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Alternative accessible formats of this Guide will be provided on request.  Persons who need an alternative format should contact the State Personnel Division, Department of Administration, 125 N. Roberts St., PO Box 200127, Helena, MT 59620-0127.  Telephone 406-444-3871.  Those using a TTY may call through the Montana Relay Service at 711.

INTRODUCTION

This guide is designed to provide assistance to state supervisors, managers and employees considering hiring student interns.   

HISTORY

It is important to note there is no formal policy regarding student interns, but a bill was passed in the 2005 legislature that defines student intern in the context of state employment, pay, benefits, and other employee rights and responsibilities.  The bill states they are not state employees.  House bill no. 198 was introduced by Representative D. Villa by request of the Department of Administration, providing an immediate effective date of March 24, 2005.  

PURPOSE

From the agency perspective, hiring student interns can provide the agency with a needed human resource to complete special projects while providing the student with a valuable work experience.  Student internships can create interested job candidates for full-time employment opportunities at a later date. The State of Montana is concerned about the exodus of our recent college graduates to other states. State government should work to attract recent college graduates to the ranks of state employment. Workforce planning efforts will require creative recruitment strategies in the future as the availability of the labor force is reduced. 
DEFINITION of a STUDENT INTERN

In short, a student intern is a person who is attending or has been accepted to an accredited school, college, or university and is hired directly by an agency into a student intern position.  Student interns are not eligible for earned leave benefits, holiday benefits, and retirement or group health insurance benefits.  Student interns are not eligible to achieve permanent status without a competitive selection process and may be discharged at anytime.  

For more detailed information, please go to

2-18-101, MCA: http://data.opi.state.mt.us/bills/mca/2/18/2-18-101.htm


House Bill 198:  http://data.opi.state.mt.us/bills/2005/billhtml/HB0198.htm


PROCEDURES

The Department of Administration recommends that when hiring a student intern, the agency develop internal procedures to streamline the process.  These procedures should include securing FTE, a request to hire the intern, approval to hire the intern, recruitment, compensation guidelines, payroll procedures, and possibly signed agreements if the internship is volunteer.  
See the Appendix for sample documents, agencies may use when hiring student interns.

frequently asked questions about Student intern positions

Q: Must I advertise a student intern position?

A: No. However, we would recommend using a competitive process.  A competitive process will ensure you select the right person with the right competencies for the internship.  Remember, there is no charge to post student internships on the web or with accredited colleges or universities.

Q: Do all internships provide college credit?
A: It depends on the school and program.  Some internships will provide college credit, while others serve as a valuable work experience for the intern.

Q: Must I use FTE to hire a student intern?

A: It depends.  If the internship is unpaid, there is no need to use an FTE. However, if you will be paying the intern, you must have an FTE available, in order to enter the intern into SABHRS.   Typically interns will use .5 FTE if they are only working during the summer months.  These position numbers are acquired through the budget office. You must get approval from the budget office by submitting a budget change document (BCD) with a completed FTE detail sheet. 
Q: Do all student interns get paid?

A: No. It depends on the type of internship and circumstances surrounding the internship.  If you are not going to pay the intern, make sure the intern meets all the requirements of a trainee as defined in the Fair Labor Standards Act (FLSA) (Wage and Hour Opinion Letter, Jan. 6, 1996).  For more information on trainees see:  elaws - Fair Labor Standards Act Advisor


Q: If the internship is paid, what is a reasonable rate?

A: Since intern positions are not classified, there is not a defined pay schedule.  Consider the complexity of the work the intern will be doing in conjunction with your agency’s internal equity issues.  
Q: If the internship is paid, how is their time reported?

A:  They should follow the same procedures as regular employees in your agency for submitting time.  

Q: How do I enter the position into SABHRS?

A: There’s a guide on the MINE that provides the instruction on entering a student intern position.  The path for this information on the MINE: SABHRS Documentation > Human Resources > User Guides > HR Module > Position Data > Add a Student Intern Position
Q: If the internship is paid, how do I enter them into SABHRS?

A: There’s a guide on the MINE: SABHRS Documentation > Human Resources > User Guides > HR Module > Job Data > New Hire a Student Intern
Q: What is the job code for a student intern?

A: The job code for a student intern is #000957 (located on MINE, under job code inventory).  This job code puts them into the exempt pay plan 061 to insure raises and other benefits are not applied by programming.  Please do not use existing position numbers for student interns. Reliable reporting from SABHRS is not possible when employees are not in the correct positions and job codes.  

