[image: image1.png]



Shell Non-Profit Internship Program

2011 INTERNSHIP GUIDELINES
The Shell Non-Profit Internship Program is an opportunity for college students to work with 30 Houston-area nonprofits for the summer.  Shell's commitment to the communities in which we live and work has been in place for more than 50 years with nearly a half-billion dollars contributed in support of community health and welfare, arts and cultural activities, workforce development and minority educational initiatives, and the growth of minority- and women-owned businesses in Houston and our nation.  This local program grows out of Shell’s commitment to the Houston community.

With the administrative assistance of Volunteer Houston, Shell will provide a $2,500 grant to 30 local nonprofit agencies. These grants enable the agencies to hire full-time college summer interns to assist in providing essential services to the community.  

This is the fourth year for Shell Non-Profit Internship Program.  We appreciate your interest in the program and encourage your application.  Please read carefully the following Internship Guidelines.
AGENCY ELIGIBILITY

Participating agencies must:

· be located in one of the following Texas counties: Harris, Chambers, Liberty, Montgomery, Waller, Fort Bend, Brazoria or Galveston; and 

· be certified by the U.S. Treasury Department, Internal Revenue Service, as having federal tax-exempt 501(C) (3) status or be deemed a governmental agency; and

· provide evidence of their agency’s commitment to (at least) one of the following Shell priorities: Diversity, Education and/or The Environment.

· design a challenging, well-supervised, 8-week internship that balances direct community involvement and experience in non-profit administration; and

· submit a completed application (with accompanying materials) to Volunteer Houston by the deadline.

THE APPLICATION PROCESS

Application forms are available from Volunteer Houston.  Instructions for applying can be found on the application form.  All applications must be completed in full, signed by the Executive Director of the agency and include all accompanying materials.  They must be mailed or hand-delivered so they are received at the Volunteer Houston office by the deadline.

After Volunteer Houston receives and reviews the applications, the corporate sponsor chooses the agencies that will receive grants for a summer internship.  It is a highly competitive selection process, based on the quality of the application materials.

THE INTERN JOB DESCRIPTION

A complete job description for the summer intern must accompany the application materials.  Priority will be given to challenging, well-supervised internships that provide interns with direct community involvement and a major role in planning and carrying out a summer program/project.  The following components are all considered essential to a successful internship: 

Clarity of Job Assignment.   Is the agency clear about what it expects the intern to do?  Does the supervisor provide clear and consistent instructions about the nature of the work?  Is the intern allowed to both see a broad view of non-profit administration and gain valuable experience working hands-on with agency stakeholders?
Orientation to the Workplace.   Will the intern be given a thorough overview of the agency and its policies?  Will the intern be fully welcomed into the agency as a staff person?   Are appropriate workspaces and resources provided for the intern to accomplish his/her tasks?

Training Provided.   Will the intern receive from the agency the necessary training for his/her job?  Are other training opportunities offered, such as for software, safety procedures, presentation skills, diversity, etc?  Will the agency provide the intern with some valuable new skills that he/she can transfer to a future work setting?

Quality of Supervision.   Will the supervisor provide exceptional oversight and support?  Will the supervisor be consistently available to the intern, offering feedback about the intern’s work?  Will the supervisor follow-through with scheduled, weekly meetings with the intern?

Appropriate Responsibilities.   Will the intern be given tasks that are appropriate for his/her age and maturity?  Will the responsibilities be matched to the intern’s level of understanding?  Will the supervisor shape the internship around the intern’s strengths and interests?

Level of Challenge.   Is the internship well-designed for the skills of a college student?  Are there plenty of opportunities for the intern to grow and learn?  Will the supervisor help the intern craft personal learning goals for his/her internship and note progress toward those goals?

PREPARING FOR THE INTERN

Internships are full-time.  Each agency should require its intern to work a 35-hour workweek (exclusive of lunch/dinner) for the agency, for an eight-week consecutive period.  This 8-week period must start no earlier than June 1 and end no later than August 15. Each agency is free to select the specific period that best suits the needs of its summer program and the intern.

Agencies are welcome to negotiate with the intern to extend the internship beyond eight weeks, but the eight-week period cannot be shortened for any reason.  If an agency chooses to extend the internship, they must be clear with the intern that the intern’s time will either be voluntary (unpaid) or compensated (with an agreed-upon pay rate).  For the sake of clarity, these negotiations should take place before the intern is hired.

