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City Vision INTERNSHIP PROGRAM INTERN Contract

I.
PURPOSE
It is the purpose of this agreement to delineate the terms, conditions, and rules of the Internship regarding the participation of _______________________________ (hereinafter referred to as the “Intern”) in the City Vision Internship Program (hereinafter referred to as the “CV Internship Program”). This agreement also sets forth the terms and conditions for the operation of the City Vision Intern with the Service Site regarding this Intern.
II.
Minimum Qualifications
The Intern certifies that he/she is a United States or Canadian citizen, a United States or Canadian national,  a lawful permanent resident alien in the US or Canada, or has a valid student or work visa; that he/she is at least 18 years of age and has a high school diploma or equivalent. 

X________ (Intern initial)
III. Terms of Service & Benefits
A. The Intern’s term of service begins on _________ and ends on ________.  The CV Internship Program and the Intern may agree, in writing, to extend this term of service once the Intern’s term has ended.


B. The intern commits to the following (check one):
____ One Year Work Study Internship with Full Undergraduate Tuition Scholarship in City Vision University (for interns without a bachelor’s degree) (29 hours/week + 15 hours on site for studies). Annual Cost: $4,500 + housing
____ Two Year Master’s in Technology and Social Entrepreneurship Fellows Internship with Full Graduate Tuition Scholarship through City Vision University (for interns with a bachelor’s degree) (29 hours/week). Annual Cost: $5,000.
C. This position is primarily focused on (check one):
____ Direct service serving directly with clients. This position is considered a stipended volunteer position and must follow the Department of Labor guidelines for stipended volunteers (listed below). For the purposes of this contract, where we use the term “intern” we are referring to “stipended volunteers”. The intern is serving as a stipended volunteer at the service site listed above, and is not an employee or contractor.  As such, the volunteer is not eligible for unemployment benefits after the period of the volunteer internships unless required by law. The Intern’s volunteer internship is with the service site and not with TechMission’s City Vision Internship program. This document serves as a legal agreement between the Service Site and TechMission.

____ Indirect services such as accounting, fundraising, administration, etc. This position is considered an internship position and must follow the Department of Labor guidelines for internships (listed below). This position does not constitute an employment relationship. The intern is serving as an intern at the service site listed above, and is not an employee or contractor.  As such, the volunteer is not eligible for unemployment benefits after the period of the volunteer internship unless required by law. The Intern’s volunteer internship is with the service site and not with TechMission’s City Vision Internship program. This document serves as a legal agreement between the Service Site and TechMission.

Note: for the purposes of this contract the term “intern” will be used to cover both stipended volunteers and interns, but the actual classification and requirements of the position will be what is indicated above in section C.

D. The intern understands that the purpose of this internship program is to equip people for possible careers in nonprofits and ministries. Because of this, the intern agrees to not participate in any federal loan programs (except for in the past) to avoid going into debt that may limit future career choices.  If the intern chooses to participate in federal loans, they can continue to be a City Vision student, but they must pay full tuition rate and will not receive a discount though either partners or through City Vision Internships.

E. All intern types except for paid or summer interns will receive a full tuition scholarship for City Vision University courses. All intern types except for graduate will receive free housing (if needed) from the Service Site or sponsoring organization.  Organizations may choose to pay an internship rental stipend of up to $600/month instead of housing.  If paid directly to the intern, this stipend is taxable and is intended to pay living expenses. If paid directly to the landlord, the rental stipend is not taxable. Sites may choose not to provide housing or rental stipend for interns who already have free housing (such as living with a parent).
F. Students qualifying for Pell grants or other government financial aid will also be paid their full financial aid. This payment is taxable. The goal of our work-study internship is to enable students to avoid loans so they can better afford to work in ministries serving low-income communities. Work study interns who are undergraduate students and receive financial aid may not receive student loans while serving as an intern. If a student insists on receiving their loan, they must first end their internship.
G. Interns may only be eligible for health insurance if required by law or offered by their service site.
H. The Intern will receive time off according to his/her Site’s specific policies.  The Intern will serve at his/her Site through the “end date” listed above, unless otherwise agreed upon by the Intern, the Service Site, and TechMission’s City Vision University. 

