






















.1 

1114 - VOLUNTEERS 

.1 Volunteer Eligibility and Status • 

• 11 Bureau of Land Management Volunteer. "A BLM Volunteer is an 
individual who contributes their time and service to assist the Bureau of Land 
Management (BLM) in the accomplishment of its mission and receives no wages, 
salary, stipend, or other compensation other than reimbursement for expenses." 
Volunteer service is not creditable for leave accrual or any other benefit. 
However, vol�nteer service is considered creditable work experience . 

• 12 Bureau of Land Management Hosted-Worker. A hosted worker is an
individual who does work for the BLM for which they are paid wages or salary 
from funds other than funds appropriated to the BLM, and by some other entity 
such as other federal, state, and/or local government sources. The BLM serves 
as "host agency" or "site agency" to this supplemental worker. A hosted worker 
is not a BLM employee. Nor, are they a "volunteer," since volunteers are 
persons who contribute their services for no pay in wages or salary for their 
work from any source. Often the only cost or requirements for the BLM are 
provision of tools and supplies required for the work, a planned work project, 
and technical supervision of the project. Because a hosted worker is not a 
Federal employee, they are not counted against the full-time equivalency 
(FTE). Hosted workers are afforded benefits of tort claims protection and 
work injury compensation unless specified to the contrary in fonnal 
cooperative agreements with the sponsoring federal, state, and/or local 
entities . 

• 13 Age. Volunteer service must comply with federal and state laws on
using the services of minors. Volunteers under the age of 18 years must have 
parental or guardian approval which is documented in the signature block on 
the Individual Volunteer Agreement, Form 1114-4. A volunteer under 18 years 
of age who is serving on a group project must have a parent or guardian sign a 
BLM Form 1114-Sa, Parental Approval Form. If questions arise about the 
application of labor laws, the servicing personnel office or local state 
employment service office should be contacted for information . 

. 14 Qualifications. Volunteers must be qualified through training or 
experience before being assigned to any volunteer position, especially 
potentially hazardous work. Volunteers must be physically able to perform the 
work assigned. Many types of work are suitable for physically challenged 
volunteers. Volunteers may be asked prior to service about any physical 
limitations related to the work to be done . 

• 15 Status. Volunteers can be credited for their experience for future
employment with the Government. However, volunteers participating in this 
program are not considered Federal employees for any purpose other than: 

A. Tort Claims. The Federal Tort Claims provisions are published
in 28 u.s.c. 2671 through 2680. Claims arising as a result of volunteer 
participation should be referred to the State's Tort Claims Officer. 
Volunteers are covered by these authorities only while they are performing 
within the scope of their agreements. 

B. Work Injury Compensation. Provisions for compensation for
injuries sustained while performing work assignments are found in Title 5 
u.s.c., Chapter 81. Any claims related to injuries shall be referred to the
State Safety Officer or the servicing personnel office. Volunteer injuries
are to be reported as an employee injury; however, they shall not be counted
as a lost time injury for statistical reporting.
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C. Regulations Concerning Protection of Volunteers. From time to
time, unrelated to hazardous work (see section .24), volunteers have 
experienced threats, intimidation, and assaults while interacting with the 
public as part of their volunteer duties on behalf of the BLM. Unfortunately, 
the public lands are sometimes used for drug cultivation or manufacturing, 
felony theft, or disposing of hazardous materials or evidence of major crimes 
committed elsewhere. Other individuals may be participating in activities 
involving the use of firearms and explosives. Still others may consume alcohol 
and/or drugs to the point of becoming boisterous and disorderly. Persons who 
participate in these types of activities may be hostile and resistant to any 
official presence. 

1. Presently, volunteers working with the BLM are afforded
only misdemeanor protection from interference, assault, and battery--43 Code 
of Federal Regulations (CFR) 8356.14. Under a misdemeanor crime, an arrest or 
issuance of a citation is based on reasonable grounds (probable cause) or 
belief that a crime is being committed in the officer's presence or view

(FLPMA). This means that the offense mu·st be observed or known by the law 
enforcement officer through their senses. 

2. Under a felony charge, the probable cause may be
developed through investigation. Felony crimes are therefore more 
"enforceable" than a misdemeanor. Currently, only Federal employees are 
afforded felony protection under the law • 

• 16 Eligibility for Participation. 

A. Citizens. Volunteers who are citizens of the United States
are accepted without regard to color, national origin, race, age, sex, 

religion, physical challenge, or other nonmerit factors.

