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6200 Jefferson NE
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October 6, 2004
NEW MEXICO BULLETIN NO. 260-5-1
SUBJECT:  INF - EARTH TEAM PROCEDURES

TO:  All Employees

Purpose.  To inform all employees of requirements for engaging Earth Team volunteers.

Expiration Date.  September 30, 2005
NRCS assumes Workers’ Compensation and tort responsibility for all Earth Team volunteers it engages, therefore it is important that proper procedures be followed whenever Earth Team volunteers are utilized by the agency.

There must be two documents on file in the appropriate (field) office for each volunteer:

· NRCS-PER-001 Earth Team NRCS Volunteer Application

· NRCS-PER-28 Earth Team Volunteer Position Description

These forms may be found on the national NRCS website under “Earth Team”.  Again, for Worker’s Compensation and tort reasons, the volunteer must supply their social security number.

If the volunteer is to drive an NRCS vehicle, they must have on their person:

· Form 360-001, Earth Team Volunteer Identification Card
The card needs to be signed by the volunteer’s supervisor.  This identification card can be found on the Earth Team website under General Manual, Subpart J – Exhibits – 428.94 - Identification Card.
National Headquarters will be transitioning this year to an electronic system for time and attendance records of all Earth Team members.  In the meantime, all timesheet records should continue to use:
· NRCS-PER-004 Earth Team NRCS Time & Attendance

(MORE)

2.
The State Earth Team Coordinator will be working with you as the transition to the electronic time keeping system occurs.  Until that time, keep the paper records and complete the reporting when requested.

If there are any questions about age, how to handle groups, etc. please refer to the General Manual governing the Earth Team which can be found on the national NRCS website under “Earth Team”.  For example, Earth Team activities are limited to those functions NRCS would normally perform.  If a regular employee would not get paid for doing the task, it cannot count as an Earth Team activity.  Or when dealing with a group, the group leader(s) are the only ones who sign-up as Earth Team volunteers, even though the time of all participants is counted.
The Earth Team is a valuable program benefiting NRCS and the volunteers alike.  It is fairly simple and straight-forward, requiring the essential use of four forms to properly handle the liability we are assuming.
If you are engaging Earth Team volunteers and have questions beyond the General Manual, please contact Barbara Garrett, public affairs specialist.

ROSENDO TREVIÑO III
State Conservationist
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