
SUPERVISOR QUICK REFERENCE SHEET


The ODE internship program attracts highly motivated students from throughout Oregon and the rest of the country for fall, spring and summer internships. We appreciate and value staff members who volunteer to be supervisors for these aspiring young professionals. Want an intern? Great! 

Here’s how to get started: 

· Contact Diane Roth via email Diane.Roth@state.or.us or phone 75791 and let her know what kind of work/projects you need assistance with.  

· When candidates apply, you will be sent the application materials to setup interviews with the potential interns. Let Diane know the candidate you want to select, she will notify all the candidates and get a start date.

· The intern will need a workstation with supplies.  Your office “Security Officer” will need to prepare necessary IT documents for computer access ASAP before the intern arrives.   

Once the Intern arrives:

· Read and sign the Electronic System Use Authorization Form, submit to TIRM. 
(intern will not have access to computer until you submit this form)
· There are several HR and computer use forms that the intern will need to read and sign. Diane will handle all HR paperwork.

· Introduce intern to Office staff and show them around the office area.
As the Intern is preparing to leave:

· Have intern fill out Exit Interview Form and schedule time to review and make comments with the intern. The Exit Interview Form is in:
x:\library\intern forms\exit interview template.doc
· Give Diane copy of Exit Interview form for the file.
· Office “Security Officer” disable computer account

If you have any questions please contact:

Diane Roth, (503) 947-5791
Visit the ODE internship program web site:  http://www.ode.state.or.us/opportunities/internship/