B. Foreign Nationals. Individuals need not be citizens of the 
United States to serve as volunteers with the BLM. The basic criteria for 
selection of foreign nationals as volunteers is the same as for citizens 
provided that: 

1. The noncitizen has a visa (most common types of visas 
are tourist, student, and trainee) and the legal length of stay in the United 
States has not expired. 

2. The expiration date of the volunteer's U.S. visa should 
be noted in the Volunteer Agreement and the term of the agreement shall not 
extend beyond the visa expiration date. Subsequently, if the term of the visa 
is extended, the term of the agreement may be extended. 

c. Employees. A BLM employee may serve as a volunteer with the 
BLM provided the duties they perform are not the same duties for which they 
are paid. For example, a Realty Specialist may volunteer as a member of a 
volunteer group working on a wildlife project on their "own time," but may not 
volunteer as a Realty Specialist. 
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D. Employee Dependents. Family members of a BLM employee may
volunteer for the BLM. However, in order to avoid the appearance of 

con�l�cts of interest, the Volunteer Agreement and other approvals such as 
training, expenses or travel must be signed by a higher authority than the 
related employee's supervisor. The BLM employee may work with, but cannot 
directly supervise, a family member serving as a volunteer. The line manager 
who approves the Volqnteer Agreement form and the work assignment shall be 
responsible for assuring that all regulations are met. 

E. Corporate/Business Volunteers. Corporations and/or businesses
whether large or small, local or national, have found that promoting 
volunteerism to their employees is an effective way to provide community 
service and develop the skills of their employees. These supplemental workers, 
if on loan to the BLM and still paid by their company, are to be considered 
hosted-workers. 

F. Student Interns. By definition, an internship is a
supervised, practical learning experience arranged between business, 
government agency, or organization and students and/or their academic 
institutions. Internships are designed to be educational programs which 
integrate a student's studies and career goals in a related, practical 
experience, for a quarter, semester, or longer. Internships are often a 
required part of a student's degree program for which they can receive

academic credit. For reporting purposes, student interns are considered 
volunteers provided they are processed through the auspices of the Volunteer 
Program and not through personnel under provisions of the Federal Personnel 
Manual (FPM) Chapter 308, sub-chapter 7, Youth and Student Employment Programs 
as stipulated in the Civil Service Reform Act, P.L. 95-454. 

G. Alternative Community Service Volunteers. A growing trend in
criminal justice is alternative sentencing, in which an offender is given the 
option of completing a set number of hours of community service work in lieu 
of a fine or spending time in jail. These supplemental workers have chosen to 
"volunteer" rather than exercise other options. Because they are nonsalaried, 
temporary personnel, they are reported as volunteers requiring that they be 
screened, oriented, supervised, and their service carefully .recorded. 

H. Prison Inmates. Several BLM State Offices have cooperative
agreements with State Prisons to engage their prison inmate populations in 
work programs such as training and gentling wild horses in conjunction with 
the BLM Wild Horse and Burro Program. These prison inmates are paid a nominal 
salary with a cap of fifty dollars per month for their services. Regardless 
of the amount earned, these supplemental workers are counted as hosted-workers 
for reporting purposes. 

I. Workfair Volunteers. Several state governments have required
that individuals who are receiving financial assistance in �he form of Aid to 
Families with Dependent Children perform work for their welfare funds. For 
reporting purposes, these individuals are counted as hosted-workers • 

• 17 Regulations Governing Volunteer Conduct. Volunteers perform work 
in support of the BLM mission in accordance with the regulations set forth 
below. 

A. Volunteers are required to maintain high standards of honesty,
integrity, impartiality, and conduct in the course of, or in relation to, 
their volunteer service (43 CFR 20.735-2(b)). 
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B. Volunteers are expected to be courteous, considerate, and
prompt when dealing with and serving the public (43 CFR 20.735-2{b)). 

C. Volunteers must comply with all applicable federal statutes 
and regulations issued by the Department of the Interior and/or the Bureau of 
Land Management (43 CFR 20.735-2(b)). 

D. Volunteers must comply with any lawful regulations, orders, 
policies, and proper requests of the supervisor or other governmerit officials 
having jurisdiction over the work or project involved (43 CFR 20.735-2(d)). 

E. In the course of, or in relation to, their volunteer service,
volunteers shall adhere to the policy of the Federal Government that there 
shall be no discrimination in service based on factors of race, creed, or 
religion, color, national origin, political affiliation, physical challenge, sex, 
age, and similar matters not related to merit and fitness (43 CFR 20-735-(c)). 

F. Volunteers should consult with their supervisors on general 
questions they may have regarding the applicability of various regulations 
which may pertain to their service (43 CFR 20.735-2(g)). 

