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Preface


This handbook provides information on general operating practices and procedures for the National Aeronautics and Space Administration (NASA) Cooperative Education Program (Co-op Program or Program) at the John F. Kennedy Space Center (KSC).  

Please note that the terms “co-op,” “student,” and “employee” are used interchangeably to denote the following: a currently enrolled college student, participating in an official cooperative education program with an affiliated university/college and NASA KSC.  This student has met all participation requirements for his/her university/ college and KSC.

Questions regarding the Co-op Program should be referred to the Human Resources Office:

NASA

Mail Code:  BA-C

KSC, FL  32899

321-867-4194 (office)

321-867-2454 (fax)

Introduction


The Co-op Program 

KSC's primary objective in maintaining the Co-op Program is to introduce a number of students into the workforce to familiarize them with activities of the Center and their selected profession.  The Program provides college students on-the-job training that supplements their academic knowledge and increases their ability to perform in a professional position upon graduation.   The Co-op Program also acclimates the students to the KSC culture, work ethnic, and processes to more efficiently and smoothly transition them from the academic arena to the work place. 
Students are recommended to us by their university/college Cooperative Education Office or Career Service Office, as well as recommended by our managers through attendance at career fairs, campus visits, and interviews.  Those selected to participate in our Co-op Program perform work related to their academic major under the guidance of professional mentors.  Co-ops are provided progressively increasing responsibilities each work period.  Assignments are in various organizations, including:  Space Shuttle Processing, Spaceport Engineering and Technology, International Space Station and Payload Processing, Expendable Launch Vehicles and Payload Carriers, Safety & Mission Assurance as well as support organizations.  To learn more about KSC’s mission and objectives, please visit our www site:  http://www.ksc.nasa.gov/
The Program employs students from more than 40 participating colleges and universities throughout the United States (See Appendix A).  Normally, students enter the program in the late freshman year or the beginning of the sophomore year.  They begin with a work period at KSC and alternate academic periods and work periods until their senior year.  Depending upon the institution, the senior academic terms are consecutive.  We also consider students who are in their senior year of school in pursuit of their undergraduate degree and desire to co-op throughout pursuit of their graduate degree.


An example of an alternating work/school schedule is as follows:

· Spring 2002:

Fulltime work

· Summer 2002

Fulltime college enrollment

· Fall 2002: 

Fulltime work

· Spring 2003:

Fulltime college enrollment

· Summer 2003:

Fulltime work

· Fall 2003:

Fulltime college enrollment

· Spring 2004:

Fulltime college enrollment/Graduate

While successful completion of the program and graduation from college are prerequisites to career conditional appointments, they do not guarantee automatic conversion from co-op to permanent employment.  Other factors, such as NASA's workforce skill requirements, full-time equivalent (workforce) organization ceilings at the time of graduation, and the student's employment and academic performance directly contribute to conversion decisions.  KSC will present students with one or more of the following options upon the successful completion of their academic curriculum:

· Convert to a permanent position with NASA, KSC

· Participate in a 120-day extended work period as a Co-op 

· Continue education as a graduate level student 

· Terminate/separate (If conversion is not an option)

Between initial enrollment and possible conversion, each co-op will have the opportunity to safely explore the aerospace industry; sample and prepare for the professional workplace; and develop their own skill sets under the guidance of the brightest scientists, engineers, and project managers in the United States.  

Admission Requirements 


Students selected for the Co-op Program are expected to be of the highest quality, demonstrating excellence in academia and reflecting high potential.  Successful co-ops are coachable, disciplined, and above all, interested in learning new things.  Students who are enthusiastic and take initiative typically benefit more from their experience at KSC.

Each candidate must satisfy the standards designated by the institution's cooperative education program (please consult your school’s Cooperative Education Office for more details).  In addition, students must meet the following basic KSC program guidelines: 


Academic Requirements:

· Enrollment in a participating educational institution's cooperative education program

· Recommendation for a co-op position by the authorized staff official of the institution

· 2.9 or higher cumulative grade point average (GPA) on a 4.0 scale 

· Completion of 2 full years of academic study is strongly encouraged 

Personal Requirements:

· Documented United States citizenship

· Minimum of 16 years of age at time of entering on the first work period

· Successful completion of a background investigation

· Satisfactory compliance with physical standards required for the position and if necessary pass a physical examination

Work Requirements:

· Ability to complete a minimum of 2 alternating semesters of work experience at KSC - prior to completion of degree requirements.

· Ability to graduate within 6 work terms; not to exceed 3 semesters of Leave Without Pay status.

Please consult the KSC Co-op Coordinator at (321) 867-4194 with any questions regarding admission requirements.

Position Details


Type of Appointment


Co-op students are given Schedule B appointments in the Excepted Service. This type of appointment means that co-ops are eligible for non-competitive conversion to full- time employment after successful completion of their college curriculum.  Note:  This does not mean that conversion is guaranteed or implied.  Non-competitive conversion is advantageous for co-ops because it eliminates having to compete for a position as an external applicant.

For more details on Schedule B appointments in the accepted service, please consult the Office of Personnel Management (OPM) website: http://www.opm.gov/.

Attendance (Tours of Duty)
On the first workday, the supervisor will inform the student of his/her specific tour of duty.  Possible tours of duty are listed below.  Please note that the supervisor will set the tour of duty based on work requirements, not personal preference.

· Standard Tour of Duty:  The standard tour of duty is for individuals who will work a regular daily schedule of 8 hours (i.e., 7:30 am to 4 pm, 8 am to 4:30 pm, 8:30 am to 5 pm).  

