	Internship Model Template	
Overview
Public health laboratories (PHLs) across the United States have been experiencing high employee turnover rates and a decrease in skilled workforce due to retirements and eligible employee shortages [1], [2], [7]. Due to this sudden shortage of qualified laboratory workers, it has never been more prudent to introduce and retain a talented workforce. This document is meant to offer the PHL structure and procedures for hosting interns, and to provide steering with future projects and internship activities.

An “intern” can be a student, volunteer, and/or visiting scientist. The purpose of this document is to provide PHLs with a framework for hosting interns and to serve as guidance for the following:
· Internship application and approval process
· Intern onboarding process 
· Volunteer/Intern and PHL supervision 
· Coaching and mentoring with interns 
· Strengthening PHL workforce development and networking 
· Completion of internship 
· Internship shared benefits 

Application and Approval Process
Individuals seeking to intern must contact the PHL to initiate an application request. PHL management or Internship Coordinator will review potential requests for interns and will consider current workloads, supervisory support and availability, office space, financial resources, and any associated class or college credits. If approved, PHL management or Internship Coordinator will develop tasks and projects in conjunction with current PHL activities, while keeping in mind the national standards for public health laboratory competency as described in the MMWR Competency Guidelines of Public Health Laboratory Professionals. At this time the intern should be contacted to begin the onboarding process and to discuss work and/or project expectations. 

Onboarding Process 
Once an internship has been approved, the intern must undergo the onboarding process which may include required PHL forms and trainings to be completed. In addition, the intern may have to pass a background check which may require fingerprinting and/or a meeting with human resources. The following types of forms may be required and may be sent prior to start date in order to expedite the onboarding process. 

Example Required Forms:
· Conditions of Volunteer Service 
· Background Check Request 
· Statement of Confidentiality 
· Statement of Understanding 
· PHL Policy and Procedure Summaries
· Network and Email Individual User Profile 
· Volunteer and Intern Position Description 
· Guidebook for Volunteers 
· Memorandum of Understanding (MOU) between PHL and Academic Program / College 

Example Required Trainings:
· Privacy and Security Awareness Training 
· Mandatory Reporter Training 
· HIPAA Training* 
· Safety Trainings, such as:
· OSHA Hazard Communication and Chemical Hygiene 
· OSHA Bloodborne Pathogens 
· Fire Safety and Evacuation 
*Note: If an intern will be performing any work that may involve secure patient information, they must also complete a required HIPAA training. 

Additional Suggested Free Training Courses Available on CDC TRAIN:
· Public Health Series 101 –Introduction to Public Health (course ID 1059661) 
· Public Health Series 101 –Introduction to Public Health Laboratories (course ID 1059672)
· Professionalism for Public Health Workers (course ID 1046766) 
· Free CDC TRAIN accounts can be created here:  https://www.train.org/cdctrain/welcome

Once the required onboarding steps are completed and approved by PHL management and/or the Volunteer Coordinator, the intern can be provided unique identifying number, a state email address, and access to select folders on the secure PHL network. Onboarding questions may be referred to the Volunteer/Intern Coordinator, at: (insert name, phone, and email of primary contact). 

Intern and Supervision
After onboarding, the intern and their supervisor will discuss further details of the intended project(s), tasks and developmental goals. It is recommended to create the workload and objectives using the S.M.A.R.T (Specific, Measureable, Attainable, Relevant, and Timely) model to develop specific duties and responsibilities based on individual qualifications and experiences and/or proposed project. 

Common Intern Goals:
· Able to describe Core Functions of a Public Health Laboratory 
· Able to describe the infrastructure of a public health system including the roles of public health laboratories, epidemiologists, emergency preparedness, and clinical partners such as hospitals and county health departments
· Able to list or describe the types of laboratory testing performed at the PHL 
· Able to describe the role of the Laboratory Response Network (LRN) and sentinel laboratories for biological threat preparedness
· Able to list the types of outreach and trainings provided by the PHL
· Able to recognize common laboratory hazards
· Become familiar with common standard and special microbiological practices 

Examples of Intern Projects and Work Activities:
· Provide intern references describing PHLs and public health systems
· Discuss common PHL tests performed, and types of outreaches and training provided
· Provide examples of common laboratory hazards 
· Demonstrate standard microbiological practices 
· Assist with the preparation and development of some training courses and materials 
· Assist with pre-analytical functions or quality assurance measures  
· Practice coaching or mentoring development skills 
· Development of intern’s own project

Additionally, supervisors and their intern need to establish a frequency of meetings and create a work schedule which considers availability and the timeline of each goal and related project tasks. Interns will be responsible for tracking their hours and assignments. Depending on the intern, and the duration of the internship, the supervisor may serve as a coach or mentor providing structured encouragement and guidance [3].

Coaching and Mentoring
Coaches/Mentors can play a very important role in the development of individuals who may be new to public health or laboratories. 80% of U.S. companies report that mentoring programs were effective at increasing employee hiring and retention rates [3]. Mentors are expected to have a good understanding of their field in order to provide clear instructions to the mentee moving forward. Whereas coaches may have various background experiences, not necessarily in the same field as the coachee and will serve to provide general steering direction and supportive guidance. Mentors and coaches may also benefit from being involved in such programs for the following reasons: 
· Practice communication skills
· Practice time and project management skills
· Reinforce their own knowledge and development of their own self awareness 
· Passing on knowledge and past experiences
· Enhancing leadership and management qualities
· Provides perspectives on career paths
Note: Additional information may be found in the Iowa National Internship Model, Appendix F. 
Strengthening Workforce Development and Networking 
Competition is growing for a shrinking pool of qualified laboratory scientists, and strategic partnerships have become a primary tool to combat this deficit [4], [5]. Having an internship program provides potential employees with preliminary training and helps the PHL establish ties with academic institutions, professional organizations, and local communities, and will help establish connections between forecasted needs and job placements. 

Completion of Internship 
When the internship has concluded, it is important that the supervisor, and any others involved with the internship review the body of work completed. Consider requesting a final presentation of the work or project(s) by the intern to share with the PHL. This offers the intern an opportunity to elaborate on their successes and will help the PHL identify any potential areas of improvement. Possible metrics of a successful internship program could be the retention of an intern into the PHL system, or the continuation of established projects. All internships will benefit from the individual obtaining laboratory experience, and the PHL benefitting from the intern’s project and work. 
 
Additional Internship Benefits 
· For Intern: Resume building, networking opportunities, professional development, provides understanding of potential career paths and requirements, time management and project development skills, obtaining knowledge and practical advice from experienced professionals, and development of leadership and management qualities. 
· For PHL: Additional workforce assistance by taking some burden off current staff workloads, development of time management and project development skills, coaching/mentoring skill development, obtaining fresh perspectives, expanding networks and partnerships, training a skilled workforce for potential hire, and development of leadership and management qualities.
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