G. Volunteers shall be held accountable for Government property 
and monies entrusted to them in connection with their volunteer service. It is 
each volunteer's responsibility to protect and conserve Government property and 
to use it for official purposes only (43 CFR 20-735-lS(a)). 

H. Volunteers shall not use or authorize the use of a Government
owned or leased motor vehicle for other than official purposes (43 CFR 
20.735.lS(b)). 

I. Volunteers shall not sexually harass other volunteers, 
Government employees, or members of the public having business with the 
Department (43 CFR 20.735-17(a)). 

J. Volunteers shall not participate in any gambling activity while 
on Government-owned or leased property, or while on duty for the Government (43 
CFR 20.735-17(d)). 

K. Volunteers are prohibited from using alcohol or illegal drugs 
while on duty as described in the Volunteer Agreement. A volunteer who uses 
intoxicants while on duty is subject to dismissal and cancellation of their 
Volunteer Agreement (43 CFR 20.735-17(g)). 

L. The carrying or transportation of firearms in� Government 
vehicle or use while on duty is prohibited. The authority to carry a firearm 
will be given only in a circumstance where a BLM employee would also require a 
firearm (excluding law enforcement) for safety reasons (e.g., bear count 
assignment) 

• 18 Volunteer Rights. Volunteers have the following rights while
assisting the BLM: 

A. To be treated equally and to have access to the same 
opportunities as employees of the BLM regardless of age, physical challenges, 
sex, race, color, religion, or national origin. 

B. To be placed according to their interests and capabilities
after receiving information about the BLM and volunteer positions. 
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.2 Assignment of Volunteers • 

• 21 Acceptable Volunteer Services. Volunteers may be used in all 
programs within the BLM with the exception of those listed in .22 below. For 
a listing of suggested volunteer activities, see Appendix 1 • 

• 22 Prohibited Volunteer Services. 

A. Law Enforcement. Volunteers may be used in support of the
regulatory and compliance functions of the BLM unit. They must not, however, 
be assigned duties that would place them in life threatening situations, even 
as an observer. Under NO circumstances are volunteers permitted to carry 
firearms while in support of law enforcement activities. Volunteers supporting 
the compliance and regulatory functions must clearly understand the parameters 
of their jobs and not step into the realm of "law enforcement work."

B. Firefighting. Volunteers shall not be assigned to any
firefighting capacity (wildland and/or prescribed) where hazardous situations 
may be encountered regardless of their qualifications. An individual may be 
hired as a casual "employee" or "emergency firefighter" to perform firefighting 
duties if they are qualified. 

positions. 
c. Policymaking. Volunteers can not be assigned to policymaking

D. Displacing Employees. Volunteers shall be used to supplement
the existing workforce, not to displace employees or impair authorized service

contracts • 

• 23 Conflict of Interest. The BLM is the principal source of 
scientific and technical expertise in a variety of specialized work such as 
oil and gas leasing and cadastral survey within the Federal Government. 
Because of the scope of the programs and its involvement with confidential or 
proprietary information, it is essential that volunteers and supervisors 
understand the concern of the BLM regarding unauthorized use of data. 

A. Avoidance of the Appearance of Conflict of Interest. To avoid
any possible criticism of a volunteer's interests, supervisors should not 
place volunteers in a BLM project that is related to an outside activity from 
which the volunteer (or member of the volunteer's household) would benefit 
financially. If there is any question regarding the appropriateness of a 
volunteer's assignment, the supervisor should offer another BLM assignment. In 
extreme cases the supervisor may feel it necessary to terminate the 
volunteer's service with the BLM. 

B. Security Investigations. Generally, volunteers shall be
assigned duties in nonsensitive areas, so there is no need for a security 
investigation. However, if it is determined that it is advantageous to the 
Government for volunteers to be given assignments of a critical or 
noncritical, sensitive nature, the volunteers should undergo an appropriate 
investigation. The investigation could include a full field investigation if 
needed, with the advice and consent of the local personnel servicing office • 

• 24 Hazardous Work. As a general guide, a hazardous situation is one in 
which an employee is eligible for compensation for the hazard through the 
hazardous pay differential. 
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. . . A. Volunt7ers mar �e assigned to hazardous tasks that require
7ertifi7ation or special trai�ing (e.g., chainsaw use, tree climbing, mineral
inspecti�ns and suppo7t, machinery operation, white water rafting, cave
exploration, or work in rugged environmental conditions). 

B. In order to perform these tasks:

l. Volunteers must have the same certifications and
special training that-· would be required by or given to an employee. 