· Flexible Work Schedule (FWS):  Employees may request to be placed on a FWS versus a standard tour of duty.  A FWS is comprised of working during the core hours of 9 a.m. to 3 p.m.  FWS allows for a varied work tour.  Individuals must, however, work 40 hours a week and report to work during the core hours identified.  Any time less than 40 hours a week worked or any leave taken during the core hours must be documented as annual leave or sick leave.  Credit hours may be earned during the workweek.  Credit hours are hours in excess of a 40-hour workweek, which an individual elects to work.  Credit hours are banked for use at a later time.  There is no limit to the number of credit hours earned; however, the maximum limit to carry over from pay period to pay period is 24.  There is no way to “restore” lost credit hours.

· 1st 40:  This work tour is assigned to employees whose work schedule requires crossing over multiple shifts on a recurring basis.  

Students who resign from the Co-op program are compensated for any unused Annual Leave, Flex Time, and Compensatory Time, providing all other obligations to KSC are met. 
Holidays

The Federal government offers its employees 10 paid holidays each year.  These holidays are not floating; they are set.  For your reference, KSC Form 13-57 indicates all holidays throughout the calendar year.  You will be paid for these holidays when they occur during your work tour.  As a general rule, if a holiday falls on a Saturday, it's observed the Friday prior; if it falls on a Sunday, it's observed the following Monday.

Holidays are automatically marked on the electronic timecard. 

Time Cards and Paychecks

Students track their starting and ending time each day on an electronic timecard.  Paychecks are issued by direct deposit (mandatory) biweekly.  For reference, KSC Form 13-57 indicates all paydays throughout the calendar year.  Federal taxes, retirement, social security, and any elected health and life insurance will be automatically deducted from your paycheck.

A leave and earnings statement, a summary of the current pay period that includes such information as year-to-date earnings and leave status, is delivered to the employee’s mail code the Friday prior each payday (Tuesdays).  

Salary Compensation 


Initial Appointment salary is based on the student’s level of education as reflected in the below matrix.  An official pay scale can be found at the Office of Personnel Management (OPM) website: http://www.opm.gov/oca/payrates/index.htm.  
Qualifications for Initial Appointment

Clerical and Technician

	Grade
	Level of Education

	GS-1
	High School Student

	GS-2
	High School Graduate/Equivalent

	GS-3
	Complete 1 Year of Study Post High School

	GS-4
	Complete 2 Years of Study Post High School


Scientific & Engineering and Professional Administrative

	Grade
	Level of Education

	GS-4
	College Sophomore

	GS-5
	College Junior

	GS-6
	College Senior

	GS-7
	Completion of Undergraduate Degree

	
	

	
	


Leave/Time Off

Annual Leave:  Employees may accrue and maintain up to 30 days of annual leave in escrow for an indefinite period.  The amount of annual leave accrued per pay period, while in work status, is in accordance with the employees years/length of Federal service:

· 0-3 years:
earn 4 hours of annual leave each pay period (equivalent of 13 days per year)

· 3-15 years:
earn 6 hours of annual leave each pay period (equivalent of 20 days per year)

· 15+  years:
earn 8 hours of annual leave each pay period (equivalent of 26 days per year)

Annual leave may be used for vacation, personal, or emergency purposes.  Prior to using any annual leave, the supervisor must be notified, utilizing OPM Form 71, “Request for Leave Or Approved Absence,” and approve.  Annual leave is used in one-half hour increments minimum.  Earned annual leave can be transferred between Federal agencies.  

Sick Leave:  Co-ops earn 4 hours of sick leave each pay period, while in work status, which may be used to cover absences caused by sickness or by need for medical, optical, or dental appointments during duty hours. There is no maximum accrual of sick leave.  If incapacitated for duty due to illness, co-ops are expected to call their supervisor by 8:30 a.m. to explain their absence.  Sick leave is charged in one-half increments.  All earned sick leave can be transferred between agencies.  Unused sick leave is not paid upon exit from the Program.

Leave Without Pay: Leave Without Pay (LWOP) is defined as any extended work period of time when an employee is not working and not receiving pay.  This period of time describes the employment status of co-ops when they are in the academic phase of the program.  Students are placed in a non-pay status the next following business day and are carried in this status until the day they return to duty for another work period or until the first day of duty following conversion to a full-time position, as appropriate.  

Benefits can be continued during this phase as explained in the benefits section of the handbook.  Normally, students will not be carried in a LWOP status in excess of 12 months after their last work period.  Students are eligible for up to 6 months of LWOP each year before it changes their service computation date, which indicates the first day of eligible federal employment for benefits and retirement purposes.  LWOP may also be used in an emergency during a work tour, if your supervisor approves it.

Military Leave:  Co-op students who are members of reserve components of the armed forces are entitled to Military Leave.  Military Leave, not to exceed 15 calendar days in a calendar year, may be granted on presentation of the order to active duty for training.  Students in a LWOP status are not eligible for Military Leave.

Safety Hazard/Injury


Safety is a major focus at KSC, and is built into the Center’s Implementation Plan:


“Assure that safe, sound, and efficient practices and processes are in place for privatized/

commercialized launch site processing” (Goal 1) 

NASA begins its core values with safety:


“NASA’s mission success starts with safety.  A commitment to safety permeates everything


we do.  We are committed to protecting the safety and health of the general public, the NASA 

workforce, and our high-value assets, on and off the ground” (NASA’s Core Values).

