Defense Contract Management Agency

Student Career Experience Program

Participation Agreement
Student’s Name                                                                   Date
Purpose
The Defense Contract Management Agency (DCMA) Student Career Experience Program (SCEP) is one of the tools DCMA uses to support the recruitment, selection, development of entry-level employees, to rebuild a viable professional workforce in the future. The desire is for SCEP employees to transition into the Keystone (intern) Program for further development to the journeyman level. A formal Memorandum of Agreement is required between DCMA, the school, and the student that outlines the responsibility of all. Students will complete and submit the SCEP Application form along with a resume to the DCMA recruiter for processing. This application must be signed by a representative of the school, DCMA, and the student. 
Applicability
This guideline applies to all DCMA Headquarter elements, including Centers, DCMA Divisions and Contract Management Offices (CMO), and their subordinate offices. DCMA Human Capital Investment Center (DCMA-HCIC) will serve as DCMA’s primary resource for SCEP information and data.  
Student Eligibility & Selection

A SCEP student must:
· Be a citizen of the United States

· Be in their last two years of a four-year program and must be in the process of seeking a baccalaureate or graduate degree in a field of study related to the SCEP position
· Must receive satisfactory security clearance by the security office
· Be in compliance with DCMA’s policy on nepotism

A DCMA activity may appoint students who:

· Are recommended by the school’s professional practice or career experience program

· Are in good academic standing

· Meet qualifications standards of the position
· Enrolled at least half-time as determined by the school
· Course of study is related to work series 
· Maintain a minimum 2.5 overall GPA and are making reasonable progress towards the successful completion of a formal program at an accredited academic institution

· Are enrolled at least in a half-time course load as defined by the  accredited institution 

Requirements of Initial Employment

Student trainees with no previous related education or experience may qualify as described below. 

	Grade Requirements

	Grade
	Level of Education

	GS-3
	Completion of 1 year of post-high school study

	GS-4*
	Completion of 2 academic years of post-high school study or associate's degree

	GS-5
	Completion of 4 academic years of post-high school study leading to a bachelor's degree

	GS-7
	Completion of 1 academic year of graduate-level education or bachelor’s degree with superior academic achievement

	GS-9
	Completion of 2 academic years of graduate level education, a master’s degree or  equivalent graduate degree

	*Typical entry for the DCMA Student Career Experience Program is at the GS-4 level. 


Special Provisions for Student Trainees with Previous Related Education or Experience
For both initial appointment to and concurrent with the conversion from a student trainee program, the applicant's previous education and/or experience (both student trainee and non-student trainee experience) will be evaluated using the qualification standard for the target position to determine whether it is creditable. If any portion of the education or experience meets the requirements in the qualification standard for the target position, then both initial appointment and conversion may be made at the highest grade level for which the applicant is qualified and eligible. 
Requirement for Promotion 
Student Trainees may be promoted to higher graded trainee positions based on their Federal Government student trainee work experience, as follows:

· To GS-4: 

1. Completion of 1 academic year (30 semester hours) of study and two periods (640 hours) of SCEP trainee work experience, or 

2. Completion of 1 ½ academic years (45 credit hours) of study and one period (320 hours) of SCEP trainee work experience.
· To GS-5: 

1. Completion of 3 academic years (90 credit hours) of study leading to a bachelor's or higher degree and one period (320 hours) of GS-4 student trainee work experience; or

2. Completion of 2 ½ academic years of study leading to a bachelor's or higher degree and the equivalent of 6 months (at least 960 hours) of GS-4 SCEP trainee work experience.
· To GS-7: 

Completion of 4 academic years of post high school study (or all the requirements) for a bachelor’s degree and completion of one period (320 hours) of GS-5 SCEP trainee work experience.

· To GS-9 

Completion of 1 academic year of graduate level education and completion of one period (320 hours) of GS-07 SCEP trainee work experience.
Student Pay & Benefits
· Students may enter at the grade level commensurate with experience and education
· Students in the SCEP are eligible for both health and life insurance coverage as long as they are expected to be employed under this appointment authority for at least one year and are expected to be in a pay status for at least one-third of the total period of time from the date of their initial appointment to the date of the completion of the program.  The cost of the premiums is split between the employee and the agency, as for all permanent employees
· Students will accrue and be entitled to receive sick leave, annual leave, and holiday leave

· Students in the SCEP with less than 5 years of prior civilian service are generally covered by the Federal Employees Retirement System (FERS)

· SCEP employees are not eligible for tuition assistance or the DCMA Centralized Development Program

SCEP Work Assignments and Supervision
· The incumbent serves as a trainee in one of DCMA’s 800 locations
· The position covered by this document is developmental; thus the incumbent performs a variety of basic assignments designed to augment his/her formal university education

· As part of the SCEP program, the participant will gain experience in a variety of activities associated with his/her specific degree program

· A set of specific learning objectives will be developed between the individual, school, and DCMA designed to further the individual’s development

· A training plan will be developed for SCEP employees that include on-the-job training and computer based courses. However, funding for tuition or travel is the responsibility of the local office. No funds are provided from a central program for SCEP training. 
· The SCEP employee will be supervised by a higher-graded staff, who will provide work assignments with specific instructions, including sources of information, techniques to be used, results expected, and timeframes for completion of work.  Feedback will be provided to the student on a frequent basis. 

