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From: Karina Cardoza

To: "Karina Cardoza"; "Esther Cortez"; "Sylvia Rios"; nereida.garza@co.hidalgo.tx.us; sergio.cruz@co.hidalgo.tx.us;
dina.trevino@co.hidalgo.tx.us; "Raymundo Eufracio”; “Linda Fong"; “Norma Garcia";
alfredo.zamarripa@treasurer.co.hidalgo.tx.us

Cc: valde.guerra@co.hidalgo.tx.us; "Monica Badillo"; "Yolanda Chapa"; jaime.longoria@co.hidalgo.tx.us;
public.info@co.hidalgo.tx.us

Subject: RE: Internship Policy, Agreement & Waiver of Liability

Date: Thursday, May 31, 2012 1:00:05 PM

Attachments: Hidalgo County Internship Policy.docx

INTERNSHIP AGREEMENT AND WAIVER OF LIABILITY.DOCX

Hello!

| would like to place this item on the agenda for next Tuesday, with the attached documents.
Please provide any feedback you may have as soon as possible. The policy & waiver have been
approved by legal counsel.

Thank you!!!

Karina Cardoza, Director

THE COUNTY OF HIDALGO, TEXAS

Executive Office - Public Affairs Division
1615 S. Closner, Suite B

Edinburg, Texas 78539

p 956.292.7026

f 956.292.7766

e Kkarina.cardoza@co.hidalgo.tx.us
w www.co.hidalgo.tx.us

Follow our social media feed at www.co.hidalgo.tx.us/followus

From: Karina Cardoza [mailto:karina.cardoza@co.hidalgo.tx.us]

Sent: Friday, May 25, 2012 4:57 PM

To: 'Esther Cortez'; 'Sylvia Rios'; 'nereida.garza@co.hidalgo.tx.us'; 'sergio.cruz@co.hidalgo.tx.us';
‘dina.trevino@co.hidalgo.tx.us'; 'Raymundo Eufracio’; ‘'Linda Fong'; 'Norma Garcia’;
‘alfredo.zamarripa@treasurer.co.hidalgo.tx.us’

Cc: 'valde.guerra@co.hidalgo.tx.us'; ‘Monica Badillo"; 'Yolanda Chapa (yolanda.chapa@co.hidalgo.tx.us)’;
'Jaime.longoria@co.hidalgo.tx.us"; ‘public.info@co.hidalgo.tx.us'

Subject: Internship Policy, Agreement & Waiver of Liability

Good afternoon!

Attached, please find a draft of an Internship Policy to be proposed at an upcoming session
Commissioners’ Court (hopefully 6/5) for the purposes of establishing an Internship Policy for
Hidalgo County. There have been interns placed at County offices in the past, however, concerns
had been brought up that there was no policy in place. | hope the proposed policy addresses the
concerns that were raised, and that this can be the beginning of implementing a valuable and
sustainable experiential learning environment for student interns! In the policy, there are
provisions for both unpaid (volunteer) and paid (temporary employees) internships. The policy is
intended to consist of general guidelines, and stipulate that every internship placement (paid or
unpaid) must be approved through Commissioners’ Court.
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Hidalgo County Internship Policy


PURPOSE





The purpose of this policy is to establish guidelines to offer experiential learning experiences for college students in County offices and departments. This policy applies to student volunteers, interns, and externs. 





POLICY





Hidalgo County offers volunteer opportunities, internships and externships in an effort to provide college students from a wide variety of educational disciplines the opportunity to apply traditional academic classroom learning to actual work experience. The County strongly believes that internships are an important tool in recruiting, developing and retaining innovative people in local government and an important part of assisting the County in meeting the needs of today while preparing the workforce of the future. 





Internship opportunities may be paid or unpaid, subject to budgetary constraints and departmental recommendation.  All placements must be approved by Commissioners’ Court, and approval must include the following items:


1. Job description & responsibilities 


2. Placement location & supervisor name


3. Duration of internship


4. Agreement with educational institution (if applicable)


5. If appointed, internship application, resume, and signed internship agreement


6. If paid, funds must be appropriated and fiscal note and budgetary impact must be included


7. Any other relevant information as required by Commissioners’ Court





Each participating office/department will be responsible for administering the student internship within their department and ensuring the policies and guidelines set forth herein are followed.  