All NASA/KSC Civil Service employees who become ill due to an occupational incident or are injured on the job must notify their supervisor immediately and report to one of the KSC Occupational Medicine Clinics, staffed by KSC physicians and nurses, for evaluation unless the illness or injury requires immediate evacuation to a hospital.  The Occupational Health Facility (867-3346), in the Industrial Area, is open Monday - Friday, 7 am to 5 pm; the Launch Area Clinic (867-3360), in the Multi Function Facility, is open Monday - Friday, 7 am to 3:30 pm; the Spaceport Area Clinic at the KSC Visitor Complex (867-2776) is open every day except Christmas, hours are seasonal.  For additional information concerning on-the-job illness and injuries, contact Mae Hafizi at 867-8229.  In case of an emergency, dial 911.

Conduct


Standards of Conduct

NASA expects co-ops to conduct themselves in an appropriate manner during work hours and while away from the worksite.  The Standards of Conduct Handbook, which is available for review on-line at:  , addresses the regulations concerning the ethical standards of conduct required of all NASA employees.  This handbook covers topics such as outside employment, use of government property, and acceptance of gifts, gratuities, or entertainment.  

Strict compliance with this handbook is mandatory.  Breaches of these Standards of Conduct can result in disciplinary actions, including immediate termination.

Examples of misconduct include, but are not limited to the following:

· Poor or disruptive attitude: 
· Any behaviors that negatively influence other employees 
· Any behaviors that disrupt or inhibit daily work functions

· Inability to receive constructive criticism or performance review

· Deceit or fraud:

· Any intentional misinformation or distortion of the truth

· Any unauthorized alteration of government property

· Falsifying time and attendance records

· Intentional underperformance

· Failure to maintain professional demeanor and courtesy: 

· Any disrespect of public or other employee

· Use of inappropriate language or gesturing

· Misuse of government property or time

· Lack of self-discipline or discretion

· Divulgence of sensitive information or material to any unauthorized party

· Inability or unwillingness to follow directions

· Use of federal position for profit or personal gain (e.g. bribe or favor)

Appearance  

Appearance plays an important role in the workplace, indicating a professional demeanor, and subsequently, a level of seriousness of quality work.  KSC expects all of its employees to be prepared to interact with customers, whether internal or external, and understand the value of a professional appearance.  

Dress is generally semi-casual.  Women can be expected to wear dress pants or skirts, and men can expect to wear slacks, a dress shirt or polo shirt.  The most general exception to this rule is for co-ops assigned to more visible areas or attending meetings representing the organization, and therefore, may need to dress more professionally (dress slacks and shirt with tie).  Dress requirements vary greatly from organization to organization.  Students may inquire with their mentor or supervisor for dress standards in their area.  

Outside/Other Employment


In many instances, co-op students work while at school in addition to being assigned as a KSC employee.  Even though the co-op is not physically at work, he/she is still technically a NASA Federal employee.  It is the responsibility of each co-op to inform the Co-op Coordinator in writing of any potential employment that may be considered a conflict of interest prior to accepting the new position.  This is necessary to avoid any conflict  involving a NASA contractor or subcontractor.  Depending on the position detail, it may be to the benefit of the student to gain approval from KSC's Chief Counsel.
Prior to accepting any other federal position students must consult the KSC Co-op Coordinator for details on transitioning their appointment.  It is critical that students not begin working at another agency while still employed with NASA, KSC.

Screening Periods 


Work periods are intended to serve as screening periods during which student’s strengths and weaknesses are observed and assessed.  Where necessary, students are assisted in improving their performance. Students who fail to meet KSC performance standards will be terminated.  Marginal performance will be a basis for termination during any work period.


Performance and Promotions

Work Performance

Co-op students are assigned to work with a mentor who will provide normal day-to-day direction, supervision, and guidance.  Co-ops are expected to demonstrate initiative in performing assigned duties.  These duties may range from requiring minimal skills/knowledge to being exceptionally challenging.  Where a specific co-op’s role falls on this spectrum depends greatly on the student’s academic history and their readiness to accept responsibility for assignments.  It is in the best interest of the student to work to his/her fullest potential.

Supervisors will work with the student to develop an appropriate set of roles and responsibilities that coincide with the NASA Mission, KSC Roadmap, and the student’s respective skill set and course work.  This collaboration of efforts has dual benefits: the organization benefits from the strengths of the student and the student benefits from the experience with the organization.

Performance Evaluation and Appraisal Plan 


Work performance evaluations are conducted in three manners.  Your supervisor will explain this in further detail.

1.  Goal Performance Evaluation System (GPES).  All employees who work more than 90 days within a performance period are required to have a performance plan in place, including the following:

· Mission objectives

· Strategies

· Job elements

2.  KSC Internal Co-op Program Evaluation:  Supervisors are required to complete a standard KSC co-op program evaluation form each semester the student works.  This evaluation becomes a part of the co-op's employment file at KSC. An unsatisfactory evaluation is reason for termination.   
3.  University Co-op Evaluation:  Some universities/colleges request completion of their own student evaluation form.  Students are responsible for coordinating with their school and supervisor in order to complete any evaluation required by their university

Promotion Requirements 

Promotions are considered each semester that students return to duty.  While promotion eligibility is determined by the student’s growing level of education/school standing, the following additional requirements must be met prior to processing any promotion action:

· KSC Co-op office must receive official transcripts that document student’s successful academic progress 

· KSC Co-op office must receive a RTD form signed by the University co-op office stating the students level in school in relation to the degree being pursued

· Students must have a cumulative GPA above a 2.9 on a 4.0 scale

· Students must be in compliance with all co-op program requirements

· Students must be in compliance with the Standards of Conduct

· Students must be recommended for promotion by their Supervisor

· Performance must be acceptable

Clerical students who enter the program at the GS-2 level will be eligible for a GS-3 after completion of 1 year of post high school study (30 semester hours).  Clerical students who enter the program at the GS-3 level are eligible for promotion to the GS-4 after completion of 1 work term (640 hours).  

