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GENERAL GUIDELINES

IVRS CULTURAL DIVERSITY

SUMMER INTERNSHIP PROGRAM

The summer internship program is designed to provide a select group of participants from diverse cultures with experiences in rehabilitation..  The purpose of the summer intern program is to provide increased exposure to the vocational rehabilitation profession and share/encourage interest in the human service field.   The targeted population for the program is high school graduating seniors or college students from one of the targeted racial/ethnic groups identified in Section 21 of the 1992 Amendments to the Rehabilitation Act (African-American, Asian or Pacific Island American, American Indian or Latino-American).

SCHEDULE

Each year the schedule for recruiting, selecting, orienting and evaluating interns will be:

	1. Sending flyers to Cultural Diversity Committee Members
	January Meeting

	2. Members distributing flyers to their co-workers, community organizations, area churches, schools and colleges
	January/February

	3. Applications due
	Mid March

	4. Supervisory Interviews and Scoring
	Late March

	5. Cultural Diversity Subcommittee Screening and Final Scoring
	Late March

	6. Selection and Notification of Interns and Supervisors
	April 4

	7. Group Orientation of Interns and Mentor Counselors
	Second Tuesday—June

	8. End of Internship Evaluation
	End of July


RECRUITMENT

We encourage the Diversity Committee members to recruit widely for applicants for the internship program.  These are some contacts that have been used by other committee members to recruit applicants.

	High School Contacts
	Colleges

	Counselor Liaisons
	Foreign Student Advisor

	Principals
	Admissions Counselor

	Equity Director
	Minority Student Advisors

	Diversity Groups
	Presidents of Minority Organizations

	
	Human Service majors/instructors

	Churches and Ministers
	

	Local Diversity Groups-Asian, Latino
	Radio and TV stations

	YMCA and Recreation Centers
	Public service announcements

	Community Organizations that serve minority populations
	Newspapers, Newsletters-interviews, news articles


You may find that personal contacts will be more effective than just mailing the flyer.  One office sponsored a coffee and invited local representatives to the office. Those attending saw that the internship is conducted in a professional environment and were more likely to make referrals.

Also, phone calls prior to and after sending the flyers can generate interest and answer questions.  Multiple contacts will remind your contacts of the program.

RATIONALE

Increasing cultural diversity in the general population requires corresponding diversity of rehabilitation counselors and other related professionals to ensure equity of services provided to persons with disabilities from culturally diverse backgrounds.  More familiarity with the field of rehabilitation is necessary if persons from diverse cultures are to see rehabilitation as a viable career choice.  This familiarization includes becoming more acquainted with the various career choices in rehabilitation as well as becoming acquainted with the requisite skills and educational requirements associated with careers in this field.

PROGRAM SITES

The program sites will be IVRS Area Offices.  From these central locations, interns will have an opportunity to visit physical medicine rehabilitation facilities, mental health centers, community rehabilitation programs, vocational evaluation facilities, after-care and drop-in centers, independent living centers, transition programs, placement and employment programs, and other rehabilitation related sites.  At these sites, the interns are to be given ample opportunity to have direct contact with staff so they may learn what it is really like to work in this field and to ask questions of staff.

Each area office is to designate the specific staff to which the intern is assigned.  This person will coordinate with other counselors in the office, so that interns will observe all facets of the work in the area office.

ORIENTATION

A group orientation for interns and the counselor/mentors is held in Des Moines on the second Tuesday in June.  During the orientation, interns learn about Iowa Vocational Rehabilitation Services and participate in some exercises to increase their sensitivity to individuals with disabilities and to assisting individuals in career planning.  Expectations for the internship are reviewed.

SUPERVISOR RESPONSIBILITIES

The office supervisor will actively participate in the initial screening process.  Applicants will obtain the application form from the supervisor and return it to the supervisor with the required attachments prior to the deadline date.  The supervisor will interview and complete the Supervisor Rating Form on all applicants.  These materials are returned to the Staff Development Manager in Des Moines.  Forms are available at the back of this manual and electronically on the IVRS internet site. 

The Cultural Diversity Committee recommends that the office supervisor review the Areas of Emphasis for the internship with the applicant during the screening interview.  The interns are employees of the agency.  It is important to clarify the expectations that accompany that relationship.  

The area office supervisor is responsible for the student intern although this can be delegated to a mentor counselor.  Service Units can be included as possible hosts for a student intern per discretion of area office supervisor.

The office supervisor and/or the counselor/mentor provide the student’s orientation in the area office.  The supervisor should make the intern aware of agency expectations at the initial meeting when the intern reports to work.  The conduct of all employees, including interns, a temporary relationship, is covered in the Work Rules, beginning on page 16 of the IVRS Employee Handbook.  All the rules on pages 16 through 20 should be covered during orientation in the area office.

Supervisors are encouraged to post an office schedule that all counselors would utilize identifying times and location of community visits.   The intern could review the schedule and sign up for activities as time permitted.  

