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General Information about the program:

The Missouri Department of Health and Senior Services’ (DHSS) Internship Program is designed to provide college students with real-life experience working alongside environmental public health specialists, public health nurses, facility surveyors, program managers and representatives, senior services staff, and other Department professionals. Through this program, DHSS strives to offer students an exceptional experience that will result in amplified knowledge of public health, adult protective services, and regulatory practices.   
The DHSS Internship Program is only offered to students that are required by their college or university to complete an internship for their degree coursework. The Department is capable of offering both paid and unpaid internships. However, consideration must be given to the availability of funds when requesting a paid internship. If you wish to offer a paid internship to a student you must begin by requesting permission for an H&I position through your division. (The program will need to request to fill a current vacant H&I position; if a vacancy does not exist, the program must request the establishment of an H&I position.) DHSS recognizes a paid intern as an H&I employee and therefore the student will not be considered an intern but a staff member instead. However, the compensated student will still receive the required college credit just as an unpaid intern would.
Requesting an Internship

When a program recognizes the opportunity to host an intern, they need to fill out the Internship Request Form and return it to: Office of Human Resources (OHR), Attn: personnel analyst/recruiter. The OHR personnel analyst/recruiter will review the request and then post it to various college and university job/internship boards. If there is a particular school that the program would like to recruit an intern from they should make note of this when they submit the request. If the program already has a potential intern lined up, they will still need to fill out the Internship Request Form but submit it with a note that the posting to job boards is not necessary because an intern has already been chosen. If additional instructions are needed to complete this request please contact the personnel analyst/recruiter in charge of the program.  Interested applicants will be directed to contact the Office of Human Resources. The personnel analyst/recruiter will then forward the applicant(s)’s information to the program manager. 

NOTE: If a student reaches out to OHR seeking an internship, the personnel analyst/recruiter will work with the student to obtain information and will then reach out to programs that might be a good fit for the student to see if they have a current project that would allow for an intern to be placed with them.  
Once the program has made their intern selection, they will need to complete the following:

Once an intern is selected:

1. The program should elect a Designated Supervisor of the Intern (DSI). 

2. The program will need to fill out the Intern Information Sheet and have the selected candidate fill out the Application for Record Review. Both forms will need to be submitted to the personnel analyst/recruiter as soon as possible. Once the forms have been submitted, OHR will take the necessary steps to get a current MOU with the university on file and then run the necessary background checks on the student. ***Interns may NOT begin until an MOU is in place with the school and all background checks are complete. The personnel analyst/recruiter is responsible for working with the school, the Office of General Counsel, and the Division of Administration to ensure the MOU is in place. The program is responsible for ensuring that the intern does not start until all legal aspects are taken care of.   
3. If a badge for building access is necessary then the DSI must contact the Bureau of General Services (BGS) to make arrangements for a temporary access badge. 

When the intern begins
1. Together, the intern and DSI must review the Internship Packet-Statements & Policies that is located out on the intranet. This packet contains particular Department statements and policies. All pages in the packet that need a signature must be signed by the intern and returned to the personnel analyst/recruiter. 
2. The DSI will need to track the hours completed by the intern by using the Intern Time Tracking Tool that is located out on the intranet. If there are any concerns or issues while the internship is being served, you are encouraged to contact OHR. 
Once the internship is completed
1. Notify OHR by submitting the completed Intern Time Tracking Tool to the personnel analyst/recruiter. 
2. Notify BGS that the intern has finished (only necessary if a temporary badge was acquired).
Please direct any questions regarding this process to:

Jamie Sanning

Personnel Analyst/Recruiter
Office of Human Resources

Missouri Department of Health and Senior Services

PO Box 570

Jefferson City, MO 65102

Phone: 573.522.4150

Jamie.Sanning@health.mo.gov
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