Promotions require timely responses from students on receipt of transcripts in order to make them effective quickly as possible.  Promotions are administratively controlled and will not be processed or made effective until all the above information has been received and verified.    

Within-Grade (WIG) Increases 

Within-grade increases are incremental (step) increases within the same pay grade and are based primarily on satisfactory performance while in a pay status.  Co-op grade levels generally begin with the first step of the respective grade and there is a minimum requirement of 52 weeks of satisfactorily performed work for steps 2 thru 4 within a grade.  An accumulation of 52 calendar weeks (including up to 80 hours of LWOP) fulfills the time requirement for these first few within-grade (step) increases.

Accelerated Training Program (ATP)
 
The ATP program is intensive 6-month training for science and engineering majors who have converted to full-time employment. Through participation in this program, individuals who successfully complete the requirements are promoted to the next grade level (GS-7 to GS-9 or GS-9 to GS-11) in 6 months instead of 1 year as normally required by law.  

Awards

Co-ops are eligible for all NASA, KSC awards.  Please refer to this website for further details: http://kscinfo.ksc.nasa.gov/award/
Personnel Actions


Resignations and Separations/Terminations 

Co-ops may voluntarily withdraw/resign from the program at any time.  Co-ops who decide to resign while at the worksite should notify their supervisor, school co-op coordinator, administrative office, and KSC's Co-op Coordinator IN WRITING.  The KSC Co-op Coordinator will give specific instructions on what procedures to follow in order for the student to properly clear off center.  Co-ops who decide to resign while at school, must notify their school co-op coordinator and the KSC Co-op Coordinator IN WRITING.  Email resignations are acceptable.  ALL RESIGNATIONS SHOULD INCLUDE a reason!  

Separation/termination from the program is required under any of the following circumstances 

· Failure to maintain acceptable academic standing

· Failure to maintain full-time student status while in an academic period

· Failure to enroll with co-op program office at the university prior to returning to duty

· Failure to return to duty as scheduled (abandonment of position)

· Failure to provide official transcript within 2 weeks of return to duty

· Unsatisfactory performance evaluation

· Inability to perform work/school rotation for other than academic critical requirements

· Change in major, which does not qualify you for a position or is unrelated to KSC workforce needs

· KSC skill requirements changes driven by succession planning efforts

· Failure to comply with the Student Employee Agreement 

· Suspension, expulsion, or withdrawal from school

· Budgetary constraints

· Breach in any of the standards of conduct 

Internal KSC Reassignments 

The Co-op program is a feeder program/pipeline for permanent employment as well as a tool to aid managers in succession planning efforts.  Since every effort is made to use this program to eliminate skill gaps within specific areas and organizations, reassignment opportunities are minimal.  Through the alternating work/school schedule, students are provided the opportunity to grow and expand their knowledge within one organization.  This also allows the manager to provide increasingly challenging work assignments to the student.  Justifications for potential reassignment include the following: 


· Performance and work progress indicate that a student will not be able to make a satisfactory adjustment to the present assignment, but has demonstrated potential deserving of other consideration

· Work/co-op assignment has been realigned to another organization

· The student has achieved advanced academic specialization within his/her own major field of study, which would better suit him/her for a different detail

· The individual’s major has changed 

In order to be considered for a potential reassignment, a co-op vacancy in the gaining organization must be approved at the director level and a Full-Time Equivalent (FTE) allocation authorized by the Workforce Planning and Analysis Office.  The student’s skills and major must be in alignment with that organization, meeting their criteria to perform work assignments.  In addition, the participating institution must agree with the proposed move.  Reassignments will not occur in the middle of a work term or during the students first work semester.


Conversion to Career Conditional Appointment 

Non-competitive conversion can be made from a co-op status to a full-time status under a "career conditional" (permanent) appointment.  The "career conditional" status is removed after 3 years of satisfactory service following conversion and an appointment of “career” is established.  

Conversion to a career conditional appointment is contingent on the following:

· Student demonstrates the appropriate level of competencies and meets skill requirements 

· Full-time Equivalent (FTE) ceilings allow the conversion (Employment space in the organization)

· Student successfully completes all requirements of the co-op program and all requirements for targeted position.

· Student successfully completes all requirements for a bachelor's degree, including any specialized courses required by the professional position for which the student has been training

· Student has completed a minimum of 16 weeks (640 hours) in a pay status with NASA prior to completing their degree requirements

· Engineering students who do not have a 2.9 overall GPA or higher, a 2.95 overall GPA or higher for professional administrative positions, or rank in the upper one-third of their class will be required to have completed 1 year of co-op work experience relevant to the target position

· Successful performance level

Co-op Actions


Academic Schedule Conflicts 

KSC’s Co-op program requires students to alternate between full-time semesters at work and school. The alternating work/school schedule is mandatory, as KSC is required to maintain a balanced Co-op Program workforce ceiling, and travel budget throughout the year. In addition to impacting the workforce-ceiling and travel budgets, any changes to co-op work/school schedules impact structured workload assignments as well as result in lesser quality mentorship. 

Justification for changes to work/school schedules will be considered when extenuating circumstances exist (e.g., a student in their senior year requests to attend school 2 semesters back to back in order to fulfill graduation requirements or an accident, or family emergency (death in the family) prevents student from returning to work as scheduled). If a student is unable to return to duty as scheduled, they will be required to remain on the original alternating schedule and update their graduation date. Requests must be communicated in writing to the KSC Co-op Coordinator. The KSC Co-op Coordinator will approve/disapprove the request on a case-by-case basis.
Return to Duty 

Co-ops are expected to provide their Administrative Office, Supervisor, and the KSC Co-op Coordinator of their expected Return to Duty  (RTD) date, in writing, at least 6 weeks in advance of the scheduled date.  They must use the RTD form and have it signed by their schools Co-op office indicating the students level in school based on the degree being pursued. The RTD day must be the first day of that business week (Monday, unless it is a Federal holiday, in which case it would be Tuesday).  

