SANILAC COUNTY COMMUNITY MENTAL HEALTH AUTHORITY

ADMINISTRATIVE POLICY

NUMBER: BA167
NAME: INTERNSHIPS
INITIAL APPROVAL DATE: 12/02/2020 BY: Administrative Committee
(LAST) REVISION DATE: 03/16/2023 BY: Human Resources Manager
(LAST) REVIEW DATE: 03/16/2023 BY: Policy Committee
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I PURPOSE

I1.

III.

To outline the application process for internships held at Sanilac County Community Mental Health
Authority for both internal staff and external candidates.

APPLICATION

Populations: NA

Programs: Direct - ALL
Contracted - ALL

STANDARDS
To apply for an internship position, applicants must submit the following items to the Human Resources
Department a minimum of 30 days prior to the expected start date of the internship:

1. A copy of the person’s resume.

2. A written letter explaining the type of position, their expectations of the position, the start and end
dates (approximate) of the internship and the number of hours being requested.

3. A copy of the liability insurance policy covering the intern (usually provided through college).

4. A statement from the college on the internship requirements (i.e., hours, duties, etc.).

5. If an internal employee, then a request for paid time needs to be outlined in the letter explaining
the hours and job functions requested for compensation.

6. If an internal employeeg, if a flex schedule or education leave is requested, this must be listed in the
request letter, including the number of hours per week to flex and day of week flex will be used/or
day(s) off.

In addition, interns will be required to have a criminal background pulled and cleared by HR prior to
starting their experience, complete an application that outlines their credentials/work experience and
acknowledges/gives consent to background checks, and issue a copy of a TB tested completed within
the last year prior to approval.

Once the above information is submitted to the Human Resources Department, the information will be
reviewed by the Human Resources Manager, Program Officer, and Supervisor of the student. If
approved, the name and length of internship will be forwarded to the Union Chairperson.

The candidate will be notified by the Human Resources Manager on their start date. If declined by
Management, a letter will be sent by HR notifying the candidate of the decision. All interns will be
required to meet the Agency requirements for all staff. This includes background checks and training
requirements.

External internship applicants will be unpaid for the full duration of the internship.
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IV.

Current staff requesting an internship will be subject to the following regarding compensation:
o If the college accepts the current position and Sanilac CMH as a placement site, then Sanilac
CMH may also approve as a paid internship.
e Job duties performed in other departments or job titles will not be considered for compensation.
e Flex schedules may be authorized for staff to work in different departments for an internship.

Job shadow requests that are short term may be approved without completion of the full application
process. Job shadow experiences must be tied to a learning requirement from a school/college
requirement.

Interns will perform duties under the supervision of their site Supervisor. When an intern requests and
can be credentialed as part of their learning experience, they will have the ability to bill for services
under the direct advisement of their supervisor. The ability to be credentialled to bill within the Agency
is solely at the discretion of the intern if they wish to enhance their learning experience. This allows for
experience with our EMR and direct face-to-face time. Interns that choose to be credentialled will not
replace or affect staffing requirements. Choosing to bill as an intern to enhance a learning experience
does not constitute paid worktime.

When an intern is not credentialed, they will participate in face-to-face interventions with face-to-face
supervision, and the credentialed clinician supervising the intern will bill for the session. This may occur
through individual sessions, group therapy sessions and home visits (ACT Clinic Services Departments).
Interns may rotate between positions/duties within multiple departments.

Sanilac CMH Supervisors and employees may participate in the internship process. Officers and
Supervisors may be requested to supervise interns. Supervisors may decline an internship if their
workload does not allow the time to supervise an internship effectively. Master’s Level employees may
provide internship supervision if they meet the licensure required by the school. The Supervisor for the
intern will be paid their regular compensation and conduct supervision during business hours. If
Sanilac CMH does not have the staff credentials to meet the internship requirements, the intern request
will be automatically denied.

Employees that intend to count hours toward CMH worked time or work in another department within
Sanilac CMH are required to follow the internship process. Staff that request internships outside of
Sanilac CMH will be required to submit an Educational Leave Request when time off or a flex schedule
is required.

Interns will be issued an Agency e-mail address in order to remain connected with the Agency and
assist with learning the Agency’s culture and communication means. The need for a device/laptop will
be determined and communicated to IT by the site supervisor. When a device is not issued, interns will
have the ability to view email through the online website during off hours should they choose or have
access to the computer lab during intern hours. Internships that are clinical in nature will be granted
OASIS access and training. Interns that are hosted administratively will be granted access to the
correlating jobs systems, i.e., HRIS/Payroll/Accounting software etc. Access may be restricted
situationally/when needed per the supervisor. Interns that are with the Agency for more than 30 days
will be required to complete Relias computer training. These tools will be granted to allow for a well-
rounded learning experience for the student; in certain instances, the intern will determine which tools
they will utilize to help them with development in their degree.

ATTACHMENTS

REFERENCES
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