All interns (paid or unpaid) must comply with the Hidalgo County Personnel Policy Manual and/or Hidalgo County Civil Service Commission Rules (as applicable), and must complete the pre-employment training and enrollment requirements prior to commencing. 





REQUIREMENTS





All interns must be citizens of the United States, or if not, must be legally authorized to work in the United States.  Proof of citizenship or authorization will be documented during the training and orientation process.  Interns must be 18 years of age or older, and must be enrolled in an institution of higher education. Interns must complete an internship application and agreement, and must meet the pre-employment training and enrollment requirements.  Interns must sign a Waiver of Liability Release, agreeing to assume any risk of injury that may occur while rendering services to the County. 








UNPAID INTERNSHIPS





I. Hidalgo County may accept student interns on a volunteer basis.  Unpaid students may be appointed or may be selected through the Human Resources Department announcement and selection process. All unpaid internship placements must be approved by Commissioners’ Court. 


II. Unpaid student interns are considered “Volunteers,” receive no compensation or benefits, are not covered under worker’s compensation, and must sign a Waiver of Liability Release agreement prior to commencing the internship. 


III. Hidalgo County may enter into an agreement with an educational institution to provide college credit or required work experience for the internship, as applicable.  The units of credit earned for participating are authorized and conferred by the school of attendance.  All agreements with educational institutions must be approved by Commissioners’ Court. 


IV. Students who are interested in seeking to gain work experience in a specific field or area may choose to independently volunteer as an unpaid intern.  In such instances, students may or may not receive credit from the educational institution they attend. 





PAID INTERNSHIPS





I. Hidalgo County may offer paid internships to students. A department’s ability to use paid student interns will be based on their internal budget constraints.


II. Paid student interns are considered “Temporary Employees,” receive compensation for the duration of the internship, but receive no other benefits, are not covered under worker’s compensation, and must sign a Waiver of Liability Release agreement prior to commencing the internship.


III. All paid internship placements must be approved by Commissioners’ Court, and must be selected through the Human Resources Department announcement and selection process.. 


IV. Hidalgo County may enter into an agreement with an educational institution to provide college credit or required work experience for the internship, as applicable.  The units of credit earned for participating are authorized and conferred by the school of attendance.  All agreements with educational institutions must be approved by Commissioners’ Court.


V. Students who are interested in seeking to gain work experience in a specific field or area may choose to independently apply for a paid internship opportunity.  In such instances, students may or may not receive credit from the educational institution they attend. 





RECRUITMENT OF INTERNS





Each participating office/department will be responsible for identifying and recruiting interns, and, if they desire, to establish partnerships with educational institutions that enroll students in a degree or area of study that could be utilized by the office/department.  





Unpaid interns may be appointed by the office/department or educational institution, or may be selected through the Human Resources Department announcement and selection process; paid interns are subject to the Human Resources Department announcement and selection process.  





TRAINING AND ORIENTATION





Prior to beginning an intern assignment all student interns will be required to meet the pre-employment training and enrollment requirements.  





All student interns (paid or unpaid), will be provided a copy of the Hidalgo County Personnel Policy Manual and/or Hidalgo County Civil Service Commission Rules (as applicable), must complete the pre-employment training and enrollment requirements prior to commencing, and will sign all relevant forms and acknowledgments as applicable, including but not limited to, personnel policy acknowledgement, harassment, nondiscrimination, and waiver of liability release form (as applicable).





The participating office/department will be responsible for orienting students to the organization.  


Orientation should include: 


· A clear list of expectations, job duties and goals; 


· Departmental-specific policies and procedures; 


· A list of the resources available to the student intern (i.e., a workstation that has been set up for the student intern, supplies and items needed by the intern); and


· Any other relevant information for the intern to be successful in the performance of their job duties.