The full amount of the grant must be used for the intern’s payroll.  Interns shall be treated as salaried (not contract) employees and therefore the intern’s payroll is subject to FICA and income tax withholding.  The employer’s portion of FICA should not be deducted from the grant.  The agency is responsible for withholding these employer-paid taxes.

At the time of hire, the intern should be notified that his or her payroll is subject to tax withholding.  For many interns, this is their first paycheck and they are uncertain what to expect.
SUPERVISING THE INTERN

The intern’s direct supervisor will be responsible for fulfilling all guidelines related to the program and communicating with Volunteer Houston.  The supervisor must be a full-time employee of the agency.

Supervisors should be attentive to and supportive of their interns, encouraging them to learn throughout the summer.  To that end, the supervisor should help the intern articulate Learning Goals for the summer.  What does the intern expect to learn or accomplish?  What challenges does he or she expect to face?  What can be done to make this a value experience for the intern?  These goals should be revisited throughout the summer to measure progress.

The supervisor is advised to schedule a weekly “supervision” session with the intern.  This is a valuable time for the intern to receive honest feedback about job performance, measure progress toward learning goals and receive help navigating the office environment.  These meetings do not have to be lengthy, but they should be regularly scheduled.

If a conflictive situation should arise between the intern and his/her supervisor, either party should notify Volunteer Houston immediately.

Should an intern hired by an agency subsequently leave the agency voluntarily during the eight-week internship, Volunteer Houston is to be notified immediately. Volunteer Houston should also be notified before any intern is dismissed by their agency.  Volunteer Houston staff will communicate with Shell to provide assistance for this process.

RECRUITING AND HIRING THE INTERN

The intern is to be hired by the agency and supervised by the agency staff.  Neither Volunteer Houston nor the corporate sponsor participates in intern selection.  Volunteer Houston provides limited assistance by posting the available internships on the Volunteer Houston website and by making general announcements among a few local colleges.

Agencies are encouraged to do thorough recruiting by contacting job placement offices of colleges and universities and by posting notices on campus job boards.  Community newspapers, bulletin boards, agency newsletters and web sites are additional resources for recruitment.

Agencies are encouraged to thoroughly review all candidates for the internship and carefully match a candidate for the position they seek.

At the time of hire, the intern should be notified by the agency at the time of hiring that he or she will be participating in the Shell Non-Profit Internship Program.  The intern should also be presented with an overview of the internship expectations (seminar attendance, service project, etc).

INTERN QUALIFICATIONS

Each intern must be a currently enrolled, full-time, undergraduate student who will be returning to college as a full-time sophomore, junior, or senior student for at least the fall semester after the internship.  Full-time enrollment is defined as 12 or more credits in one semester.

Before the internship can begin, each agency must obtain and provide to Volunteer Houston written enrollment verification from the college confirming the student’s enrollment status.  Student ID cards and/or phone calls are not sufficient documentation.  Official enrollment verification will come from a university’s registrar office.  As a helpful tip, this documentation is the same paperwork that auto insurance companies require to confirm student driver enrollment.

Family members of board and staff at an agency are not eligible to be hired as Shell Non-profit Internship Program interns at that agency.  Family members of Shell and Volunteer Houston are also ineligible to be hired.

VOLUNTEER HOUSTON INVOLVEMENT

Volunteer Houston will conduct a half-day seminar in February for all selected agencies.  Attendance by the intern supervisor or executive director is mandatory.

Interns will participate in a tour of Shell facilities and attend a one-day seminar for the interns in June and July.   Volunteer Houston will also arrange a half-day of community service for each intern.  All interns are required to attend these scheduled events as part of the internship.  There are no fees for these events.  Interns are to be paid for their time at the seminars and service project (including travel time) as a stipulation of the Shell grant.

Throughout the summer, Volunteer Houston representatives will also conduct site visits to all participating agencies.  The representative will meet with the intern and his/her supervisor and observe intern work activities and responsibilities.  Observations made during these visits are used to evaluate the quality of the internship setting and then reported to Shell in a cumulative report.

Volunteer Houston serves as the mediating agency in the event of agency conflicts with the internship and/or intern.

DISCLAIMER

Shell will not recruit, select, hire, train, employ, supervise, pay, or discharge the interns.  Shell and Volunteer Houston disclaim any and all liability to the interns, other employees and agents of the agencies, to the agencies themselves, and to all third parties in connection with the internships.  Each agency assumes responsibility for any and all liability to its intern, other employees and agents of the agency, and third parties.
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