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SUBJ:  2003 College Summer Internship Programs








The Veterans Benefits Administration (VBA) has been invited to participate in three internship programs this summer.  The programs include the Hispanic Association of Colleges and Universities (HACU), Historically Black Colleges and Universities (HBCU) and the Workforce Recruitment Program for Disabled College Students (WRP).  �


Centralized funds will be used to cover the contract costs of employing HACU and HBCU interns in VBA field offices.  Field stations that want to hire disabled college interns under the WRP Program must use their own station funds.  Interns in the WRP Program, like all other part-time summer students, are hired at different grade levels, according to their qualifications and past work experience.  





VBA facilities should refer to the enclosures for internship program descriptions, instructions for preparing request forms and selection procedures.  All field stations interested in requesting interns for the summer should complete the appropriate Intern Request Forms attached to this memorandum.  The Area Offices will review the request forms and select the stations that may proceed to the intern selection process.





Directors must assure that the individuals who are selected to supervise interns have the requisite supervisory experience.  Our primary responsibility in the internship programs is to ensure the development of a work plan that incorporates meaningful and challenging work assignments for the interns and to provide high quality and consistent supervision so that the interns’ work experiences are rewarding.





Please review the enclosed program descriptions and complete the appropriate Intern Request Forms.  Stations should submit a separate request form for each job.   Please note that the number of intern slots is limited.  Your request forms for HACU and HBCU interns should be emailed to your Area Office with a copy to Sharon Ford, VBA Office of Management, at Ford, Sharon, VBAVACO, no later than noon on Friday, �April 18, 2003.  
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2003 College Summer Internship Programs








Please provide the name and telephone number of your station’s contact person.  Area Offices will notify field stations of their selections or non-selections.  Those stations selected will be given further instructions on how to request Intern Application Packages. 





If you have any questions regarding the internship programs, your designated staff liaison may contact Ms. Ford by email or telephone on (202) 273-7193.














/s/


					Daniel L. Cooper


					Under Secretary for Benefits











Enclosures
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Enclosure A








HACU Summer Internship Program�
�






VBA Field offices should complete the Intern Request Form and e-mail


the completed form to the Area Offices with a copy to Ford, Sharon, VBAVACO, no later than noon on Friday, April 18, 2003.  





The Area Offices will notify HACU of all approved intern requests.   Thereafter, all communications regarding selection of interns will be between HACU and the designated supervisors.  Field Offices must make intern selections on or before April 23, 2003.  Chances of getting an intern increase if your selection is made as early as possible.





Each organization requesting a HACU intern should keep a copy of the


completed Intern Request Form.  After approval of the intern request by the �Area Offices, VBA will inform HACU staff who will provide user accounts and instructions for VBA supervisors to review applications and manage the selection process on-line.  Supervisors will also select their choices of interns on-line.  During the selection process, supervisors are encouraged to contact interns to conduct informal interviews.    





This process must be completed quickly, as the deadline date for the selection of �interns is April 23, 2003.
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HACU National Internship Program


Intern Request Form  - Summer 2003





Please e-mail to Area Office


	


* Intern request deadline is Friday, April 18, 2003 **





Supervisor Information – Prior to completing this form, please read the Supervisor Instruction Sheet.  The contact information provided below will be used throughout the placement process and internship session. Please complete the entire form. All information is significant throughout the selection and placement process.   Please type or print clearly.


Federal Agency:	_		Bureau:			_________





Intern Supervisor:					Phone:		_________


Fax:				 E-mail:		_________





Contact Person: (if other than Supervisor-for receiving applications/ questions regarding the internship duties)





 Name: Sharon L. Ford.			                               Title: Program Analyst___	


Phone:  (202) 273-7193	     Fax:  (202) 275-0666	      E-mail:  Ford, Sharon VBAVACO





Intern Qualifications and Duties – Describe the desired academic background and skills for an internship assignment in your office.





Is U.S. citizenship required for this internship?		Yes		No





Desired Major(s):											__





Desired Skills:											_________





Brief Description of Intern Responsibilities: 						





_________________________________________________________________





												_________________________________________________________________





													____________________________________________________________________





												_______________________________________________________________________
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HBCU Summer Internship Program�
�






The National Association for Equal Opportunity in Higher Education (NAFEO) sponsors the Historically Black Colleges and Universities (HBCU) Summer Internship Program.  The HBCU program is designed to provide African American students from historically black colleges and universities with an opportunity to gain valuable work experience in the private and public sectors.   





