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PROCEDURES

1.
Any Application for Employment (Form P-1) that is marked for consideration as an “intern” or “summer student” should be entered in the Applicant Tracking System.  Applications submitted for a civil engineering internship position must also be accompanied by a Civil Engineering Internship Supplement form.  The Human Resources Division will annually compile a list of these applicants in order to maintain an accurate tracking for the internship program.

2.
Districts/divisions/offices should instruct selected candidates to contact the appropriate human resources representative to schedule a pre-employment drug test according to Personnel Policy 2508, “Drug Testing Program.”  The human resources representative will notify the Risk Management Division of the scheduled drug test date.  A firm job offer may be made only after a negative drug test result is received.

3.
Districts/divisions/offices will be responsible for informing affected interns and summer employment participants of the requirements of Risk Management’s “Safety Footwear Policy.”

4.
All electronic Employment Status Maintenance (ESMT) transactions for interns are to be noted as “student employee” under the “remarks” section to differentiate from other types of temporary hires and the position number should be entered as “INTERN.”

5.
All electronic ESMT’s for summer employees are to be noted as “student employee” under the “remarks” section to differentiate from other types of temporary hires and the position number should be entered as “SUMMER.”

6.
Districts/divisions/offices should respond to those individuals applying, but not selected, for internship positions and encourage them to continue to consider the department for future opportunities.

