Student Intern

Process (Current State)

November 5, 2014

Communications

START:

/Webmaster Receives
request from Send to
_student for PHSI for Program/students
Inform_atlon or follow up confused about the
e ppi FIEE
general email
address
Public Health Refer to LHD,
START: Review ) Student No CPHA or other
Systems Receives student Follow up with Interests/ex public health No student
Improvement request from e student/academic e ke follow up or
student, e interests, program for info if DPH needs? organization for
academic S academic needed info/opportunities

provide

program for info?

information or
experience

program
needs

Y Customer
Service for
interns — no
standard for

respons

Follow up with
student for info
and to finalize

Contact
Programs (s)
of interest for
potential
projects

Send resume
and request to
appropriate
program(s) for
availability

Yes

orientation
Provide
forms to
programs
or student |

v N '
DPH Programs START: Yes :‘
(RS,CHaPs, Receives Keep
request from intern or Send to PHSI Student —_> | Notify PHSI Complete
OHCA, I D|Lab) student for - provide for follow up good fit? and student forms
information or info?
experience Yes @ /\VA
) Advise and
Legal Office/ w«:lear if or why. Process
Contracts we need a full contracts with
contract and if for Academic
each student Institutions
- - No central data
Affirmative on interns Contact all programs for data on
Action i student interns for CHRO Plan
v
Info/ Outdated student
. « Outdated studen
Dellve_rableS/ intern manual
Job Aids/
Templates

CT Dept of Public Health
Student Intern Subcommittee

Page 1




Student Intern Inquiry Process (Future State)

November 5, 2014

Communications

START:

/Webmaster Receives Refers to
request from new DPH
student for Student
information or Intern
perercest | webpage
general email
address
Public Health [i
Systems START: No student
| Receives follow up or
mprovement rexstiom - ” orientation
student, AR
(Workforce o email within one

Coordinator)

business day
and/or Refers to
new DPH
Student Intern
Webpage

program for
information or
experience

DPH Programs

START:

(RS,CHaPs, Receives Keep No _
request from intern or Refers to Goes to intranet
OHCA,ID,Lab) student for |~ provide webpage and ensures
information or info? Yes student follows
experience guidelines/paperw
ork
Info/ p——
i * Centralized emal + Communication
Dellve_rableS/ * UseIntranet to agency about ;
Job Aids/ o ;:iﬁ’;?sg Service new process ‘Service for No central data Program/students
Templates . IES =0 on interns confused about the

standard for

process

CT Dept of Public Health
Student Intern Subcommittee

Page 2




Student Intern Onboarding Process (Future State)

November 5, 2014

Students/Acade
mic Programs

Sends application
according to

Goes to SI Corresponds with

webpage for . N programs,
- instructions to completes all
info and ; ;
dedicated email paperwork and

requirements

inbox evaluation

Public Health
Systems
Improvement

START: START:
Collects DPH Collects PEESD
 projects 3 student |nttern s eiEET '”;;Z?ZL‘?S Ensure intranet Reviews
times per year ft‘—;qUEShS for general Know of updated with ‘Holds_ studer_n
and posts to roug requirements ot — student orientation evaluation
web dedicated n availability/ and project data on survey
email inbox requests database of SI presentations monkey and
updated does
continuous
Provides improvement

response to
student within 5
business days

DPH Programs Yes
Sends Revi Ensure ;

(RS,CHaPs, Projects 3 evnelyvst_mern Keep p— Provides
OHCA.ID Lab) times per year aig%‘lzlivlvosnj FFiiar @7 Notify PHSI available on student wnh_

e within ith P provide and student e program/proj

requested vl _student info? ect specific
timeframes licaeily Yes comaprI;e i orientation
Legal Office/ Advise and
Process contracts
Contracts with Academic
Institutions
. . Checks intranét or u:/ for realtime
Affirmative list of student intern data and
Action information that can be used for
the CHRO Plan
Info/ Measures: # of inquiries (should decline with website); Current: n=6 per month; Customer Survey responses should improve. Dedicated email= dph.internship@ct.gov
Deliverables/
i * Requests for « Refer to LHD or « Standards for : « Database on

Job Aids/ class speakers in CPHA for timeframe to intranet or u:/
Templates high school — put info/other respond..5 days « Set standard date

from receipt or for
from app orientation/presen
deadline? tations

program numbers opportunittes — on

website

on website?

CT Dept of Public Health
Student Intern Subcommittee

Page 3