Students must supply the KSC Co-op Coordinator with an official transcript on their first RTD day, or have made previous arrangements for such documentation to be provided to the KSC Co-op office within 1 week of the RTD day.   Please note that a delay in the processing of any action (including promotion) may occur if the transcript is not provided with sufficient lead-time.  

A checklist has been included in Appendix B of this Handbook to simplify the Return to Duty process.

Return to School

In order to be as flexible as possible, KSC has allowed students two choices for a last workday versus establishing a set last workday.  The KSC Co-op Coordinator will inform students of their options prior to returning to school.  Students are expected to choose the appropriate day that would best accommodate their school schedule, and submit to the KSC Co-op Coordinator in writing.  

Students are required to process out on the day requested.  A significant amount of paperwork as well as electronic tracking is involved with each LWOP action.  Therefore, last workdays will not be changed after they have been provided to the KSC Co-op Coordinator in writing, unless students have an emergency or a situation beyond their control (e.g. Family emergency, illness) that requires them to leave their work assignment unexpectedly.  

The last workday selected establishes an LWOP effective date, as well as an LWOP Not To Exceed Date (NTE).  

Students are encouraged to use annual, Flex, and/or comp leave prior to the day they are scheduled to process off Center.  Please do not schedule leave on your last workday.  On the last workday, co-ops must "clear" or "process out.”  Clearance forms and specific instructions can be obtained from the student’s organization administrative office.  Specific procedures are in place for check out (i.e., return their badge to security, process through the travel office, payroll office, administrative office, Employee Services Office health benefits/travel vouchers).  

Co-ops should initiate the clearance process with their supervisors and their administrative office before 1 p.m. the day of clearance to assure ample time for internal clearance.  A checklist has been included in Appendix C of this Handbook to simplify the Return to School/Clearance process.

Work Reports 

Co-ops are responsible for preparing a written report at the end of each work period.  The report should include a concise but comprehensive description of work assignments completed or in progress during the period.  Other comments relative to appropriateness of work assignments should be included.  Please submit report stapled; no binders, folders.  The basic format of the Work Report is included in Appendix D.

Training

Co-ops are eligible to attend training courses and conferences if the training is job related and a career development opportunity.  All training requests are subject to the discretion of the direct supervisor, to budgetary constraints, and the approval by the Training Office.  All training requests must originate from the co-op’s assigned organization.  For further information on training and development, refer to the following website: http://ba.ksc.nasa.gov/tdindex.htm. 

Benefits


Insurance Programs

Federal Employees Group Life Insurance (FEGLI):  This is term life insurance for which the employee is automatically enrolled (Basic).  Basic is annual pay, rounded to the next  $1,000 and adding $2,000.  Costs for this and optional coverage are available through an on-line FEGLI Calculator available at http://www.opm.gov/insure/life.  In addition to Basic FEGLI, you have 31 days from entrance on duty (EOD) to make a decision as to:

· Waive FEGLI entirely;

· Elect Basic and/or any of the following optional coverage.   No medical documentation is necessary!

· Option A - $10,000

· Option B - 1 to 5 times your annual pay

· Option C - 1 to 5 times family coverage (spouse - $5K to $25K; each child $2,500 to $12,500)

Deductions for premiums are automatically withheld -- unless waived within the first pay period of employment.  If waiver requested on coverage, the student must wait at least 1 year and have a medical examination at personal expense before applying for insurance.  Literature describing the program is provided upon EOD. 

Participating members' insurance will continue without cost while in a Leave Without Pay (LWOP) status at school for up to 365 days at which time the insurance ceases. The 365 days of LWOP may be either continuous or an accumulation of time separated by increments of less than 4 consecutive months in a work status.  If a co-op student has had at least 4 consecutive months during which he/she received some pay in each pay period after a LWOP period, the 12 months of non-paid insurance begins anew.

If insurance coverage is lost due to expiration of 12 months of LWOP, coverage is automatically restored at the time of return to duty unless waived or declined by the employee.  Insurance ceases on the last day of service.  A conversion privilege is available.   

NASA Employee Benefits Association (NEBA): NEBA is another form of term life insurance for active NASA employees only.  This plan will not transfer to other Government agencies or into retirement.  It is not immediately withheld from pay.  Should the student elect this insurance, the first 6 weeks are at no cost.  Upon employment, the student may enroll oneself and family members with no medical documentation necessary.  After this time, he/she will be required to submit medical data.  Additional Optional insurance is available in $25,000 increments up to and including $250,000; however, medical documentation is necessary.  General information regarding this plan may be found at http://neba.nasa.gov

Federal Employees Health Benefits Program (FEHB):  Co-ops are given 60 days after appointment to decide whether they desire this insurance.  There is an open season each year from mid-November to mid-December, effective January the following year.  Due to FEHB Premium Conversion, payroll deductions are made prior to being taxed as income.  Literature describing the program is distributed upon arrival at KSC on your first day of employment.  Further information is available at http://www.opm.gov/insure/health.  


Students who elect to enroll in one of the Health Insurance Programs will be responsible for paying their share of the premiums while in a LWOP status.  Generally, because of Premium Conversion, it is recommended students incur a debt while in LWOP and pay back indebtedness upon the first 3 months in which you return to duty.  

