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CONTACT:
For assistance contact Human Resources at 471-5026.

	
PURPOSE

This document specifies the policy and procedures for utilizing the services of volunteers and unpaid interns in the Nebraska Department of Education.




POLICY – Volunteers, unpaid interns, and state officers of Nebraska’s career student organizations (hereafter student officer) must serve under the direction of a designated supervisory staff member.  Volunteers, unpaid interns, and student officers are not NDE or State of Nebraska employees or contractors; they do not represent NDE or the State in carrying out their activities; they do not receive compensation for their volunteer activities; and they are not eligible for any of the benefits available to State employees or contractors.  The relationship can be terminated at any time by either the volunteer/unpaid intern/student officer or NDE.

PROCEDURES – Prior to the start of the activity, the designated supervisory staff members must ensure that the following tasks are completed:

1) Orientation

· All volunteers, unpaid interns and student officers will be oriented to NDE’s drug-free workplace, sexual harassment, and Acceptable Use (as applicable) policies by Human Resources.

· If the work or activities will include access to confidential information, the designated staff member must discuss confidentiality requirements prior to access being granted.  Volunteers and unpaid interns placed in Vocational Rehabilitation must also sign their Confidentiality Agreement.
2) Form completion
· The form entitled Volunteer/Unpaid Intern/Student Officer (Appendix A) must be completed prior to the start of the activity and signed by the volunteer/unpaid intern/student officer, the designated supervisory staff member, and the Leadership Council Member (LCM).

· Copies of the form must be provided to all signers, and the original must be forwarded to the Human Resources Office (HR) for filing.

· If the schedule of activity is extended beyond the dates indicated on the form, the designated supervisory staff member must report that change to all signers and to a HR staff member, who will note the change on the form.
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DEFINITIONS – For the purpose of this Administrative Memorandum, the following definitions apply:

Volunteer – An individual or other entity not employed by, or under contract with, NDE who offers free services to the agency.

Career Student Organization State Officer – A high school student who is elected to a leadership position of a Nebraska Career Student Organization.  These organizations include: DECA; Future Business Leaders of America (FBLA); Family, Career and Community Leaders of America (FCCLA); Future Educators of America (FEA); FFA; Health Occupations Students of America (HOSA); and SkillsUSA. 

Unpaid Intern – A college or university student not employed by, or under contract with, NDE who serves in a temporary capacity in an unpaid role for the purpose of fulfilling course requirements or gaining additional experience.