Interns will receive an orientation to the role of the rehabilitation professional by the mentor counselor.  As part of this orientation, the issues of the right to privacy and the rules of confidentiality will be thoroughly discussed.  Interns will be expected to maintain the highest standards of ethical practice at the work site.

If problems with intern compliance with work rules or expectations occur, the supervisor is encouraged to consult with Bev Schmeling. 

AREAS OF EMPHASIS

The intern will spend the majority of their time learning about our agency and the field of rehabilitation in general.  Under the direction of a Vocational Rehabilitation Counselor, interns will develop a schedule of activities, based on their interests that may include:

· Participation in the client intake process.

· Assessment of client’s needs and formulating a plan of action based on client’s strengths.

· Learning to evaluate medical reports and medical information.

· Learning about disabilities, career development and planning.

· Becoming familiar with the Rehabilitation Act and amendments. 
· Exposing the intern to at least one of the programs per category below:

· Community Rehabilitation Program, Supported Employment Sites, Community-Based Assessment Sites

· Crisis Center/Food Bank, 

· Mental Health Agencies, 

· Substance Abuse Agencies, 

· Social Security Administration, 

· University/College/Community College 

· Workforce Center and Department of Human Services

· Independent Living Center 

· Client Assistance Program 

· Proprietary School

· Department for the Blind Agency


· Observing the VR Counseling process with permission from the respective client.  The intern may generate questions that could be asked with the client’s permission, but certainly the counselor should hold a briefing with the student following these observation meetings to discuss the process and respond to questions and concerns.

· Sharing their life experiences/perspectives at an area office staff meeting for purposes of staff education.

· Increasing Area Office outreach to agencies serving diverse populations in the local area.

Since every area may not have all of the services listed above available, flexibility is given to each area office to use their judgment and make substitutions as necessary when identifying what specific types of exposure would be most beneficial to the student intern.  Depending on the maturity of the student intern, VR staff should establish the first few community appointments and then transition independence to the student in initiating and following through with later contacts.  VR staff should accompany the student to these activities and provide guidance and direction.  This would include providing transportation as necessary for the student intern.  

It is expected that interns will observe intakes, counseling sessions, IEP meetings, and other counselor/client interactions.  Supervised reading of the Case Services and Reference Manuals, professional articles, and VR casefiles would be appropriate. Observation of job clubs, employer contacts, and meetings with other agencies may occur. Tours of CRP’s, hospitals with  specialized rehabilitation units, and other human service providers should be useful. 

Interns are required to submit an itinerary and weekly report and maintain a journal.  Each intern is encouraged to communicate their career interests so that staff can recommend appropriate experiences and activities.  It is not expected that the intern would have the education and experience to provide counseling services.  

Based upon situations occurring in the past, such as cancellation of a tour resulting in “downtime”, the supervisor or mentor counselor will assign the intern to perform activities in addition to those listed above. This could include tasks such as: 

1) assisting with area office job club activities, 

2) assisting staff with scheduling, collating, filing, data entry, receptionist duties and other support tasks as needed, 

3) working on projects which should be discussed with the prospective interns at the initial screening. 

INTERN RESPONSIBILITY

A.
2008 Work schedule


Interns will be expected to adhere to an agreed-upon schedule of 20 hours per week for 7 weeks.  Exceptions to this may be granted if requested in advance.  The intent of work schedule adherence is to promote the intern’s preparation for future careers and therefore the need to develop work habits, which are compatible with those of the world of work.  Interns will be paid on the same schedule as other IVRS employees.  Below is the schedule for the internship:
	Time Sheet Submitted
	Period Covered
	Payday

	June 12
	June 9-12
	June 20

	June 26
	June 13-26
	July 4

	July 10
	June 27-July 10
	July 18

	July 24
	July 11-24
	August 1


B.
Work Attire

Interns are expected to dress appropriately for a business environment.  Agency dress code should be followed for all work activities.  Refer to Appendix A in the IVRS Employee Handbook.

C.
Work Activities

Interns may be involved in many of the following activities:  Observe a variety of counseling sessions; assist in Job Club activities; accompany counselors to employer development meetings; participate in tours of related organizations; and assist office staff as needed.  Since the intern will be paid for the experience, performance of all assigned duties is expected.

D.
Personal Journal

The journal assignment is made for the dual purpose of exposing students to journal keeping and to provide the opportunity for personal reflection.  The journals are personal and will be kept in an anonymous and confidential manner.

E.
Weekly Report

Student interns will complete a weekly summary of VR activities/perspectives to the area office supervisor.  This is different from the student journal that the student intern also keeps.

F.
Summary Report

Participants will be expected to complete a self-evaluation report at the conclusion of their experiences.  The evaluation will allow the interns to assess what was gained from the experience, list accomplishments, list areas in which further experiences would be helpful, and whether the program and sites would be recommended to others.
RATIONALE FOR JOURNAL

Learning is said to be most effective when it involves both action and reflection.  Journal keeping is ideally suited to fulfill both dimensions, and allows the interns ample opportunities to record their experiences, reflect on their meaning for them in terms of their future careers, and to discuss these concepts with their mentors.  The format for the journal focuses on the three areas of Identity, Experience, and Context.

