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Intern Name: _____________________________________ Supervisor: ___________________________
Program/Office: ___________________________________ Start Date: ___________________________
	
	Intern File Should Contain
	Date
	Initials

	
	Intern Application/Resume
	
	

	
	Background Checks (FBI, Criminal Background, Child Abuse, Act 31)
	
	

	
	1. Pa Child Abuse – within 5 years
	
	

	
	2. Pa State Police – within 5 years
	
	

	
	3. FBI Clearance – within 5 years
	
	

	
	4. Mandated Reporting (Act 31/CPSL) – within 3 months
	
	

	
	3 References       1[  ]          2 [  ]          3 [  ]
	
	

	
	Universal Background Check (from HR)
	
	

	
	Medical examination form
	
	

	
	Proof of vehicle insurance (if applicable)
	
	

	
	Copy of photo ID
	
	

	
	Driving record check if transporting clients
	
	

	
	Volunteer Agreement
	
	

	
	Associate Confidentiality and Non-Solicitation Policy and Agreement - signed
	
	

	
	Child Discipline Policy (if needed)
	
	

	
	Onboarding Responsibilities (First three days)
· Office tour (restrooms, lunch, storage, parking, kitchen, supplies)
· Introductions to key staff
· Orientate to office equipment
· Review: 
· Schedule and expectation
· Organization orientation materials, as applicable
· Mission, vision and values
· Organizational chart, as necessary
· Branch specific documents
· Complete written agreement with the student intern outlining their duties, time commitment
· Discuss process for milage and approved incidental expenses reimbursement, if applicable
· Ensure signed copies of Associate Confidentiality and Non-Solicitation Policy and Agreement and Volunteer Child Discipline Policy are obtained
	
	

	
	Trainings Required prior to intern engaging with clients/branch specific tasks:
· Vehicle Use, Safety, Maintenance & Accident Policy
· Candidate and Employee Background Screening Policy & Procedure
· Driver Acknowledgement of Policy
· Mandated Report Policy
· HIPAA Breach Policy and Procedure
· Social Media Policy and Procedure
· Drug Free Environment Policy (Handbook)
· Employee Conduct Policy (Handbook)
· Employee Behavior Policy (Handbook)
· Harassment Policy (Handbook)
	
	

	
	Trainings/Policies required with the first 30 days:
· Safety and Security Training (Available in Cornerstone)
· HIPAA New Hire Training (Available in Cornerstone)
· BCS Professional Documentation (Direct Services Internship – Available in Cornerstone)
· BCS Behavior Support and Management Interventions (Direct Care Internships – Available in Cornerstone)
	
	



image1.jpeg
Rethany

CHRISTIAN SERVICES