Students who do not enroll into a health insurance program upon EOD or during "open season" (held each November) are not given the opportunity to enroll upon conversion to full-time employment.   If your parents currently cover you for HEALTH benefits, remember when coverage is lost, there are 60 days after the loss of coverage to elect a Health Plan or wait for Open Season.  

If in a LWOP status upon this event, you must PLAN AHEAD!  Either submit an Open Season election, which would be effective upon return to pay duty status or immediately upon return to pay/duty status, submit an SF-2809.  


Regardless of whether the student elects or waives coverage, the above FEGLI and FEHB forms must be submitted to The Office of Personnel Services, Mail Code BA-B, or HQs, Room 2507E, (321) 867-2405.

Retirement Program

Co-ops who entered on duty after January 1, 1984, are covered under both the Federal Employees' Retirement System (FERS) and Social Security beginning at time of appointment. Salary deductions are automatic. Individual contribution to the FERS basic annuity is at the rate of 0.8% percent of basic pay and 7.56 percent for Social Security (percentages are subject to change). Brochures describing the programs are provided at time of appointment.

General Information


Security and Badging
Security is a serious issue at KSC! 

KSC issues an identification badge at the beginning of the first work tour.  This badge remains the property of the U.S. Government and must be returned to the Security Office at the end of each work tour.  Badges must be worn at all times while on the work site.  Badges should be visible and worn above the waist.  Report lost badges immediately to the Security Office.

Students who are in Leave With Out Pay status (LWOP) will not be permitted to have access to KSC until they have been placed into a Return To Duty status for their next scheduled work semester.  KSC maintains four different entrances (Gate 1, 2, 3, and 4).   Security guards are located at each gate to check for proper badges.    Maps of the Center and Base will be distributed on the first day of work.  KSC Facilities and Maps can also be viewed at:  http://www.ksc.nasa.gov/facilities/tour.html 

Transportation Regulations

Parking Regulations: There are reserved spaces (Indicated by name, number, restricted parking signs, marked with yellow curbs, emergency vehicle signs, or cross striping on the pavement) all throughout the Center—These spaces are restricted to the use of the appropriate authorities.  Motorcycles may be parked in  any area marked with white "zebra" stripes.  Timed zones are available for specific periods and are intended for use by short-term visitors.

Traffic Regulations:  The speed limit varies at KSC.  Tickets obtained on-center will count towards license points.  The Center is heavily patrolled and speeding violators will be ticketed.  Pedestrians in marked crossing areas have the right of way and vehicles should stop until the crosswalk is clear.

Transportation Reimbursement:  KSC will reimburse co-ops for transportation costs if they attend academic institutions outside a 100-mile radius of KSC.  Reimbursement will cover airfare or reimbursement on a mileage basis.  Reimbursement is determined by whichever is most advantageous to the Government.  Payment of costs will be computed from KSC to the participating institution and vice versa, exclusive of the first and last trip.

Miscellaneous

Miscellaneous KSC Information:  A myriad of miscellaneous information from our fitness centers to our cafeterias can be found at:  http://www.ksc.nasa.gov/admin/ssc/sscserv.htm
Workgroups:  KSC has workgroups, which provide employees opportunities to meet and discuss career and personal concerns and issues.  Some of the workgroups include:

· Disability Awareness and Action Working Group
· Black Employee Strategy Team (BEST)

· Asian/Pacific Islander Working Group (APIWG)

· Native American Intertribal Council (NAIC)

· Federal Women’s Program Working Group (FWPWG)

· Senior Secretarial Council
Housing:  Individuals are responsible for their own housing needs; however, to assist in locating adequate facilities, this information may be helpful:

· Brevard County Space Coast 

· All Brevard Magazine 

· Florida Apartments and Rentals 

· Apartments 

· Florida Today Fact Book 

· Local Information

Credit Union
:  KSC's Federal Credit Union is located adjacent to the Cafeteria in the Headquarters Building and in the Multi-Function Facility.  The Credit Union provides various banking services and is open during work hours.  Further information can be found at:  http://www.kscfcu.org/ 


KARS Park I and II:  KARS Park I is located on NASA property, and is set aside for use by all KSC employees.  It can be reached by turning east onto Hall Road, off State Road 3 on Merritt Island, about 2 miles north of State Road 528. The park is open-year round from 6:30 a.m. to 10 p.m., 7 days a week.  There is a $5 membership fee, which can be purchased at our Sundry Stores.  Camping facilities are available as are tennis courts, shuffleboard, softball fields, and shower facilities. There is a marina for boat launching with electricity and water. There are many clubs associated with KARS Park and include:


· Ski and Scuba Diving

· Spaceport Gun Club

· Ceramics Club

· Dance Club

· KARS Flyers (Radio Control aircraft)

· American Legion 


KARS Park II is located on KSC grounds just off of NASA Causeway (SR 3).  This facility has racquetball courts, tennis courts, a softball field, and a BBQ area.   For additional information concerning KARS Park, contact the KARS Recreation Director at 867-3891. 

KSC Cafeteria:  KSC contracts out their cafeteria services to Lackman Culinary Services.  Most facilities have a cafeteria (Headquarters, Operations and Checkout Building, Space Station Processing Facility, etc.,).  Catering is provided, pizzas can be ordered, and there are weekly specials for lunch.  You can choose to eat cold sandwiches, grilled items, pizza, salad bar, or a warm full lunch.

KSC Fitness Center:  KSC has a fitness center with modern equipment, free-weights, and a variety of classes including aerobics, yoga, etc….  This facility is available free of charge to any NASA KSC badged employee.  For more information, please contact 867-7829 for the O&C or 861-3028 for the OSB.

