	[image: image1.png]Q>

2 \ 4 <

A o
Mo sepo®




	
	ADMINISTRATIVE MANUAL

	
	
	

	SUBJECT:
ORIENTATION, TRAINING, EDUCATION AND INTERNSHIP PROGRAMS
	Chapter:  
9

	
Cooperative Education and Internship Programs
	Section:  
9.4

	REFERENCES:  1 CSR 20-1.040 (2) (D) and (H)
	Page: 
1 of 3

	
	Revised:
08-14-13



COOPERATIVE EDUCATION AND

INTERNSHIP PROGRAMS

I.
PURPOSE:

To provide a process for students to have opportunities to gain firsthand knowledge of careers in the Department.  Through participation, observation, and analysis, students will be able to apply theoretical concepts learned in classes through actual and practical situations in the Department.

II.
SCOPE:

Departmentwide.

III.
POLICY:

A.
Organizational units may participate in cooperative education and internship programs when there are work assignments available, which are of benefit to the Department, and relate to the student's educational program.  Resources and funding must be available in the unit's personal services and/or expenses required to support the assignment of the student.

B.
Interns successfully completing the program can be awarded academic credit as determined by the academic institution.  

C.
The unit will provide the intern with appropriate office space, supplies and equipment necessary to perform the work assignments.  The unit will authorize appropriate access to Department data as necessary to perform work assignments.

1. The unit will be responsible for providing the intern an orientation relating to the Department policies and procedures.  The intern must sign confidentiality forms prior to beginning work.  Background checks will be conducted on all interns.  Supervisors of unpaid interns are responsible for notifying Office of Human Resources (OHR) of the need to conduct a background check.

2. The intern is responsible for complying with the Department policies and procedures such as work hours, confidentiality of data, personal conduct, care and use of supplies and equipment.

3. The unit where the student is assigned shall be responsible for providing supervision, evaluation, maintenance of records and other conditions of the internship required by the educational institution and the OHR.  The internship may be terminated at the unit’s discretion. 

D.
Students may serve internships without compensation.  However, if the student is to be compensated, this is accomplished by placing the intern on the payroll through an unclassified appointment at a rate established by the Department.  These individuals would then be considered Department employees.

E.
The Department may negotiate internship agreements with educational institutions. The Division of Administration should be provided a copy of all Internship Agreements that exist between an educational institution and the department.

F.
Manuscripts or articles for publication based on programs or research conducted by interns must be reviewed and approved by the unit and the Office of Public Information prior to being submitted for publication.  Authorship rights of publications will be defined in the Internship Agreement.

IV.
PROCEDURE FOR PARTICIPATING IN COOPERATIVE EDUCATION AND INTERNSHIP PROGRAMS:

Interested units must submit written requests through administrative channels to the appropriate Appointing Authority.  The following must be included:

A.
Proposed length of internship including start and end dates, if known, and whether it is a full-time or part-time position.
B.
Information, if any, relating to internship programs with specific educational institutions.

C.
Description of duties to be assigned to the intern.

D.
Supervisor of the intern.
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