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Student Temporary Experience Program (STEP)

Dallas Field Division

(DFN: 510)



All Dallas Field Division Personnel
Gary G. Olenkiewicz

Special Agent in Charge

Dallas Field Division

To
From
Introduction:   The purpose of this memorandum is to apprise you of the Student Temporary Experience Program (STEP), recently implemented within the Dallas Field Division (DFD), and to set forth
the policy and procedures that will govern this program.  DEA may end this appointment at any time, for any reason it believes to be in the best interest of the agency.
Background:  The Student Temporary Experience Program allows DEA to hire qualified high school seniors and college students to provide clerical, administrative and other forms of support to agency operations.  It is, above all, intended to be a learning and practical experience program.  Participants in the program, known as Student Interns (AKA: Student Aides), are permitted to work up to 40 hours, per week, during each semester and full-time during school breaks and vacations.  Each Student Intern must meet established admission standards, as well as academic and background criteria, prior to acceptance into the program.  Student Interns are considered part-time DEA employees and undergo a security and background Investigation that results in a clearance, at the secret level.  Student Interns are typically hired at the GS-2 to GS-4 level, depending on education and experience, and some may receive academic credit for their participation in the program.  Students must maintain a 2.0 GPA on a 4.0 scale and must bring a copy of their grades to the Personnel Specialist at the conclusion of each semester.  Although most Student Interns have a desire to pursue a career as a DEA Special Agent, others may be interested in working in some other capacity with DEA or another law enforcement agency.  This program not only provides a unique opportunity for Student Interns to receive positive exposure to and experience with a professional law enforcement agency, but also serves as an excellent recruiting base for DEA.

Implementation:  The STEP was implemented in the DFD during November 2002, with the hiring of 

two college Student Interns.  This program is funded by DEA Headquarters but managed at the Division

level.  Each Division is authorized a fixed number of Student Interns, based on the ratio of core to support

employees.  The DFD is currently authorized to hire up to seven Student Interns.  The specific location and assignment of each Student Intern is at the discretion of the Special Agent in Charge, as long as

compliance with DOJ/DEA security and personnel regulations are maintained.

Administration: The Group Supervisor of the Special Support Unit (SSU) will administer the DFD

STEP.  Student Interns will be assigned to the SSU and their work activity will be coordinated, monitored

and evaluated through this unit.  Time and attendance computation, as well as related records 
maintenance, for the Student Interns will be the responsibility of the SSU.

Scope of Activities for Student Interns:  Keeping in mind that STEP is a learning and practical 

experience program for Student Interns, every effort should be made to engage them in meaningful and

productive activities.  There are, however, limits to the activities in which Student Interns may participate.

Under no circumstances may Student Interns participate in any enforcement activities.  Such prohibited

activities include surveillance operations, arrest and search situations, intake or transportation of

prisoners, processing or interviewing of Cooperating Sources and unsupervised handling of drug or non-

drug evidence.

Students may engage in a variety of non-enforcement activities, to support DFD operations.  Such 

activities include, but are not limited to, data base development and maintenance, training support,
Demand Reduction Program facilitation, prosecution book development/collating, inventory assistance,

supervised communications support and administrative assistance.  Questions regarding permissible and

non-permissible activities for Student Interns should be directed to the Group Supervisor of the SSU for

resolution.  The Assistant Special Agent in Charge (ASAC) responsible for SSU, with the concurrence of

the SAC, will render the final decision for any Student Intern activity requiring special approval.

How to Apply:  Students must submit an application for Federal Employment (Resume, SF-171,         OF-612), a copy of their SSN, a copy of their Driver’s License, and a copy of their most recent transcript.  Forms can be obtained on the internet at the Office of Personnel Management Website (opm.gov).  Please forward your applications to Anna Ellis, Personnel Specialist at DEA Dallas, 10160 Technology Blvd., East, Dallas, Texas, 75220.
Summary:  The STEP is a mutually beneficial program for the DFD and the Student Interns.  As 

with any new program, it is expected there will be some initial uncertainty and minor problems as

personnel become familiar with the STEP and learn to appreciate its value to the Division and the 

participants.  It is in the best interest for all concerned to make this program successful.  You are
encouraged to make any constructive comments or suggestions concerning the STEP to GS Jeffrey

Wendling, ASAC Michael D. Dromgoole or myself.  I thank you in advance for your support of this program.

If there are any questions, you may contact ASAC Michael D. Dromgoole at (214) 366-6924 or GS Wendling at

(214) 366-6963.
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