2. Volunteers will not be used when they and/or the
authorizing official feel that they are not properly trained and cannot 
perform the task safely. 

3. Managers and supervisors must assure the volunteers
that the hazards have been addressed by means of a Job Hazard Analysis (See 
BLM Manual 1112 -Safety, BLM H-1112 Handbook 1 - Safety and Health Management, 
and BLM 
H-1112 Handbook 2 -Field Operations) to minimize potential risks to the
volunteer work force. (See section .30 Safety for further discuss.ion.)

C. All State and local age restrictions relating to operation of
machinery or equipment must be complied with in addition to age restrictions 
stipulated under state child labor laws. Children under the age of 18 shall 
be used only in limited nonhazardous supervised field work. They may travel 
in field vehicles but cannot operate such vehicles. The following duties are 
prohibited for children ages 18 and under: 

l. Operating machinery or power equipment of any kind.

2. Working in or near heavy equipment.

3. Working in the vicinity of any emergency condition.

4. Working in or near aircraft, boats, snowmobiles,
ORV'S.

5. Participating in wild horse operations, wildlife
introduction, or livestock activities. 

6. Participating in herbicide/pesticide activities •

• 25 Range Program. Maintenance of rangeland projects developed for 
proper livestock management is an enforceable responsibility of the 
cooperating grazing permittee/lessee who receives primary benefit from the 
project (BLM Manual Section 4100.06E3 and Handbook H-4120-1.31). Therefore, it 
is not appropriate to assign volunteers to work in an area where the 
permittee/lessee has maintenance responsibility. conversely, volunteers can 
maintain projects where the BLM has maintenance responsibility • 

• 26 Search or Rescue. Volunteers are not authorized to participate in 
searches or rescues on behalf of the BLM except in unique situations where 
they encounter a life threatening situation in which such services are not 
available. Volunteers who might encounter this situation should receive 
proper training and be certified to perform first aid. Volunteers who desire 
to participate in searches or rescues may temporarily terminate their 
volunteer status and participate· in searches and rescue operations for local 
or other authorities who have jurisdiction to perform such functions on the 
public lands. 
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.27 Wild Horses and Burros. Volunteers may work in corrals or pens in 
direct contact with wild horses or burros if they have been certified 
knowledgeable about horsemanship by the BLM wild horse specialist. The horse 
specialist will decide if they are qualified and properly trained to be 
certified in the care of wild horses and burros. An inexperienced volunteer 
shall apprentice under the BLM wild horse specialists until he/she qualifies 
for certification • 

• 28 Volunteers in Aircraft. Departmental Manual OM 350-354 series 
states, for purposes of aerial transportation, volunteers are treated exactly 
as paid employees. 

A. Passenger Status. When traveling on official business, 
volunteers are official passengers within the terms of 350 OM 1.7. -In the 
unlikely event that a volunteer should become an unofficial passenger, 
traveling for personal convenience, they would have to be serving under the 
terms of a Volunteer Agreement and have the appropriate supervisory 
authorization to travel for personal convenience. Family members of 
volunteers, who are not themselves volunteers or Federal employees, are 
unauthorized personnel {see 350 OM l.7C). Before traveling as unofficial 
passengers they must execute a Release Authorization (OAS Form 115). 
Volunteers, like other passengers, shall comply with manifesting, safety 
briefing, and enplaning/deplaning procedures of 351 OM 1.5. These are routine 
field operating procedures within the Aviation Program. 

B. Aircraft Operation/Aircrew Status. Volunteers are not 
permitted to operate aircraft, nor serve any aircrew function on government 
aircraft. Aircrew functions include, but are not limited to, observers, 
spotters, camera or sensor operators and wildlife surveyors. Volunteers may 
not operate their own aircraft for official business while serving under the 
terms of a Volunteer Agreement. 

c. Special Use Flights. Volunteers are not permitted aboard any 
aircraft engaged in special use flights such as wild horse and burro roundup, 
firefighting supply flights, etc. state and District Aviation Managers will 
identify what flights constitute a special use flight and should provide 
advice in the field. State and District Aviation Managers shall oversee these 
procedures and are available for advice and assistance. 

D. Safety Training. Volunteers who are expected to fly 
frequently should attend the 4-hour Basic Helicopter and/or Airplane Safety 
course described in 352 DM 2.5B (1) (Target Group A). Occasional passengers 
should receive safety briefings in accordance with 352 DM 2.5B (2) (Target 
Group B). 

