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Internship Policy
I. Policy

The Administrative Office of the Courts and Probation (AOCP) internship program provides both undergraduate and graduate/professional students with an experiential learning opportunity to promote professional development and increase skills specific to the Judicial Branch.

II. Purpose

The internship program will enhance the skill of the current workforce, offer interns possible employment opportunities upon completion of a successful internship and provide for the following:
Access to a pool of educated and trained students who are motivated to become employees of the Judicial Branch.
Allow hiring managers to assess prospective candidates prior to making permanent hiring decisions.
Provide leadership and management opportunities for staff members who oversee the internship program and participating interns.
On-the-job learning opportunities for students to gain experience in a real-world setting.

III. Reference

Not applicable

IV. Procedure

Two levels of internship are available; each level will have clearly-established completion guidelines and appropriate supervision.

A. Experiential Internship Program

Experiential Interns shall be unpaid students who will observe, assist and participate in tasks and functions within the office or administrative unit, gaining both knowledge and skills required of successful employees. Experiential Internship opportunities shall exist at both the undergraduate and graduate/professional levels.

B. Select Internship Program

Select Interns shall be advanced students with higher expectations who will observe, assist, participate and complete identified tasks and functions within the office or administrative unit. Select Interns who are approved for the Program are temporary Judicial Branch employees and shall be paid at the rate set forth by the managing office or administrative unit. Select Internship opportunities shall exist at both the undergraduate and graduate/professional levels. The Select Internship Program is discretionary and contingent upon funding availability.

C. Intern Program Guides

Each office/administrative unit offering either Experiential or Select Internship

 (
1
)
opportunities shall develop an Intern Program Guide that clearly identifies expectations, duties and evaluation criteria associated with the appropriate level of internship and at both the undergraduate and graduate levels. Each Intern Program Guide must be approved by Deputy Administrator or Designee prior to any office/administrative unit offering internship opportunities.

D. Internship Coordinator

Each office/administrative unit will designate an Internship Coordinator, who is already in a supervisory position. The Internship Coordinator will be responsible for the oversight of the internship program within the office/administrative unit, under the direction of the overall supervisor for the office/administrative unit.

E. Intern Eligibility Criteria

All internship applicants shall be required to have reached junior standing or higher at an accredited college or university unless an exception is approved by the AOCP. All intern appointments shall receive written approval from the AOCP prior to acceptance into the internship.

F. Application Process

Students shall complete the appropriate application and submit it to the educational institution for review and approval prior to submission to the office/administrative unit. All applicants will undergo a criminal history check; the Internship Coordinator shall review each applicant’s criminal history and educational status prior to the onset of the internship.

G. Intern Oversight

Interns will be teamed with a mentor(s) assigned by the Internship Coordinator. Mentors will meet with their assigned intern and provide an overview of expectations, orient the intern to the office/administrative unit, and complete a schedule to ensure exposure to all expected work assignments and available educational opportunities.

H. Waiver and Release

Interns shall not be allowed to participate in unannounced home visits. Interns may be allowed to participate in limited field visits, such as at a school, place of employment, treatment facility, a scheduled home visit, or other similar venue if approved by the Internship Coordinator or head of the office/administrative unit.

I. Confidentiality Agreement

Prior to participation, all interns shall agree in writing to abide by all AOCP policies, particularly those relating to the security of client information and confidentiality.

J. Termination

In the event an intern does not comply with the internship program expectations, the intern may be terminated from his/her assignment immediately. The Internship Coordinator shall notify the collegiate instructor/advisor who referred the student,

indicating the date of termination and general circumstances surrounding termination. Students who are terminated from the Select Intern Program shall be paid for any hours worked pursuant to AOCP personnel policies.

K. Evaluation

There shall be evaluation process in each intern program that meets the needs of both the office/administrative unit and the referring educational institution; this process shall be outlined in the corresponding Intern Program Guide.
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