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I understand that in order for me to continue meeting the definintion of student in accordance with 5 CFR 213.3202; I
must continue meeting all of the criteria in Section I above. When I no longer meet the definition of student, thus
eligibility for the SCEP or STEP, my employment under this appointment will be terminated. If SCEP, upon completion
of academic requirements, I may be converted to a permanent position within 120 days, if not converted at the end of
120 days then I will be seperated.
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Collection of this information is authorized by 12 U.S.C. 1819, 26 U.S.C. 6109, and Executive Order 9397. Your Social 
Security Number (SSN) and student record information is requested to further verify education information and ensure 
record accuracy. This information will be used by the Civilian Personnel Advisory Center personnel to process your
application for the Student Employment Program. Some routine uses may include background and previous education
verification. Completion of this form is voluntary but, failure to provide the requested information, including your SSN,
may result in your application being delayed or not processed.
SECTION I
**Complete and return this form to the hiring supervisor. It must be approved by the Employment Officer (CPAC) before
you can start work.**
- (Must be completed by student)
Student's Name
(Please Print):
I certify that:
Name of School:
Address of School:
Date Attendance Began and/or Begins:
Date Available for Work:
1) I am a U.S. citizen or a national (resident of American Samoa or Swains Island).
3) My cumulative GPA from the most recent semester/quarter is at least a 2.0 on a 4.0 scale.
2) I am enrolled or have been accepted for enrollment at an accredited institution as a degree-seeking student. Please 
attach most recent transcript which includes grades.
The type of degree/certificate/diploma to be obtained is:
The program completion date is projected to be:
I am 16, or will be by
My completed resume is attached.
I have completed the education level indicated on this form.
Current transcript(s) is attached.
Student Signature
Date
The school I attend operates on a 
Quarter
Semester basis. (check one)
        /        /
        /        /
        /        /
        /        /
PREVIOUS EDITIONS ARE OBSOLETE
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Student Employment Program (SCEP/STEP)
Student Temporary Employment Program (STEP)
Job opportunities under the Student Temporary Employment Program (STEP) offer you temporary employment.
Employment can range from summer jobs to positions that can last for as long as you are a student. These employment
opportunities need not necessarily be related to your academic field of study. It is available to all levels of students: high
school, vocational and technical, associate degree, baccalaureate degree, graduate degree, and professional degree
students.
Student appointments are different in that they do not have an hour limitation, like our regular temporary appointments. 
If you believe you are eligible, please submit the application packet listed below to the Civilian Personnel Advisory
Center (CPAC), or the supervisor who is interested in hiring you.
Student Career Experience Program (SCEP)
The Student Career Experience Program (SCEP) component offers you valuable work experience directly related to
your academic field of study. It provides formal periods of work and study while you are attending school. It requires a 
commitment by you, your school, and the employing Federal agency. You may be eligible for permanent employment
under this component after successfully completing your education and meeting work requirments.
You will need to provide the following information if you wish to be considered for a Student appointment:
1. Resume or other form of application (Resumix Profile & Supplemental Data)
(www.cpol.army.mil)
2. OF-306, Declaration of Federal Employment
3. A copy of your official transcripts
4. Student Pre-Employment Eligibility Form (attached)
I am interested in the:
CHRA, Southwest Civilian Personnel Advisory Center
A
ttn: STEP/SCEP Coordinator
4700 Mow-Way Rd., Suite 500
Fort Sill, Ok 73503
Mail or drop off:
STEP
SCEP
Please place your address, phone number and email here:
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SECTION 2
SECTION 3
- (Must be completed by Advisor/Counselor/Registrar)
- (Must be completed by Selecting Official)
Is student in good standing with the school? (Not on academic probation:)    YES
Is student enrolled at least half-time? YES
NO
NO
Advisor/Counselor/Registrar Printed Name and Title)
Date
Phone Number
        /        /
Selecting Official Name 
Employment Officer Signature (CPAC Only)
Date
        /        /
Date
        /        /
APPOINTMENT INFORMATION
Name:
Check the code indicating your highest level of education attained at time form is completed:
1.  No formal education or some elementary school - Did Not Complete.
2.  Elementary school completed - (grade 8 or equivalent). No High School.
3.  Some high school - (grade 9-12). Did Not Graduate.
4.  High school graduate or certification of equivalency (GED).
5.  Terminal occupational program - Did Not Complete.
6.  Terminal occupational program - Certification of completion, diploma, etc.
7.  Some college - LESS than one year (less than 30 Sem. or 45 Qtr. hours).
8.  One year of college (20-59 Sem. or 45-89 Qtr. hours) - No degree.
9.  Two years of college (60-89 Sem. or 90-134 Qtr. hours) - No degree.
10. Associate degree (2 - year program).
11. Three years of college (90 - 119 Sem. or 135 - 179 Qtr. hours).
12. Four years of college (120+ Sem. or  180+ Qtr. hours) - No degree.
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Selecting Official  Signature)
                Advisor/Counselor/Registrar Signature 
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If you checked one of the codes 6-12, complete the following information:
Check your status prior to accepting this temporary appointment:
Field of Study:
Total Sem. / Qtr. Credits Completed:
Degree:
Certificate of Completion:
--OR--
1A  Military
2A  University Employee
3A  Student
4A  Self Employeed
5A  Retirement
6A  Foreign Country or Corp.
7A  Private Industry
8A  Unemployment
9A  State or Local Government (Not Federal)
Year Obtained:
        /        /
Year Obtained:
        /        /
Sem.:
Qtr.:
1B  Other (Prior Civil Service or NAF) (explain):
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