E. Personal Protective Equipment {PPE). Passengers may be 
required to wear personal protective equipment in aircraft, especially in 
helicopter operations. However, the use of PPE is routine and does not 
indicate unusual hazard or risk. 
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. • 44 Group Volunteer Agreements. Organized groups may provide volunteer 
services under one Group Volunteer Agreement (BLM Fonn 1114-5) for each 
sponsoring organization. The Group Volunteer Agreement fonn is required for 
groups_o� volunteers who work together on a project, usually under direct
supervision ?f the group's own leaders. Group volunteer projects may also
use cooperative management agreements (CMAs) and cooperative agreements (CAs). 
In such cases, a group volunteer services _

agreement should also be signed to assure that the vol-qnteers involved are covered for tort claims and work
injury compensation. The Agreement includes the same key elements outlined in 
the Individual Agreement (IA) with the following variations: 

A. The sponsoring group's leader is responsible for providing a 
list of all of the persons .in the group, their dates of birth, and dates when 
the work will be perfonned. This list must include names, complete telephone 
numbers and addresses of each volunteer's next of kin or other person to be 
notified in case of injury or accident. 

B. The sponsoring group's leader is responsible for certifying 
that they have infonned each participating group volunteer of the health and 
physical condition requirements for doing the work; explained to each the 
particulars about the project and has infonned them of the project's location, 
including altitude. 

c. The sponsoring group will provide its own supervision, unless 
stipulated otherwise. (Field Officials are instructed to line through this 
statement on the agreement if there is any change.) 

D. Group volunteer leaders will obtain parent or guardian consent 
for each individual under 18 years of age and will comply with child labor 
laws. 

E. In special cases, groups may pay for BLM uniforms (see section
• 94A2)

• 45 Parental Approval Fonn. The BLM Form 1114-5a, Parental Approval
Fonn, must be used with the Group Volunteer Services Agreement, Form 1114-5, 
to ensure that parents or guardians of young persons under 18 years of age 
have given their permission for their child's involvement in group sponsored 
activities being conducted in conjunction with the BLM. The only exception to 
this rule is when an organized group has obtained parental approval on their 
own form • 

• 46 Volunteer Performance Evaluation. The BLM Form 1114-1, Volunteer 
Performance Evaluation, is to be used by supervisors to evaluate the 
performance of volunteers who work for extended periods of time (the duration 
of which should be detennined locally and on a case-by-case basis). This form 
was designed for evaluating individual volunteers but not groups. This form is 

particularly useful as it provides a formal means of providing feedback to the 
volunteer on their performance. It also provides documentation for each 
volunteer to attach to a resume or job application. 
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.47 Volunteer and Hosted-Worker Report. The BLM Form 1114-7, the 
Volunteer and Hosted-Worker Report, shall be used at least once a year to 
compile statistical data by benefiting activity including the total work 
hours, estimated value of work, and estimated costs to the BLM. Each 
State/Center Office is required to submit an annual volunteer accomplishments 
report each year. In addition to statistical information, the report should 
be accompanied by narratives highlighting the year's accomplishments and 
copies of any publications or articles related to the Volunteer Program. This 
information provides examples of BLM volunteer contributions and is summarized 
in the BLM's annual Public Lands Report and other formats to inform the 
public, Congress, the Secretary of the Interior, BLM Director and BLM managers 
of the Bureau's successful use of volunteers • 

• 48 Volunteer Identification Card. Form 1114-2, Bureau of Land 
Management Volunteer Identification Card, can be issued to volunteers having 
no other appropriate form of Government identification. The card designates 
the holder's volunteer status, contains a summary of volunteer rights and 
responsihilities and provides each individual volunteer with the names and 
phone numbers of BLM representatives to call in case of emergency • 

. 49 Other Forms 

A. Volunteer Appreciation Certificate. The BLM Form 1114-9
(superseded form 1114-3) Volunteer Appreciation Certificate, recognizes 
volunteers for their contributions. 

B. Purchase Requisition Form. Standard Form 1510-18, Purchase 
Requisition Form, is one means of reimbursing volunteers for official 
business. This form should be used if the administrative officer recommends 
this alternative. It requires the serial number (or actual copy of the 
individual volunteer services agreement), date(s) of service and type and 
amount to be reimbursed. If the amount of money is small enough, payment can 
be handled through an imprest cash account. otherwise, a check will be issued 
to the volunteer by the National Business Center. 