Just for Fun

The co-op social life is as active as you want to make it.  There is something to do almost every night and weekends, since there are usually 40-plus co-ops each term.  Activities range from parties and road trips to camping, sports, beach trips and concerts or movies.  

The Orlando area itself offers much to see and do such as numerous entertainment parks:  

· Walt Disney World

· Universal Studios

· Sea World

· Water Parks (Typhoon Lagoon and Wet n’ Wild).   

Our Sundry Stores, located on Center, provide discounted tickets for many events and attractions, available for purchase.

There are also arts and crafts shows in the Lake Eola Park and Winter Park areas, and numerous restaurants to choose from.  

The Viera area has a baseball team (Manatees) and Orlando has the Orlando Magic Basketball Team and the Solar Bears Hockey Team.  We also have the Tampa Bay Buccaneers and the Jacksonville Jaguars Football teams.   We are famous for our Beach, Cocoa Beach, which is located approximately 25 minutes East of the Space Center.   The Cocoa Beach Pier holds a Surfing Contest each Easter.  We also have the Playalinda Beach area, located on the Space Center  towards Titusville, and Daytona Beach is approximately 45 minutes North of us.

Throughout the year, Cocoa Village holds events such as Mardi Gras and Octoberfest, and the Port at Cape Canaveral holds a Seafood Fest.  Larger movie theaters are located in Merrit Island at the Merrit Square Mall, Orlando at the Waterford Lakes area off of Alafaya, in Melbourne, and in Vero Beach.

At work, there may be sports teams to join, and co-op committees to run.  In the community, you can investigate getting involved with special interest groups.  How busy you are outside of work is your choice, but there are many options to choose from, and you need never be bored.

APPENDIX A


COOPERATIVE EDUCATION AGREEMENTS FOR KENNEDY SPACE CENTER
	ALBANY STATE COLLEGE


	TENNESSEE STATE UNIVERSITY

	ALABAMA A&M UNIVERSITY

 
	TENNESSEE TECHNOLOGICAL UNIVERSITY

	AUBURN UNIVERSITY



	TUSKEGEE UNIVERSITY

	BETHUNE-COOKMAN COLLEGE

	UNIVERSITY OF ALABAMA

	BREVARD COMMUNITY COLLEGE

	UNIVERSITY OF CENTRAL FLORIDA

	CLARKSON UNIVERSITY
	UNIVERSITY OF DETROIT

	CLEMSON UNIVERSITY

	UNIVERSITY OF FLORIDA

	DAYTONA BEACH COMMUNITY COLLEGE
	UNIVERSITY OF ILLINOIS-CHICAGO

	EMBRY-RIDDLE AERONAUTICAL UNIVERSITY
	UNIVERSITY OF KENTUCKY

	FLORIDA A&M UNIVERSITY


	UNIVERSITY OF LOUISVILLE

	FLORIDA ATLANTIC UNIVERSITY

	UNIVERSITY OF MAINE

	FLORIDA INSTITUTE OF TECHNOLOGY
	UNIVERSITY OF MARYLAND-COLLEGE PARK

	FLORIDA STATE UNIVERSITY


	UNIVERSITY OF MICHIGAN – ANN ARBOR

	FORT VALLEY STATE UNIVERSITY
	UNIVERSITY OF MIAMI

	GEORGIA INSTITUTE OF TECHNOLOGY

	UNIVERSITY OF MISSOURI-ROLLA

	MIAMI DADE COMMUNITY COLLEGE

	UNIVERSITY OF NEW MEXICO

	MICHIGAN STATE UNIVERSITY


	UNIVERSITY OF PENNSYLVANIA

	MISSISSIPPI STATE UNIVERSITY

	UNIVERSITY OF PUERTO RICO-MAYAGUEZ

	MOREHOUSE COLLEGE


	UNIV. OF PUERTO RICO-RIO PIEDRAS

	NEW MEXICO STATE UNIVERSITY

	UNIVERSITY OF SOUTH ALABAMA

	NORTH CAROLINA A&T UNIVERSITY

	UNIVERSITY OF SOUTH FLORIDA

	NORTH CAROLINA STATE UNIVERSITY
	UNIVERSITY OF TENNESSEE

	NORTHEASTERN UNIVERSITY


	UNIVERSITY OF WEST FLORIDA

	NORTHERN ARIZONA UNIVERSITY

	WAYNE STATE UNIVESITY

	OHIO STATE UNIVERSITY
	WILBERFORCE UNIVERSITY

	PURDUE UNIVERSITY



	

	SOUTHERN UNIVERSITY
	

	
	


Appendix B


Return to Duty Checklist
SIX WEEKS PRIOR TO RETURN:  

_____
Notify KSC Co-op Coordinator, Supervisor, and your Administrative Officer of your expected return to duty date using the Return to Duty (RTD) letter, which you received while in your last work semester.  

_____
Obtain your school’s Coop office signature and have them circle your academic standing with regard to the degree you are pursuing in the co-op program

_____   
Fax the RTD letter to 321-867-2454 six weeks prior to your requested return date.  

ON RETURN TO DUTY DATE:

_____
Arrive at Badging Station between 7 and 7:30 a.m. (due to unexpected traffic and/or lines) to pick up machine pass.

