Human Resources Division 

December 1, 2009


RECENT PERSONNEL POLICY CHANGE

Policy 0518 “Internship Program”

EFFECTIVE DATE:  December 1, 2009

CHANGES MADE:  Students can now work for the department in an unpaid capacity to receive practical experience and learning opportunities.  
WHY CHANGES WERE MADE:  Policy language was added to allow students who are looking for practical experience and training the opportunity to work for the department in an unpaid capacity.  
FREQUENTLY ASKED QUESTIONS:

· What are the requirements of an unpaid internship?  Students must be enrolled in an accredited college or university, while maintaining an overall GPA of at least 2.0 out of 4.0.  If qualified, students are required to sign the Unpaid Intern Agreement form to alleviate any misunderstandings regarding the program.

· What is an Unpaid Intern Agreement and where can I locate the document?  The Unpaid Intern Agreement is a form that must be completed by the student and intermediate supervisor to alleviate any misunderstandings.  The date(s) of employment, job title, and primary job duties must be listed on the form.  This agreement can be found on the Chief Counsel’s webpage under contracts, HR.
· What is the requirement of the supervisor?  The supervisor must provide both productive assignments and progressive training and ensure all assigned tasks meet the objectives of the program.
· How long can students participate in this program?  Because the program is unpaid, students are able to work for the department as long as they are enrolled in an accredited college or university, until completion of their degree and there is work available.
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