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l. POLICY:

V.

Ofices wthin the GCeorgia Departnent of Corrections are
encouraged to utilize |ocal uni versities, coll eges and
technical <colleges, to provide internship opportunities to
interested qualified students.

APPLICABILITY:

Al prisons, centers or offices within the CGeorgia Departnent
of Corrections.

RELATED DIRECTIVES:

A Rul es of Board of Corrections
125-3-4-.08

B. St andard Operating Procedures
| VO03- 0006 — Fingerprinting
| VO04- 0001 — Anericans with Disabilities Act, Title |
| VO14- 0005 — Appear ance and Dress
| VOL5- 0003 — Crimnal H story Record Information
| VOL5- 0005 — GDC I dentification

DEFINITIONS:

A Intern — A student from an accredited university/college
or technical school undergoi ng supervised practical
training and who serves, wunpaid, as an apprentice or
trainee in an occupation or profession to gain practical
experience, and sonetines also to satisfy legal or other
requirements for bei ng | i censed or accept ed
pr of essi onal | y.

B. Accredited University/College or Technical School -
Accreditation ensures that an institution has Dbeen
evaluated and that it nmet set standards of quality
determned by the accrediting organization granting the
accreditation. A college or university's accreditation is
mai nt ai ned by continued adherence to the set criteria.
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C. Intern Coordinator — The enployee identified by the

Appointing Authority to oversee the student internship
programin an office/center or prison

D. Intern Supervisor — The enployee designated by the
Coordinator to provide direct supervision to the student
i ntern.

E. Centralized Coordi nator — The Enpl oynent Servi ces Manager
assigned to Central Personnel Adm nistration to oversee
this program and serve as a resource/contact to field
sites and accredited col |l eges/universities.

ATTACHMENTS:

Attachnent 1 — Request for Enployee Identification Card

PROCEDURE :

A

A student who is interested in applying for an internship
position, may visit GDCIOBS.com to receive information on
how to apply for internships with GOC or they should
contact the local office, center or prison to determne
availability of internship opportunities from the person
designated by the Appointing Authority to oversee the
I nternship Programat the |ocal |evel.

1. The student should be scheduled for an interview
with the interested supervisor in the area in which
the intern will be supervised;

2. If selected, the student intern should conplete a
&Cl ¢ NCl C Consent Form

3. Local guidelines for safety and security should be
expl ained to the student intern;

4. The student intern shall read and conplete any
required GDC docunments and/or training outlining
conpl i ance GDC poli ci es;

5. The student intern shall receive an orientation to
the office rules and to the area in which assigned;

6. The student intern shall be supervised by a GC
enpl oyee or contractor while performng assigned
duti es;

7. The student intern shall be required to obtain and
to wear a GDC ID Card with the title Vol unteer. The
student intern wll also be issued a GOC Locator
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Card. Both cards are to be returned to GDC upon the
conpl etion of the student internship program

B. The Appointing Authority shall designate an enployee to
serve as the Student Internship Coordinator. It is
suggested that the Deputy Warden for Care & Treatnent,
Deput y War den of Adm ni stration or Assi st ant
Superintendent be appointed since nost student interns

will be adm ni strative or counsel i ng in state
prisons/centers. A Chief Probation Oficer should be
appointed for probation offices in their circuit. In

other offices, a manager selected by the office director
shal | be appointed to serve.

C. The Coordi nat or shall

1. Assess the need for a student intern and provide the
appropriate pl acenent wi t hin t he
of ficel/center/prison;

2. Oversee the recruitnment, screening, and selection of
all student interns ensuring that:

a. St udent interns are recruited from al
accredited wuniversities, colleges or technical
colleges wthin the comunity, as nmay be
reasonabl e and appropri ate.

b. All required crimnal history and persona
reference checks have been satisfactorily
conpl et ed.

C. The duties performed by the student intern are

consistent with the educational requirenents of
the university, college or technical school and
institutional/office needs are nmet and are
provided in advance of the beginning of the
i nt ernshi p.

d. The | ocal coordinator shall maintain contact
with local colleges and universities to apprise
t hem of opportunities available to their
st udent s.

e. The CPA Enpl oynent Services Manager wll serve
as the Centralized Coordinator for the program
and shall ensure that internship positions are
announced on GDCIOBS.com and to provide
consultation to sites regardi ng internships.

3. Maintain a system for the official identification of
student interns by coordinating the issuance of a
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@C Locator Card and GDC Oficial Identification
Card with the local imaging facility;

4. Provide orientation for all student interns;

5. Conplete any required paperwork provided by the
student interns university, college or technica
school within the tinme requested;

6. Post a current, dated schedul e of expected hours the
student intern will be required to be present and
actively participating in the operation of the
office, center or prison, so as to neet the required
nunber of supervision hours.

a. Maintain a log to sign in and sign out for the
student intern.

7. The coordinator will ensure that the student is
nmeeting the expectations established by the coll ege
or university and the office. |If not, discussion
shoul d be held with the student and
col  ege/university official regarding termnation of
t he internship.

D. Each Student Intern Supervisor shall:

1. Supervise the student intern who provides work in
hi s/ her program ar ea,;

2. Maintain a record of duties performed by the student
intern and forward them as requested to the
Coor di nat or;

3. Assist the Coordinator in providing training and
f eedback appropriate to his/her program area;

E. The | ocal Personnel Ofice shall issue a GC Locator Card
and a GDC ldentification Card wth the job title
Vol unteer. The expiration date shall be no |onger than
what is needed to neet the student intern’s education
requirements and shall be returned at the end of the
student i nternship.

F. The internship programor the individual student
i nternship may be discontinued at any point after
sui tabl e conmuni cation with the accredited
col I ege/ university or technical college, the student,
| ocal internship coordinator and the local internship
coordi nator shoul d problens occur during the internship
or if circunstances arise which would not allow for
continued use of interns at a specific site.
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VII. RETENTION SCHEDULE:

A Attachnment 1 — GO CNCC Consent
years in student intern file

Form — Retain for

2