_____
Report to the KSC Co-op Office, HQS Room 2328E to complete the following:

_____
Sign travel voucher, if eligible for travel reimbursement.

_____
Submit official transcript/grade report (REQUIRED).

_____
Check for any additional information/requirements.

_____
Obtain Picture Badge, HQ-1503 (depending on KSC’s threat condition)

_____
Report to Payroll, HQS Room 2210, to pick up time card--This is very important.

_____
Report to your Administrative Office and then your assigned work site.

Appendix C


Return to School Checklist

ONE WEEK PRIOR TO DEPARTURE DATE:

_____
Submit a Co-op Work Report to the KSC Co-op Coordinator  (The report MUST be signed by your supervisor).   

_____
Submit a completed co-op evaluation to the KSC Co-op Coordinator  (The evaluation must be signed by the student and the student’s supervisor). 

LAST WORK DAY:

_____
Report to your assigned administrative office, along with your signed time card, to obtain a clearance sheet 

and other instructions.

Appendix D


Work Report Guidelines

Standard Cover Sheet includes the following:

· Name of Student

· Major Field of Study

· Name of College or University

· Student’s organization

· Student’s GS-Level

· Work Period (Spring, Summer, Fall)

· Forwarding Address (Preferably Permanent)

· Work Telephone Number

· NASA Supervisor Signature

Basic report should include the following:

· Description of major duties and your accomplishments

· Description of minor duties and your accomplishments

· Significance of work experience as related to courses in school and/or career goals

· Any significant event or experience not included in the above

Minimum of  3 pages maximum of 6 pages (regular typeface and spacing)

Appendix E


NASA Kennedy Space Center Co-op 

Student Employment Agreement 2002

I understand that there is no guarantee of permanent employment with NASA upon graduation.  If NASA is able to convert me to either a term or career-conditional appointment upon graduation, I must meet all qualification requirements for the targeted position for which I am being considered.  

I understand that, if I am an Engineering (AST) co-op student, and am being considered for conversion to a term or career-conditional (permanent) appointment, I must meet one of the requirements for the GS-7 level as identified in the Career Opportunities in Aerospace Technology guidelines provided to me upon appointment into the Program.   
I hereby acknowledge and understand the following Kennedy Space Center Cooperative Education Program Requirements.  Continuation in the program is contingent on meeting all requirements:

· I agree to notify the KSC Co-op Coordinator IN WRITING by use of the Return To Duty (RTD) form of my expected date of return to duty at least six weeks in advance of my return.  The signature of my School Cooperative Education representative must be on the RTD letter. The day I request to return must be a Monday unless that Monday is a Federal Holiday.  Failure to return to RTD as scheduled is cause for termination.  

· I agree to notify the KSC Co-op Coordinator IN WRITING of my expected last working day by use of the last workday form at least 1 month in advance of that day. I will be given a choice of 2 days to pick from as my last working day for the semester.  After selecting a last working date I understand the date I request should not be changed. 

· Upon return to duty each work period, I will submit an official copy of my most recent transcript to the KSC Co-op Coordinator within 2 weeks’ time.  Failure to provide official transcripts as stated above is cause for termination.

· If I receive a grade below a “C”, or an overall GPA lower than a 2.9 on a 4.0 scale, I will immediately make this information available IN WRITING to the KSC Co-op Coordinator.  Failing to maintain a 2.9 overall GPA are grounds for academic probation or removal from the program.

· I will promptly notify the KSC Co-op Coordinator IN WRITING of any changes to my projected graduation date, major, or school.  Changes that are not applicable to the needs of KSC are grounds to release a student from the co-op program.

· I agree to alternate between full-time semesters at work and school.  I was made aware of this requirement during the official job offer.  Should a change be required due to extenuating circumstances (Family emergency, accident), I will notify the KSC Co-op Coordinator in writing.  Any changes made to my work/school schedule without receipt of prior approval from my university co-op coordinator, the immediate supervisor, administrative office, and the KSC Co-op Coordinator are grounds for removal from the co-op program.  

· I will enroll with the Co-op Office at the university I attend prior to returning for my next scheduled work phase, and provide proof of enrollment by means of the Return To Duty Form.  Students who fail to use the RTD form to provide proof of being enrolled in school will be separated from the co-op program.

· If I elect to have NASA health benefits, I fully understand that I am obligated to pay my portion of the premium every 2 weeks while in a Leave Without Pay status, or I will incur a debt.  If I choose to incur a debt, I fully understand that an additional automatic deduction will be made from my pay when I return to duty.  The amount that will be deducted from my pay will be sufficient to cover my indebtedness during my work phase.  If I resign from the Co-op Program while at school, I understand my responsibility to repay my portion of benefits premiums.  

· I will maintain a full-time student status while on LWOP.  If circumstances arise that prevent me from taking a full load while at school, I will notify the KSC Co-op Coordinator of these IN WRITING.  Students who are not able to routinely successfully complete full-time coursework while in their academic phase of the program will be separated from the co-op program.

· I understand if I resign from the program while at school and have received travel payment for my return trip I am obligated to repay those expenses to NASA, Kennedy Space Center in accordance with (NASA, Financial Management Manual 9742-16 g.)

· If I chose to resign from the KSC Co-op Program I must submit a letter, email, or verbal communication of resignation within 5 working days, which states a reason for the resignation. 

· I understand that promotions are at the discretion of the Centers Co-op Coordinator.  Promotions are dependent on meeting all requirements established in the Cooperative Education Handbook. Promotions are made effective within the Centers processing requirements and established deadlines.

· I understand I cannot be paid for accrued annual leave, and credit hours until I resign.

· I understand that failure to meet Co-op Program requirements as stated above, marginal work performance or academic performance, or breach in standards of conduct are basis for termination during any work or school period.

I understand that failure to meet any of these requirements can result in my immediate removal from the Co-op Program. 

____________________________________________________________

Printed Name






Date

____________________________________________________________

Signature






Date
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