STANDARDS OF CONDUCT





All interns must abide by the standards of conduct as outlined in the Hidalgo County Personnel Policy Manual and/or Hidalgo County Civil Service Commission Rules (as applicable), and are responsible for complying with the required standards of conduct.  





At a minimum, all interns are required to conduct themselves in a professional manner at all times and to use discretion when dealing with sensitive manners and confidential information.  Students must maintain professional attire, hygiene and grooming in a professional business-like manner that is appropriate to the field of placement and which reflects positively on the County.





If any policy or standard of conduct is violated by the intern during the internship period, the intern will be terminated at the discretion of the County. 





EVALUATION





All interns should be provided with ongoing feedback on how well they are meeting the goals and expectations of their position.  Participating offices/departments should provide interns with a formal written evaluation at the end of the internship.  If applicable, participating offices/departments will be responsible for abiding by the requirements of the educational institution as per the agreement.  





TERMINATION/COMPLETION





All interns are considered at-will placements, and the placement can be terminated at any time at the discretion of the County.   





Upon completion of the internship period, interns are not automatically entitled to a paid position within the County.  
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Hidalgo County Internship Policy





INTERNSHIP AGREEMENT AND WAIVER OF LIABILITY





I, 						, agree to participate in an internship with The County of Hidalgo, Texas in either a paid or unpaid capacity, as outlined in this agreement.  I hereby certify that I am at least 18 years of age at this time, and I am a student at 				.  





I hereby agree to comply with all relevant policies, procedures and requirements as outlined in the Hidalgo County Internship Policy, Personnel Policy Manual and/or Civil Service Commission Rules.  I understand that I may or may not receive compensation for my services provided during the internship period, and that no other benefits will be provided.  I understand that my placement in this internship is at-will and that I may be terminated at any time at the discretion of the County.





I hereby voluntarily release, discharge, waive and relinquish any and all action or causes of action for personal injury, property damage, or wrongful death occurring to me as a result of my internship with Hidalgo County.  I hereby release, waive, discharge and relinquish any actions or causes of actions aforementioned, which may hereafter arise for me and my estate, and agree that under no circumstances will I prosecute or present any claim for personal injury, property damage or wrongful death against Hidalgo County or any of its agents and employees for any said cause of action, whether the same shall arise by negligence of any said persons, or otherwise. It is my intent by this instrument to exempt and release, indemnify and hold harmless Hidalgo County and any of its employees, its elected or appointed officials, employees and agents for any personal injury, property damage, or wrongful death cause by negligence.





I ACKNOWLEDGE THAT I HAVE READ THE FOREGOING PARAGRAPHS AND HAVE BEEN FULLY AND COMPLETELY ADVISED OF THE POTENTIAL DANGERS INCIDENTAL TO PARTICIPATING IN AN INTERNSHIP AND AM FULLY AWARE OF THE LEGAL CONSEQUENCES OF SIGNING THIS INSTRUMENT.











													


Signature									Date
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These initial drafts of the Internship Policy and the Internship Agreement & Waiver of Liability have
been reviewed and approved by Josie and Michael. | am forwarding the proposed policy to
relevant departments for review and feedback (HR, Budget, Treasurer’s, Auditor’s). | propose that
the Intern Application be identical to the Countywide Application for Employment (instead of
creating a new one, we can just rename).

Thank you for your attention to this matter, and | welcome your feedback as we take the initial
steps toward implementation of this program! Please send me any suggested
revisions/inclusions/deletions as soon as possible.

If you have any questions, please do not hesitate to contact me.
Have a most enjoyable Memorial Day Weekend! ©

Karina Cardoza, Director

THE COUNTY OF HIDALGO, TEXAS
Executive Office - Public Affairs Division
1615 S. Closner, Suite B

Edinburg, Texas 78539

p 956.292.7026

f 956.292.7766

e Kkarina.cardoza@co.hidalgo.tx.us

w www.co.hidalgo.tx.us

Follow our social media feed at www.co.hidalgo.tx.us/followus
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