Q: When should agencies start their planning process for student interns?

A:  It’s a good idea to start planning 3to 4 months prior to the end of the school year.  Start the communication amongst your agency management so they can determine the need, funding, and process for hiring a student intern.  

Q: Are student interns paid for holidays, sick time, and vacation time?

A: No.  They are not considered employees, therefore, are not eligible for these benefits.

Q: Are student interns covered under worker’s compensation?

A: Yes.  Regardless if the internship is paid or unpaid, the student intern must be covered by worker’s compensation insurance either through the State’s coverage or the University’s coverage 

Q: How long can the student intern work? 
A:  The student intern designation was created to eliminate the 90 day requirement of a short term worker.  Student interns may come to work for an agency during summer vacations, school breaks and after school hours provided they meet the definition of a student intern.
Appendix: Sample Memo Forms

MEMORANDUM

TO:

All Department Staff

FROM:
Human Resource Manager

DATE:
February 1, 2007

SUBJECT:
Student Interns

It is time to evaluate the need for student interns.  Interns can help your division complete special projects and provide the student with valuable work experience.

The cost of hiring a student intern must come directly from the division’s budget.  Division Administrators are encouraged to review their budgets prior to requesting a student intern.  No additional funds are available Department-wide to hire interns.  

The Human Resource Office coordinates the hiring of all Department interns.  Please follow this process to request and hire an intern:

1. Fill out the Intern Request Form electronically.  Please copy the form to your files before you fill in the information.  (Please contact Administrative Support if you have questions about completing this form.)

2. E-mail the completed Intern Request Form to Human Resources for processing.

3. Each Division must have a vacant FTE for the student intern position.  

4. Human Resources will send the completed Intern Request Form to the appropriate Montana colleges for posting and distribution.  Please list the Montana school, college, or university where the intern request form should be sent in the “Advertise” section of the form.

5. Human Resources will compile the resume materials received from interested student interns and prepare a Recruitment and Selection packet for the Division staff member to review.

6. Each Division is responsible for using an objective process to select a student intern.  Once an intern is selected the Division hiring representative will prepare a letter of hire that will be signed by the intern and returned to the Human Resource office.  Unsuccessful candidates will be sent a “not selected” letter and a copy will be attached to their resume.  The completed student intern hiring process must be returned to Human Resources for record keeping purposes. 

7. Selected student interns must complete and sign the front page of the State application form before they start working.

8. Student interns will complete timesheets as a Department employee.  Please ensure that your intern properly fills out and timely submits timesheets each pay period.

9. Please schedule an appointment with Human Resources/Student Intern Coordinator for a brief student intern orientation to ensure interns understand Department policies and procedures that relate to them.  An orientation checklist will be signed by the intern and filed in HR.

10. Please e-mail Human Resources/Student Intern Coordinator when the intern is no longer working in your Division.

Please feel free to contact Human Resources if you have any questions about this process.

We hope this information is helpful.  Thank you.

DEPARTMENT INTERN REQUEST FORM
	APPROVAL:

	




	Division Administrator Name

Human Resource Manager Name


	Division:      
	Date:      

	Contact Person:      
	Title:      

	Address:      

	City:      
	State:   

	Zip:      
	Phone:  ( 406 )      

	Position Title:   Student Intern                    Position Number:   
	# of Positions:   

	Location:      
	Hours/Week:   

	Interns must be currently enrolled in an accredited school, college, or university.

	Start/End Dates: (approx. mo/dy/yr – mo/dy/yr) 
	     
	—
	     

	Hourly Wage: 
	          total hours @
	           /hour =            

	                          Travel     YES:          
	NO:          

	Position Description (use additional sheets as necessary) 

	Qualifications: 

	     

	Additional Information:


	     

	Application Procedure:


	

	Advertise: (List the Montana school, college, or university where the student intern request form should be sent.)

      
​

	Deadline:      


CONCLUSION

Student interns can be a valuable addition to your workforce.  It gives your agency an opportunity to showcase your organization as well as giving the Intern the opportunity to “try out” state employment, gain valuable work experience, and class credit.  Consider student interns for special projects that staff don’t have the time to accomplish that will enhance your organization’s mission. The statistics regarding workforce demographics indicates that there will be far fewer people to fill vacancies in the near future. State Government provides a wonderful opportunity for a sustainable career with excellent benefits.

For more information on your agency’s student intern program, contact your agency’s human resource office.

If you would like more information regarding developing, implementing, and administering a student intern program, contact State Personnel Division at 

444-3871
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