SAAIP MOST FREQUENTLY ASKED QUESTIONS

Question: How do I create an internship position?

Answer: Set goals - Assess your agency/division internal needs and determine where an intern
can be most useful and most beneficial. Create a detailed job description that includes work that is easily
documented and creates a resume-building experience for the intern. Document how an internship
program can help your organization reach its objectives, talk with your senior management, Affirmative
Action Officer, SAAIP Coordinator and/or Human Resources to get the green light.

Write a plan — After you have received the green light, carefully plan your internship program in
advance so that every aspect of the program needed to be successful is in place. Draft a job description
that clearly explains the job duties. Do you want someone for a specific project or general support around
the workplace? Discuss your intern(s) salary or compensation structure with Human Resources. Have a
staff member/mentor take ownership of key roles and responsibilities to ensure implementation will move
forward and that the internship program will run smoothly once in place. Make sure intern(s) supervisors
have the time and resources to effectively manage the intern(s) and the program itself. For more details
on the program, please see the Guidelines and Procedures.

Question: What is the application process?

Answer: Applicants need to complete the SAAIP Application and send it to the OSER/DAA
SAAIP Coordinator. Complete details of the process are outlined in the SAAIP brochure.

Question: Who is the SAAIP Coordinator for each agency?

Answer: Check with your Affirmative Action Officer and/or Human Resources.

Question: What are the roles/responsibilities of the SAAIP Coordinator?

Answer: Complete details of the roles/responsibilities for the agency SAAIP Coordinator are
attached.

Question: When do I start my interviewing process?

Answer: Upon receipt of the SAAIP applicants you may start contacting the applicants for
interviews. Please remember the interns are interviewing constantly with other private and public sectors
for employment and the early bird gets the worm, you must act quickly.
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Question: What are the advantages of having an internship?

Answer: Refer to the Benefits of Having an Intern.

Question: Are there Position Description (PD’s) available?

Answer: Refer to the sample copy of a position description.

Question: Are there Work Plans (WP) available?

Answer: Refer to the SAAIP Supervisor’s Guide for an example of the Intern Planning
Worksheet.

Question: Is there someone available to help prepare a PD or WP?

Answer: Talk with your SAAIP Coordinator and Human Resources Department or feel free to
contact the Division of Affirmative Action, we will be more than happy to assist you.

Question: What projects, jobs or functions are needed most in your agency/division?

Answer: The supervisor, Affirmative Action Officer and/or SAAIP Coordinator should assess
what unmet projects, jobs or functions can be done by with an intern.

Question: | am interested in an intern, who do | ask in my agency/division for an intern?

Answer: Talk with your Affirmative Action Officer, SAAIP Coordinator and/or Human
Resources.

Question: Are the internships paid or unpaid?

Answer: Internships are paid.

Question: Who pays the interns?

Answer: Each agency is responsible for their intern(s) wages and salary.
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Question: How much should | pay the intern(s)?

Answer: This depends upon the classification, your supervisor and/or Human Resources will
help you determine the appropriate classification.

Question: How many hours should my intern(s) work?

Answer: This depends upon the nature of the job, your supervisor and/or Human Resources will
help you determine the number of hours.

Question: How do | manage my intern?

Answer: Please refer to SAAIP Supervisor’s Guide.

Question: When do I receive my applicant list?

Answer: The first week of March, if we have a diverse referral list, you may be receiving the list
earlier.

Question: Can | get an intern before March 1, 2013 and if so, what procedures do | follow?

Answer: Yes, only if OSER/DAA could send you a diverse referral list. Contact OSER/DAA
with all the necessary paperwork filled out appropriately.

Question: Can two divisions share the same intern?

Answer: Yes, please be sure to plan appropriately to ensure the intern(s) thoroughly understand
the job duties required for each position.

Question: Is there a limit to how many interns my agency can have?

Answer: No, the more interns to participate in the program the better.



