DOIT Student Intern Program Guidelines
Purpose

The purpose of the Student Internship Program at the Department of Information Technology (DOIT) is to offer an opportunity to college students, who are in good standing academically, to be exposed to “real world” experiences related to their field of study.  This may include information technology, accounting, human resource administration and other areas for which the agency has use.

Features

· Internships are unpaid and may allow the intern student an opportunity to obtain college credit and job experience in their field of study (to be determined by the student’s college).
· Students must arrange to receive credits by consulting with their college advisors or Internship Director.
· Internship opportunities are generally announced in the fall and spring, as well as in the summer.
Academic Component

Since the academic requirements of participating institutions of higher education may vary, each intern should arrange individually with his or her college or university for specific academic requirements and credits to be awarded for participation in the program.
Steps:
1. Divisions submit formal requests for interns (Form # DOIT Intern-01).  Requests include:

· Work unit to which the intern will be assigned.
· Nature of the work person will be doing (as specifically as possible

· Scholastic background needed or desired (pre-law, management, accounting, statistics, etc.).  This should be directly related  to the project or work the intern will be performing.

· Class level or minimum course work required (i.e. “college junior”, or “must have completed Advanced Networking course” or “Business Law background required”. Etc.)

· Training the intern will be receiving

· Preferred work schedule (i.e. full time or part time, and work hours)

· Qualifications desired and/or required for the internship (reliable transportation, knowledge of MS Office products, etc.)

2. Requests for Interns are reviewed by Agency Management, and a determination is made as to the merits of the request, including the training outlined by the requestor, the potential work assignments the intern will have and the benefit to the agency.

3. Decisions are reached and an announcement is made regarding which units will receive interns for the upcoming year.

4. Applicant resumes to be forwarded to DOIT from Colleges.

5. Interviews may take place w/HR representative and managers/supervisors of the work unit.

Work Rules and Assignments

Student interns are expected to follow the work rules of the units they are assigned to, and to meet reasonable deadlines.

Focus of the work assignments for the student interns should be to provide learning opportunities and a wide range of exposure to the work of the unit and/or agency.  This could include special projects, work assignments that might free higher level professional staff to work on more technical projects, or involvement in a variety of work activities for which the work unit is responsible.  It should NOT be considered a method of getting production results within a unit.
A workable and mutually beneficial relationship between the students, their institutions, and the Supervising Managers is a major goal of the internship program.  Every effort will be made to affect a match that is satisfactory to both parties.  All internships are unpaid.
Program Advantages

· Gain valuable work experience

· Obtain references
Feedback Forms

Feedback forms (Form # DOIT Intern-04) will be sent to the interns on a monthly basis.  These are to be completed and sent back to Human Resources Unit.  A separate form will also be sent to the Manager/Supervisor of the intern.

The purpose of these forms is:  to determine how well the intern process is evolving; to ensure that the intern is having a “good” learning experience, and that his or her assignments meet the standards of the Internship program.  In addition, it is a means for the Human Resources Unit to identify potential problems that might have a negative impact on the program, the intern in question or the work of the unit.
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