IDENTITY:
· What have I discovered, this week, about the role of the rehabilitation professional?

· What are my strengths and weaknesses as they relate to becoming a rehabilitation professional?

· Are my perceptions based on single experiences or on a compilation of them?

· How can I build on my strengths and improve on my areas of weakness?

EXPERIENCES:
· What was the most meaningful incident that occurred this week?  What made it memorable?

· Are the activities I am doing satisfactory?  Are my expectations realistic?

CONTEXT:
· Am I contributing to the well being on persons being served by this agency?

· Will the activities I am participating in make a difference?

APPLICATION AND REVIEW MATERIALS

IOWA VOCATIONAL REHABILITATION SERVICES

CULTURAL DIVERSITY SUMMER INTERNSHIP PROGRAM

APPLICATION FORM
Please Type or Print Clearly, Respond To All Items:

Name: ______________________________
Social Security #: ______________

Address: ___________________________
Home Phone: ___________________

City: ______________________
State: _____________
Zip Code: ___________

School: _______________________________Highest Grade Completed: _______
Major: __________________________
Minor: ___________________________

Cultural Background (Check)

African-American ____
Native-American _____
Latin-American ______

Asian-American _____
Pacific Islander _____Other _______

Gender:  Male _____Female _____

Disability:  Yes _____
No _____

Geographic Area of Preference:  (Check All to be Considered)  Ames ____
Burlington _____
Cedar Rapids _____

Des Moines _____

Council Bluffs _____
Davenport _____


Dubuque ____

Fort Dodge _____
Iowa City _____


Mason City _____

Ottumwa _____

Sioux City _____


Waterloo _____

Please attach a brief statement of your interest in the field of rehabilitation and information about how your participation will assist in defining your career goals.  Also include information about how you can assist the IVRS office in expanding outreach to agencies serving diverse populations in the area.
Applications from high school students should include a recommendation from their school counselor.  College students should send a resume.

I am available to work 20 hours per week from June 19 through July 24, 2008.  I understand that, if selected to be an intern, I am expected to abide by all laws and regulations governing confidentiality.  I agree to conduct myself at all times in a thoroughly professional manner so as to bring credit to the sponsoring and supporting agencies and organizations and to those they serve.

_______________________________________
_________________________

                              Signature




Date
You must be a graduating high school senior or college student  to participate. Submit completed application to the nearest IVRS office. See back for addresses.  Applications are due March 14, 2008.

INTERN REPORT FORMS

Cultural Diversity Summer Intern Weekly Report

Name: _____________________________  Office: ____________________ 

Date: from ____/____/____ to ____/____/____ (mm/dd/yy)

Total hours worked:  __________

Major Activities: (Check all that apply)

(Job Shadowing:  
(Intake
(Employment Plan Development
 
(Counseling




(Staffing/Meeting with other agency 
(Client Orientation



(Job Placement    (Others (be specific) _____________________________

_____________________________________________________________

Work Performed:

What did you learn this week?

What questions do you have?

What suggestions do you have? 

(Please submit this report to your Mentor counselor and the Supervisor by the end of the work week or on the first work day of the following week. Attach your journal if you wish.)

IVRS CULTURAL DIVERSITY INITIATIVE

SUMMER INTERNSHIP PROGRAM

SELF EVALUATION

Submit By July 24, 2008
________________________________________________
_________




Name







Date

Agency Name, Address, Phone:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Your Job Description:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Activities/Services in Which You Were Involved:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Evaluation of the Experience:

________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

How has this experience increased your understanding of the preparation needed for a career in rehabilitation?

________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________
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List areas you intend to strengthen as a result of this experience:

________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

________________________________________________________________

Comment on the desirability of this site and whether you would recommend it for other interns.

________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

What would be the best way to follow up with you later?

Address

Phone number

Email address

___________________________________________

_______________


Signature





Date

MENTOR REPORT FORM

IVRS CULTURAL DIVERSITY INITIATIVE

SUMMER INTERNSHIP PROGRAM

MENTOR EVALUATION

Submit By July 24, 2008
This form is to be completed by the staff person directly supervising the intern.  It is intended as an outline of the intern’s experience.  You are encouraged to review your observations and comments directly with the intern.

I.
Participant Name: 











Area Office: 












Dates of Internship:  from 




  to: 





Job Description: 











II.
New Learning:  Skills, Knowledge, AND ATTITUDE Development You Observed in the Intern:

III.
ASSETS THIS PERSON OFFERS TO THE FIELD OF REHABILITATION:

IV.
FUTURE LEARNING:  SKILLS DESIRABLE FOR FUTURE DEVELOPMENT AS A REHABILITATION PROFESSIONAL:




Mentor Signature






Date
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