. C. Claim for Reimbursement for Expenditures on Official Business. 
The Standard Form 1164, Claim for Reimbursement for Expenditures on Official 
Business, is used to handle reimbursement to volunteers for local (non-travel 
status) transportation, subsistence, meals, and miscellaneous expenses. For 
situations where meals are involved, meal costs should be coded as "Other 
Expenses," itemized in the last (Miscellaneous) column, and identified as 
meals. Any expenditure claimed in excess of $25 shall be supported by a 
receipt. See .74 specific Kinds of Costs for detailed information on claims 
processing. 

D. Travel Authorization. Form DI 1020; Travel Authorization, is 
used to authorize approved Government travel for employees and volunteers 
alike. A volunteer's status shall be recorded by noting "volunteer" after 
their name and Public Law 98-540 or 43 U.S. Code 1737(e)(2) may be cited as 
the authority. The relevant Volunteer Agreement should also be cited, by 
serial number, as part of the documentation. 

E. U.S. Government Transportation Request. Standard Form 1169, 
U.S. Government Transportation Request, is used to acquire passenger 
transportation services for volunteers in the same manner as employees. 

F. Travel Voucher. Standard Form 1012, Travel Voucher, is a basic
document used to claim reimbursement of authorized travel expenses. 

BLM MANUAL 
Supersedes Rel. 1-1294 

Rel. 1-1654 
4/15/96 





1114 - VOLUNTEERS 

.5 Recruitmen� of_Volunteers . Recruitment of volunteers should be ongoing.
It should begin with an analysis of the BLM unit's work and the elements of 
that work that can be delegated or shared with volunteers. After this 
analysis,_ a planned recruitment strategy (either a broad based or targeted 
approach) should be written • 

• 5 

• 51 Volunteer Job Analysis. Using management goals, objectives, and
priorities as a guide, each BLM office which desires to recruit volunteers 
should conduct a job analysis to determine where volunteers can be placed and 
what skills are required (see also section .32 Needs Assessment and the Needs 
Assessment Guidelines in Appendix 2). Appropriate volunteer jobs often 
represent work (tasks, projects, or jobs) that program and project leaders 
have planned or designed but which they have not been able to do. The most 
effective method of developing a list of volunteer jobs is to involve staff 
and volunteers in the process. In addition to the development of satisfying 
volunteer jobs, other needs can be determined from the job analysis such as 
training, supervisory requirements, time frame and required materials and 
supplies needed to perform these functions • 

• 52 Position Descriptions. 

A. Volunteer job descriptions are essential in the recruitment and 
retention of volunteers. Volunteers must know exactly what is required of 
them before they consider accepting a position with the BLM. The volunteer's 
job description is important as a means of identifying the volunteer's role to 
paid staff so that there can be a greater mutual understanding of individual 
and joint responsibilities. The job description also serves as a vital part of 
the career development path for volunteers and their achievement of learning 
new skills. 

B. Ideally, all volunteer position descriptions shall include a 
description of the purpose and duties of the position, a designated supervisor 
and worksite, a time frame for the performance of the job, a listing of job 
qualifications, training required and/or to be provided, equipment to be 
provided, tasks to be accomplished, a description of any indirect job benefits 
(mileage, lodging, meals, training, etc.), and an evaluation schedule • 

. 53 Recruitment Process. A recruitment strategy follows naturally from 
the volunteer job description which has specifically outlined the skill level, 
experience, abilities, and availability required of the job. The following 
elements are fundamental to the recruitment process and should guide the 
outreach efforts: 

A. Volunteers shall be recruited by the BLM on a proactive basis, 
with the intent of broadening and expanding involvement of volunteers in the 
agency. 

B. Volunteers shall be recruited without regard to sex, -physical 
challenge, age, race, or other condition. The sole qualification for volunteer 
recruitment shall be suitability to perform a task on behalf of the BLM. 

c. No final acceptance of a volunteer shall take place without the
volunteer position/project description section on BLM Form 1114-4 having been 
completed. 
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.6 Interviewing, Screening, Placement, and Processing Volunteers 

.61 Staff Requests for Volunteers. Requests for volunteers shall be 
submitted to .the designated Volunteer Coordinator in writing by interested 
staff, complete with a draft position description and a requested time frame.· 
This process is enhanced when the BLM unit has conducted a detailed volunteer 
job analysis and needs assessment • 

. 62 Interviewing Prospective Volunteers. As a general rule, all long
term volunteers should be interviewed to ascertain their suitability for and 
interest in advertised positions. The interview should determine the 
qualifications of the volunteers and their commitment to fulfilling the 
requirements of the position. Preparation is necessary before actually 
interviewing prospective volunteers. The following process should be used as 
a guide: 

A. Prepare an interview format or checklist of questions to be
asked of all applicants based on the advertised volunteer job. 