· SCEP employees will be evaluated by their supervisors in accordance with written performance standards. The student bears responsibility for providing the evaluation to the college or university as required.
Retention

· Students must maintain a “fully successful” rating. Students who fail to do so may be given the opportunity to improve or may be separated from the program.
· Students may be terminated from the SCEP at any time for the following reasons:

1. Failure to maintain academic standing of the school; conduct and work performance standards of the Agency

2. Failure to maintain a Fully Satisfactory performance level related to DCMA work experience.  Student trainees failing to meet these standards will be advised of areas needing improvement.  If no improvement is shown, after discussion between the School and the Agency, upon notification the student will be separated from the DCMA
3. Discontinued enrollment in the academic institution (of more than one semester) before completing required degree requirements

4. Failure to meet suitability and security requirements

5. Administrative directive (e.g., reduction in force, reduced budget)
6. Failure to meet standards set by the academic institution
· A Student Trainee who is terminated for any of the above reasons cannot be reassigned non-competitively to another position

· Extenuating circumstances will be handled on a case-by-case basis by DCMA, Director, Human Capital Investment Center
· Separations will provide no right of appeal to the Office of Personnel Management, except in rare cases of a veteran who completes one year of current continuous employment
Requirements for Non-Competitive Conversion
· A SCEP student is eligible for non-competitive conversion to a career-conditional appointment and will be considered for permanent employment with the Agency in the field of work in which training was received. Permanent appointments will be made at the highest level for which the Student trainee qualifies, in accordance with the DCMA Qualifications Standard for Schedule B Student Trainee Positions.
· To be eligible for non-competitive conversion at the GS-7 level, students must have satisfactorily completed one work period (320) hours at the GS-5 level and must have performed at least 640 hours of work related to their academic studies. Activities may also promote students non-competitively using this standard immediately prior to conversion

· When converting students, the following conditions must be met:

1. Students must meet the qualification standard for the position, including any minimum educational licensing, or certifications requirements; however, students who are converted at the same level as their final student trainee grade need not meet any length of experience for that grade level

2. The position must be in the field, or a related field, for which the students where trained

3. Students must meet all the program requirements, including 640 hours of work experience as a student trainee prior to completion of the degree program

4. Student must agree to sign a Conditions of Employment (COE) Agreement
5. Conversion must be completed within 120 days of degree completion.

NOTE: DCMA may waive 320 hours of the 640 hour minimum service requirement if a student enrolled in an accredited college or university completes 320 hours of career related work experience under a Student Educational Employment Program appointment and has demonstrated high potential, as evidenced by outstanding academic achievement and exceptional job performance. 
Agreement Modifications, Effective Date, and Termination

· The school and the Agency will consider any amendments proposed by either party to the terms of the Agreement and by mutual consent. Changes to any Office of Personnel Management regulations or law necessarily become effective without modifications. The Agency will advise the School of such changes as soon as possible and, if substantive, changes will incorporate in the Agreement as soon as practical

· The Agreement becomes effective upon signature by all parties and will continue indefinitely unless terminated in writing. 
Student Career Experience Program

Participation Agreement
The following parties agree to the terms and conditions contained in this participation agreement:  

_____________________________________
________________________
Student’s Name (Print)




Date
_____________________________________

Student Signature

Students may select from the following work schedules:  (please check one)

Full time or Alternating:  Work one semester and attend classes the next    ______________

Part-time or Parallel:  Attend work and school concurrently                           ______________

Combination:  Work only during summers and holidays

                  ______________

Educational Institution Name: ______________________________________





Name of School Official (Print): _____________________________________
Signature of School Official:     _____________________________________

Telephone No. of School Official: ___________________________________
E-mail address: __________________________________________________

Date: ___________________________________________________________






____________________________________          
_____________________
DCMA Supervisor Signature



Date
DCMA Office ________________________
_____________________________________
          _____________________

HQs Keystone Program Manager

          Date

(703) 428-1556 - Fax

Equal Employment Opportunity: Full consideration will be given to all qualified applicants without regard to race, color, creed, religion, national origin, sex, age, disability, or political/personal favoritism.
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