NAFEO sponsors a one-day orientation session at their Silver Spring location 


      and requires interns to participate in the agencies' orientation programs.  The 


      HBCU summer internship program will last for ten weeks.  Interns will report for 


      duty on June 2, 2003 and their last day on the job is August 8, 2003.  





Each Field Office requesting an HBCU intern should retain a copy of the HBCU “Intern Request Form.”  After Area Office approval and NAFEO receives the completed Intern Request Forms, the NAFEO program Coordinator will fax or deliver intern application forms to the person who is listed on the request form as the supervisor or to the contact person, Sharon L. Ford, Office of Management (20M).  





Once the intern application forms have been reviewed, and the organization is 


      ready to make a selection, the supervisor should notify NAFEO, by telephone 


      (301) 650-2440 or by fax (301) 495-3306.





When NAFEO confirms the availability of the intern selected, the coordinator will notify the supervisor.  At this time, the supervisor should notify Sharon Ford of the confirmation and forward to her a copy of the intern’s application form. 





Please complete the attached form in this section of the package if you wish to recruit an intern from the HBCU program.  Field Offices must e-mail Intern Request Forms to the Area Offices with a copy to Ford, Sharon, VBAVACO, no later than noon on April 18, 2003.


�
National Association for Equal Opportunity in Higher Education


8701 Georgia Avenue ~ Suite 200 ~ Silver Spring, MD 20910


Telephone (301) 650-2440  ~~  Fax No.  (301) 495-3306





NATIONAL ASSOCIATION FOR EQUAL OPPORTUNITY IN HIGHER EDUCATION





INTERN REQUEST FORM








Name of Supervisor:  _____________________________		Date: ____________





Organization: __________________________________________________________





Telephone: _________________________		Fax: ________________________








 Name of VBA Coordinating Contact Person: 		 Sharon L. Ford  (202) 273-7193         





INTERN INFORMATION





School Major and Skills Required:





























List of Duties To Be Assigned:
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The Workforce Recruitment Program for College Students with 


Disabilities





Purpose of the Workforce Recruitment Program





The Workforce Recruitment Program for College Students with Disabilities (WRP) is a resource to connect public and private sector employers nationwide with highly motivated postsecondary students and recent graduates with disabilities who are eager to prove their abilities in the workforce. Employers seek to fill both temporary and permanent positions in a variety of fields.  





Myths, stereotypes, and misconceptions about people with disabilities often stand in the way when people with disabilities look for jobs, resulting in a high rate of unemployment. Statistics show that people with disabilities from minority backgrounds encounter even greater difficulty in obtaining work. The WRP aims to eliminate this workplace discrimination one student, one employer, and one job at a time. 





Eligibility Rules for Participants in WRP


An applicant for the program must have a substantial disability 


be a United States citizen be enrolled in an accredited two-year or four-year college or university, or a graduate or professional school, as a degree-seeking student taking at least a half-time course load OR be enrolled in such an institution as a degree-seeking student taking less than a half-time course load in the enrollment period immediately prior to graduation OR have graduated from such an institution within the past year 





What the WRP Offers to Colleges and Universities


The WRP provides a unique opportunity for colleges and universities to


tap into a system that has been successfully placing students with disabilities in summer and permanent jobs in the public and private sectors for several years, at no cost to the school, the student, or the employer 


bring together the resources of their disability services and career services offices to promote more effectively the job seeking skills and career readiness of their students with disabilities provide their students with disabilities a chance to grow personally and professionally through participation in this nationwide program. 








What the WRP Offers to Eligible Students





The WRP is an excellent way for students with disabilities in all fields of study to 


market their abilities to a wide variety of potential employers across the United States 


sharpen their interviewing skills during a required one-on-one meeting with a WRP recruiter gain valuable skills, experience, and contacts on the job prove that people with disabilities can be excellent employees 














How the Program Works





The WRP operates on the following timeline:


By mid-September, the schedule of recruitment visits to schools is confirmed.  From late January through the end of February, recruitment visits, which include 30-minute personal interviews with individual students, are conducted.  By late March, a data base composed of student information gathered during recruitment visits becomes available to employers in the public and private sectors.





What You Should Do





If you are interested in hiring a summer intern who has a disability, please e-mail your request to your Area Office with a copy to Ford, Sharon, VBAVACO.  After approval by the Area Offices, you will be supplied additional information with a compiled database of available students participating in the program.  You may then directly contact the students about temporary and permanent job offers. The data base is active for one year. 





The WRP is co-sponsored by the Office of Disability Employment Policy and the Department of Defense, with support from other federal agencies.


For Office Use Only:








HACU Req. ID: ____________