B. Select trained interviewer(s) and include staff and volunteers
in the process of drafting questions and/or participating in the actual 
interview. 

C. Conduct an interview with all prospective volunteers.

D. Encourage the prospective volunteer to ask questions and express
their concerns, etc • 

• 63 Screening Prospective Volunteers. Screen out candidates determined 
to be inappropriate for the BLM or having skills that could be better used in 
another setting. Such applicants could be referred to other Volunteer 
Programs or agencies as appropriate. 

A. Speak to individuals who are listed as references of prospective 
volunteers to satisfy any lingering questions and to select the right 

candidate. 

B. Both the BLM Individual and Group Volunteer services Agreements 
(1114-4 and 1114-5, respectively) have a self-certification section concerning 
a prospective volunteer's health and physical ability to perform volunteer 
tasks. Should a question arise concerning an individual's health and ability 
to perform certain tasks, field officials are encouraged and authorized to 
have this prospective volunteer visit a physician and obtain a written 
verification of suitability. The BLM's Volunteer Statute enables the BLM to 
pay for such a medical referral • 

• 64 Placement of Volunteers. Upon completion of the interview and 
screening process, it is important to place the volunteer in their job as soon 
as possible. A letter should be sent to the volunteer specifying the work 
which the volunteer is agreeing to perform, the time frame, and benefits and 
support the BLM agrees to provide the volunteer • 

• 65 Standards of Performance. Standards of performance shall be 
established for each long-term volunteer position. These standards should 
list the work to be performed, measurable indicators of whether the work was 
accomplished, and appropriate timelines for accomplishment of the work. 
Creation of these standards will be a joint function of staff and the 
volunteer assigned to the position, and a copy of the standards shall be 
provided to the volunteer along with a schedule of evaluation dates. 
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.7 orientation and Training • 

• 71 Orientation. Supervisors should ensure that volunteers are given 
an orientation to the BLM, orientation to the BLM unit and orientation to the 
specific jo�. Or�entation to the B3:M should cover the'broad general scope 

 
of

the agency including 
�
its .history, mission, 

� 
programs, objectives, working

 environment; and general policies, procedures, and benefits which apply to the 
volunteer staff. Orientation to the BLM unit should include information about 
the particular office, issues, resources managed and relationship to the 
community; the importance of volunteers to the agency and the relationships 
between paid and volunteer staff. Job induction should include discussion about 
volunteer responsibilities, level of authority and accountability, working 
conditions, supervision, reporting, and performance appraisal, job and career 
development opportunities. An effective orientation program should develop 
mutual trust, clarify expectations, and begin the team-building process. 
Orientation sessions should not exceed a few hours. Orientation may be less 
comprehensive for groups of volunteers when the service is through a Group 
Volunteer Agreement under the supervision of an experienced leader •

• 72 Volunteer Handbook. Each new volunteer should receive their own 
copy of the BLM Volunteer Handbook (Publication Number 350) and the 
accompanying folder. 

A. orientation sessions should be periodically attended by managers
and staff and should involve experienced volunteers as speakers and leaders. 
This practice accomplishes dual purposes of informing the entire workforce 
about the important roles played by volunteers and communicating that 
volunteers are valued members of the team. 

B. In orientation sessions, volunteers should be advised about
rules and responsibilities governing their appointment, office layout, records 
keeping requirements, their individual volunteer job, the performance appraisal 
process, and grievance procedures. Opportunities for growth and job 
development should. be explained and they should be introduced to tools, 
equipment and procedures they will be expected to use. 

c. Make certain that the volunteer knows in detail their status 
relative to tort claim (liability), workers' compensation (injuries on the job) 
and procedures to follow for filing claims. Emphasize safety and outline whom 
to contact in emergency situations as well as general emergency procedures to 
be followed should an emergency arise • 

• 73 Training. It is the policy of the BLM to ensure that each volunteer 
be provided with sufficient training on the job or through formal courses 
either to enhance a volunteer's current position or to prepare the volunteer 
for future positions. 

A. Skills Development Training. Prior to actual task assignment,
each volunteer's abilities should be assessed and any additional knowledge and 
skills required to perform the activities safely and effectively should be 
provided. 

B. In-Service Training. In-service or on-the-job training refers to
the perfecting of skills usable in the volunteer's current assignment or needed 
for transfer to another assignment. 
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.8 Recognition and Retention of Volunteers . 

. 81 Volunteer Awards. 

• 8

A. Non monetary awards are authorized for BLM volunteers and follow 
the same-guidelines outlined for employees. Non-monetary honorary awards may 
include medals, certificates, or plaques. 

