career options half million volunteers who, in the last decade,
e Eam college credits with internships have served more than 15 million hours worth
« Enjoy free camping while serving $300+ million
|
¢ Have fun How our volunteers help:
Where can you serve? Recreation =
) « Build and maintain trails
Corps lakes and river projects are located « Serve as campground/visitor center hosts
throughout the United States. Visit www: « Conduct educational programs and tours
corpslakes.us to find a lake near you. « Develop and build displays
« Maintain facilities
¢ Collect fees

Natural Resource Management
s Remove invasive species
« Plant native vegetation
« Build and install wildlife/fish habitat
s GlS/Mapping
+ Remove frash and debris
Administration
« Write or edit materials for publication
+ Photography
o Computer/database entry

....And so much morel




Resources: Corps Lakes Photo Album

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

Corps Lakes Photo Albuwm

gf;l;“:sgfsms Take a virtual trip of our lakes)

Corps Lakes Gateway > Corps Photo Album - How fo get photos added?

Volunteers

Select a Corps of Engineers Lake ¥ | Select an Activity

Photo by: Eric Haslkell

Phato by: Mary Margaret Lewis

USACE Volunteers in Action- 2nd place
USACE Volunteers in Action- 1st Place

Photo by: Robert Carr

USACE Volunteers in Action- Honorable Mention



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

Resources: Volunteer Clearinghouse

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

l_'l_ ;"",: .,! 110
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T | HEADQUARTERS
Us Army Corps of Engineers Search HQ USACE

@

A ABOUT BUSINESSWITHUS MISSIONS LOCATIONS CAREERS MEDIA LIBRARY CONTACT

HOME = MISSIONS = CIVIL WORKS = RECREATION = VOLUNTEER CLEARINGHOUSE

Volunteer Resources

Volunteer Clearinghouse

Volunt

Welcome to the U.S. Army Corps o
which is the steward of almost 12 millio

Volunteer Opportunities care for recreation facilities and natural rgs

o N
Volunteers in Action | \‘_'\g

The Volunteer Clearinghouse serves C ers with

Contact Us Park Rangers at lakes and waterways that need the € 5 info pout the
volunteer program and directs people to the point of contact, a Park F r, at the lake @

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
Water Safety help find volunteers. Volunteer coordinators that need volunteers can send their volunteer vacancies to
the Clearinghouse to be listed on the website.

Corps Lakes Gatewa
P Y Volunteer opportunities include:

USACE Natural Resources ®

~ Education Foundation + Camparniind Haet -


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

hgmeergov Resources:
www.Volunteer.gov

V] Volunteergov

WELCOME EVERTS CONTALT

Oppenunity Deseriptien:

MATION WIDE VOLUNTEER STATS

£ Veluntess Fate (3

Wi Date

COppenunity Deseription:

Dates

fivilies

PRorand Dahe Dttty Liud

or Vgl our mep



http://www.volunteer.gov/

Resources: TASS Applicant
and TA User Guides

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

Defense Manpower Data Center (DMDC)

Trusted Associate Sponsorship System
(TASS)

Trusted Agent User Guide

(TASS TASM/TA User Guide)

Wersion 400
March 2013

Prepared by
The De®nse hBanpower Data Canter

56

Defense Manpower Data Center (DMDC)

Trusted Associate Sponsorship System
(TASS)

Applicant User Guide

Wersion 400
harch 2013

Prepared by
Defence Dlavporarer Data Capiter



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

Recap Questions

True of False:

Volunteers are allowed to operate gatehouses and
collect recreation fees.

True

®
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Recap Questions

True of False:

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

False

®
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Recap Questions

What are volunteers NOT allowed to do?

Enforce Title 36

®

59 BUILDING STRONGg,




=Ry

Recap Questions

Volunteers CANNOT be:

non-U.S. citizens.

non-violent prison labor.

persons arrested and awaiting trial for a
violent crime.

paid for vehicle mileage.

®

60 BUILDING STRONGg,




	Volunteer Program
	The Corps Volunteer Program
	Why You Need Volunteers
	What Volunteers Can and Can’t Do
	Basic Job Design Questions
	Creating Strategic Volunteer Jobs
	Motivating your Volunteers
	Volunteer Program Authorities
	Volunteer Program Guidance
	Legal Alien/Permanent Resident Volunteers
	Background Check Procedures
	Background Check Procedures
	Computer Access for Volunteers
	VOLAC Requirements
	VOLAC Procedures
	VOLAC Procedures
	VOLAC Procedures
	VOLAC Responsibilities
	Slide Number 19
	Background Check/VOLAC Flow Chart
	Slide Number 21
	Slide Number 22
	Volunteer Clothing
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Food/Beverage Purchases
	Volunteer Safety
	Volunteer Appreciation
	Volunteer Appreciation
	Slide Number 31
	Reimbursable Expenses
	Volunteer Frequently Asked Questions
	Volunteer Frequently Asked Questions
	Civilian Inmate Labor Program
	Volunteer Reporting for OSHA
	Volunteer Reporting in OMBIL
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Volunteer Program Forms
	Volunteer Program Forms
	Volunteer Program Forms
	Volunteer Program Forms
	Volunteer Program Forms
	Volunteer Program Forms
	Volunteer Program Forms
	Volunteer Program Forms
	Volunteer                       Program Forms 
	Volunteer Program Forms
	Resources: NRM Gateway 
	Resources: Volunteer Brochure
	Resources: Corps Lakes Photo Album
	Resources: Volunteer Clearinghouse
	Resources: www.Volunteer.gov
	Resources: TASS Applicant                               and TA User Guides
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60

