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Intro – a little about me

Go around room – agency, do you have an internship program now? What is your single biggest challenge?


E Workshop Agenda

* QOverview of program and outcomes
* Building the internship program

* Recruiting: employers and interns

* Documentation

* Reporting

* Resources
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What is this program, outcomes so far
Will talk about how the program was built
The recruitment process and how connections were made with employers and interns
Building and revising the documentation
Setting up the program reporting
Finally will discuss resources used in the III Program and what those of you who attended need



Program Overview

$5,000 reimbursement

Intern receives at least $10/hr.

Innovative industries

Intern must be a student or within 6 months post-graduation
80% of grant goes to businesses with 99 or fewer employees
Businesses are not paid until the internship is complete
Internship must be at least 130 hours and up to 6 months

In first six months of program 160 internships started!
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Reimbursement is up to 5K per intern however company must match 50% of costs, including in kind

Legislation set a minimum hourly amount – legislature felt it was important for these internships to be paid (not unpaid)

Must be in one of the innovative industries (aerospace, advanced manufacturing, bioscience, electronics, engineering, energy & natural resources, construction, information technology)

Intern must be a student or within 6 months post-graduation. Targeted towards students or new graduates of high school, college (associate’s, bachelor’s) – talk about how this impacted completion rates. Requirements of some type of technical training or school prior to placement could increase rates of completion.

Bulk of money will go to small businesses (80% to businesses with less than 99 employees). Smaller employers need more support throughout the internship.

Legislation specified the business would be paid when the internship is complete – HUGE – this is one of the most time intensive tasks of the internship

There are minimum hours to complete over a maximum of 6 months. Having a shorter completion period reduces the training period and prompts business to consider whether to make intern permanent sooner.

Outcomes: 90/yr. Since funding started late booked both FYs. 160 internships started, since then all spots have been filled. Every employer that responded to evaluation (80+) would participate again. Commented on ease of enrollment, understability, made it possible to hire/expand/pay intern more.




E Building the Program

* Agile/Lean methodology
* Business application
* Employer vs. state investment

* \What do employers/interns need
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What I’ve heard most from local areas is that internship programs are time-consuming.
New program, had to be agile, work just in time, be forgiving and respond to challenges as they arise. All program paperwork web-based and/or digital, employers do not shuffle paper.
Application – employers required to think through job description, when to begin, minimum number of hours required (130), type of intern they are looking for or would accept, hourly wage, budget for internship, supervisor/contact info, size of company, source for interns?, attestation, local support.
Legislative requirement that business paid at end (up front investment, complete defined 3 ways, worker’s comp)
Talk about how much talked on phone: Throughout the first enrollment year aware of what supports are needed throughout. 
Webinar at beginning that describes process start to finish including eligibility, application, orientation, billing process. 
Time sheet (unless they have their own), access to job description templates, access to budget template, guide to a successful internship, youth labor laws, must be W-4 employee (doesn’t meet definition of 1099)
Regular communication after business enrolls and prior to intern – typically 2-3 months wait. Connection to intern source
Mid-point check in employer and intern
Billing and follow up for connection to local area





E Recruiting Employers/interns

* Role of schools
* |ndustry Intermediaries
* Employer

°* Intern
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PARTNERS Schools – career counseling. Experience starting with EDs better to go directly to the source. Career counselor meetings, internship group, work-based learning groups.
Every industry has association or intermediary – excellent source for recruiting new businesses. Especially when you have incentive to offer. III used AGC/CCA (construction), CAMA, CBI (bioscience), CPIA (phototonics), CCIA (cleantech), CTA (tech)
Employers know what they want – assist them in connecting with source
Interns know what they want – harder to find employer for intern, better to set up employers then seek out talent source. Takes 10-15 interns to fill one spot. 


Documentation

® Sources for data

O Connecting Colorado
O Evaluations
O Applications

O Invoices

* |nspect and adapt!
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Story: when III program began was hyper focused on collecting all data necessary to report to legislators. Very quickly realized I was collecting data points in multiple places. I had info about veteran status in 3 places (on intern application, Connecting Colorado and on evaluation). Remove duplication – very frustrating to employers. 
Evaluations – excellent place to improve your program. Recognize the 1 offs. Do not take personally. Also great for stories and data! While it’s easiest to track data that comes through in Likert scales, check boxes, etc. it is still critical to include open ended for general feedback.  Tell story of how data looked before rewording of evaluation (was any other comments? Changed to two questions, what did you like and what could we improve?)
Application data is great because it may not be collected elsewhere like if employer enrolls but never finds an intern. Good to know about that employer, location, type of job, reason for not getting intern, follow up!
Invoices contain a great deal of reportable data, consider what is reported there and don’t duplicate elsewhere (e.g. overall intern hours, start and end date, overall costs and reimbursement amount, pay stub vs. time sheet).
Web-based and digital paperwork allows you review and adapt when a process is not smooth. Use evaluations to revisit forms regularly to improve. Example: feedback on evaluation about requiring a narrative answer when the respondent had answered “no” to the question above. Easy to work quickly and miss these things and also extremely easy to adapt throughout the process.




E Reporting

® Consider the audience
e Short and succinct!
e Use best data

* Set up template
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STORY: In June received email from local foundation PhD candidate writing report on recent legislation. Asked if I had any data for the program. Shocked that I not only had data but had everything she needed and responded within 24 hours. Used monthly report.

Have you ever had the experience when you were reading through a huge 25 page report and found one really impactful piece of information buried in small font in the middle of the report.  
No audience reads long reports – highlights with contact for how to get more info
Data – I got data on applications, business agreements, didn’t always line up with invoices. Invoices were my best resource for data on hourly wage, total hours, etc.
If you don’t have a reporting template already set one up. If you find that some items are much harder to get than others, consider revising the collection method. Story: was counting going through application spreadsheet and finding active internships, adding up hourly rate to get average, much easier to use invoice tracking sheet instead.


Resources

* Scaling up Work Experience Programs
O Student & Jobseeker Guide to Successful Internship

O Employer Guide to Successful Internship

e Tool kit

* [l Program Resources
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ASK: room is there one resource you could really use for your internship program that you don’t currently have?

Scaling up Work-Experience Programs. Commissioned by CWDC, includes guides for employer and intern on how to have successful internship

Should be customized to fit your program. Tool kit include resources needed in the beginning (e.g. job description templates, time sheet, guides, etc.), provide evaluation template mid- and final – sometimes advice as well – discuss intern that was going to be hired and then he did something inappropriate at work and how employer will help him long-term giving feedback, what is needed at the end of the internship – billing info, guidance, and reminder of reimbursement structure. Look at invoices and communicate with the employer. When you have frequent questions or frequent confusion consider creating a tool to address.

What I brought: guides, checklist (hard to manage without), job description templates, sample evaluations for employer and intern as well as for the program (employer/intern), time sheet sample, operations manual (why important – billing process, how to look up, etc.), Connecting Colorado registration instructions, Program requirements 1-pager, business agreement template, program welcome letter, acceptance/denial letters, business/intern application, business/intern evaluation, webinar for program start to finish, invoice template, monthly reporting template.


E Contact Information

www.colorado.gov/cdle/innovativeindustries

Christina Ostrom, Program Coordinator

christina.ostrom@state.co.us

303-318-8828
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Pass around signup sheet
Questions?
Here’s how to reach me.

http://www.colorado.gov/cdle/innovativeindustries
mailto:christina.ostrom@state.co.us
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