1. These non-monetary honorary awards should have an award or 
honor connotation ahd should not exceed the prices of a medal, certificate, or 
plaque normally used for honorary recognition. 

2. The award should not exceed $100 per individual and meet 
the following criteria: 

a. The award or honor must be based on written selection 
criteria and justification. The award must plainly display the BLM's name or 
emblem and the basis of the recognition. 

b. The award must be for a significant work contribution 
and not a gift, memento, or souvenir. 

c. Requisitions submitted to procurement officers must 
clearly identify that the requested merchandise is for an approved awards 
program. 

B. Other non-monetary awards include items that can be worn or 
displayed with an appropriate logo, emblem, or seal representing the BLM. 
These items can include merchandise such as belt buckles, pencils, pens, 
pen-pencil sets, key rings, paper weights, coffee mugs, tee shirts, and head 
gear. Other recognition items may not exceed $100 per individual and may not 
be uniform components. Written selection criteria and justification is not 
required for these types of non-monetary awards. 

c. Monetary awards to volunteers are not authorized •

. 82 Employee Contributions. The BLM employees who contribute 
significantly to the Volunteer Program should be recognized as follows: 

A. An employee who has served as a project leader or supervisor, or 
who has provided significant project support should, at the same time the 
volunteer or volunteer group is recognized for its contribution, be recognized 
for their involvement in the project. A certificate or letter of appreciation 
is appropriate. 

B. An employee who continually makes significant contributions to 
the Volunteer Program should be considered for additional recognition through 
the BLM _Employee Incentive Award Program. Managers and/or Volunteer 
Coordinators are encouraged to pursue this type of employee recogniti�n when 
they feel it is appropriate. This type of recognition should be awarded 
during an "All Employees Meeting." 

.83 National Level Awards. The BLM participates in a number of 
national level award programs which recognize volunteers, groups, 
partnerships, lessees/permittees, and BLM employees or field officials who 
make significant contributions toward the preservation and stewardship of 
America's public lands. For further information concerning the types of 
awards, criteria, and procedures for submission, contact your State 
Office/Center Volunteer Coordinator. 
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Five Essential Parts of the Volunteer and Hosted worker Action Plan 

The Volunteer and H9sted-Worker Action Plan should contain a minimum o! five 
essential parts: (1) an introduction, (2) a statement of purpose, (3) goals 
and obj7ctives fo: the pr�gram, (4) a dis�ussion of impediments, and (5) 
strategies or actions designed to remove impediments to the program. Other 
sections may be added if deemed necessary by the work group. 

Introduction 

The introduction should be, in effect, an introduction to the State's 
Volunteer and Hosted-Worker Program. It might include a brief historic 
account of the program as well as a current status report. The introduction 
should emphasize the use of volunteers to further the BLM resource goals and 
stress how the potential for expanded use of volunteers in all areas and 
functions of the BLM;s work has been recognized and encouraged by the Director 
and State Director. 

statement of Purpose 

A statement of purpose will "set the stage" for the action plan. It should 
identify specific reasons why a Volunteer and Hosted-Worker Action Plan is 
necessary and appropriate at this point in the program's evolution. The 
statement of purpose should accentuate the necessity for proper long-range 
planning in order to integrate the Volunteer and Hosted-Worker Program with 
the various resource activity and support functions of the BLM. The statement 
should affirm the need for an adequate, reasoned, and consistent approach to 
implementation and management of the program in order to keep the program 
moving forward. 

Identification of Goals and Objectives 

The identification of definitive goals and objectives for the State Volunteer 
and Hosted-Worker Program is critical and cannot be overstated. Just as it is 
not possible for a captain to guide their ship to an unknown destination, 
neit�er is it possible for a manager or Volunteer Coordinator to direct the 
Volunteer Program if goals and objectives have not been clearly and succinctly 
identified. 

Impediments/Challenges 

The discussion of impediments should include and recognize important issues 
and concerns, obstacles, shortcomings, weaknesses, and inefficiencies in the 
Volunteer and Hosted-Worker Program which keep the program from advancing 
forward. The discussion of impediments could encompass anything from lack of 
overall policy guidance to problems with reimbursement process. Each State 
Office must tailor this discussion to their own individual situation. 

Strategic Action 

The strategy or action section of the Volunteer and Hosted-Worker Action Plan 
is the appropriate place to detail opportunities and suitable methods for 
overcoming the impediments examined in the previous section. This section 
provides the means for increasing knowledge and awareness of the program among 
managers, staffs, and prospective volunteers and should relate directly to the 
attainment of stated goals and objectives. 
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