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END

Student Intern Process (Current State)

• Outdated student 
intern manual

Send to 
PHSI for 
follow up

Not clear if or why 
we need a full 

contract and if for 
each student

Review 
student 

credentials  
interests, 
academic 
program 
needs

Follow up with 
student/academic 
program for info if 

needed

Student 
Interests/ex
perience fit 

DPH needs?

Notify PHSI 
and student

Provide 
forms to 

programs 
or student

Contact 
Programs (s) 
of interest for 

potential 
projects

No

Yes

Complete 
forms

No student 
follow up or 
orientation

No central data 
on interns

Yes

No

Contact all programs for data on 
student interns for CHRO Plan
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Program/students 
confused about the 

process

2.  Customer 
Service for 
interns – no 
standard for 

response

Send resume 
and request to 

appropriate 
program(s) for 

availability

END

Refer to LHD, 
CPHA or other 
public health 

related 
organization for 

info/opportunities

Student 
good fit?

Yes

Advise and 
Process 

contracts with 
Academic 
Institutions

END
START:
Receives 

request from 
student, 

academic 
program  for 

information or 
experience

START:
Receives 

request from 
student  for 

information or 
experience

Keep 
intern or 
provide 
info?

END

Keep 
intern or 
provide 
info?

Send to PHSI 
for follow up

END
No

Yes
END

Follow up with 
student for info 
and to finalize 
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Templates

START:
Receives 

request from 
student  for 

information or 
experience at 

the DPH 
general email 

address

CT Dept of Public Health
Student Intern Subcommittee

November 5, 2014Student Intern Inquiry Process (Future State)

• Centralized email
• Use Intranet
• Customer Service  

standards
•

Refers to 
new DPH 
Student 
Intern 

Webpage

No student 
follow up or 
orientation

No central data 
on interns
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Program/students 
confused about the 

process

2.  Customer 
Service for 
interns – no 
standard for 

response

END

START:
Receives 

request from 
student, 

academic 
program  for 

information or 
experience

START:
Receives 

request from 
student  for 

information or 
experience

END

Keep 
intern or 
provide 
info?

Refers to 
webpage

END
No

Yes
END

• Communication 
to agency about 
new process

Responds to 
email within one 

business day 
and/or Refers to 

new DPH 
Student Intern 

Webpage

Goes to intranet 
and ensures 

student follows 
guidelines/paperw

ork
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Measures: # of inquiries (should decline with website); Current: n=6 per month; Customer Survey responses should improve. Dedicated email= dph.internship@ct.gov
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November 5, 2014Student Intern Onboarding Process (Future State)

• Requests for 
class speakers in 
high school – put 
program numbers 
on website?

Posts to 
Intranet/lets 

program 
know of 
intern 

requests

Notify PHSI 
and student

Ensure 
forms 

available on 
the intranet 

are 
completed

No

Yes
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Yes

Advise and 
Process contracts 

with Academic 
Institutions

START: 
Collects DPH 

projects 3 
times per year 
and posts to 

web

Sends 
Projects 3 

times per year 
within 

requested 
timeframes

Keep 
intern or 
provide 
info?

Reviews intern 
applications 

and follows up 
with student  

directly

END

Yes

Provides 
response to 

student within 5 
business days

Checks intranet or u:/ for realtime
list of student intern data and 

information that can be used for 
the CHRO Plan

screens application 
for general 

requirements 
Meets?

START:
Collects 

student intern 
requests 
through 

dedicated 
email inbox

• Refer to LHD or 
CPHA for 
info/other 
opportunittes – on 
website

Ensure intranet 
updated with 

student 
availability/ 

database of SI 
updated

• Standards for : 
timeframe to 
respond..5 days 
from receipt or 
from app 
deadline?

Goes to SI 
webpage for 

info and 
requirements

Sends application 
according to 

instructions to 
dedicated email 

inbox

• Database on 
intranet or u:/

• Set standard date 
for 
orientation/presen
tations

Holds 
orientation 
and project 

presentations

Provides 
student with 
program/proj
ect specific 
orientation

Reviews 
student 

evaluation 
data on survey 
monkey and 

does 
continuous 

improvement

END

Corresponds with 
programs, 

completes all  
paperwork and 

evaluation

END