I. Interns may only enroll in courses up to full time (2 course per term for City Vision) unless given a written exception by the City Vision director after successfully completing at least one term with all A’s.
J. The Intern understands that to be eligible to serve a second term of service the Intern must receive satisfactory performance reviews for any previous term of service.  The Intern’s eligibility for a second term of service with this program will be based on at least a mid-term and end-of-term evaluation of the Intern’s performance focusing on factors such as whether the Intern has:


1.
  Completed the required number of hours;
2.
  Satisfactorily completed assignments, tasks, or projects; and
3.
  Met any other criteria that were clearly communicated both orally and in writing at the          
  beginning of the term of service.

K. The Intern understands, however, that the mere eligibility for an additional term of service does not guarantee selection or placement.
L. The internship may be terminated for any reason at any time by the organization. If the internship is terminated, then the student discount will end for the intern, but the intern may still continue as a student with City Vision University.
M. The intern commits to participate in City Vision’s Internship/Practicum course when it is first offered at some time in their first six months of service. The intern understands that failure to do so could result in being terminated from the program. This is only required for Work Study and Graduate interns. 
IV.
POSITION DESCRIPTION (See attached Intern position description)
The Intern will serve his/her term of service at _______________________________________ (hereafter referred to as the Intern’s “Service Site”).

The name of the Intern’s field supervisor is _________________________________________.
In addition to duties as outlined in the Intern position description, Interns will be expected to: complete all assignments, projects, and duties as requested by Field Supervisor and/or TechMission.
V     RULES OF CONDUCT
A.
At no time may the Intern, during internship service hours:
1.
  Engage in any activity that is illegal under local, state or federal law.

2.  Engage in activities that pose a significant safety risk to others.

3.  Anything prohibited by the policies and procedures of their service site.
B.
The Intern is expected to, at all times while acting in an official capacity as an Intern:

1. Demonstrate mutual respect towards others.

2. Follow directions.  

3. Direct concerns, problems, and suggestions to their supervisor or Field Supervisor (and “CVC” Internship Program Staff if deemed necessary).

C.
The Intern understands that the following acts also constitute a violation of the “CVC” Internship Program’s rules of conduct:


1.
  Unauthorized tardiness.
2.  Unauthorized absences.
3.
  Repeated use of inappropriate language (i.e. profanity) at a service Site.
4.
  Failure to wear appropriate clothing to service assignments.
5.
  Stealing or lying.
6.
  Engaging in any activity that may physically or emotionally damage other Interns of the program or people in the community.
7.
  Unlawful manufacture, distribution, dispensation, possession or use of any controlled    substance or illegal drugs during the term of service.
8.
  Consuming alcoholic beverages during the performance of service activities.
9.
  Being under the influence of alcohol or any illegal drugs during the performance of service activities.
10. Failing to notify the program of any criminal arrest or conviction that occurs during the term of service.

11. Anything prohibited by the policies and procedures of their service site.
D.     Under the Drug-Free Workplace Act, you must immediately notify the Field Supervisor and “CVC” Internship Program Director if you are convicted under any criminal drug statute.  Your participation in the “CVC” Internship Program is conditioned upon compliance with this notice requirement and we will take action for violation of this.

VI. RELEASE FROM TERMS OF SERVICE

A.
The Intern understands that he/she may be released for the following two reasons:
1.
  For cause, as explained in paragraph (B) of this section; or
2.
  For compelling personal circumstances as defined in paragraph (C) of this section.

B.
The “CVC” Internship Program will release the Intern as for cause (i.e. being “fired” or as a stipended volunteer or intern) for the following reasons:
1.
  The Intern has dropped out of the program without obtaining a release for compelling


      personal circumstances from the appropriate program official;
2.  During the term of service the Intern has been convicted of a violent felony or the sale or 



  distribution of a controlled substance;
3.
  The Intern has committed a fourth offense in accordance with paragraph (E) of section VI of

               this agreement; 


4.  The Intern has committed any of the offenses listed in section IV(F); or

5.  Any other serious breach that in the judgment of the director of the “CVC” Internship Program would undermine the safety or effectiveness of the program;

6. The Intern does not fulfill any of the program requirements listed in this contract (e.g., completing his/her required hours, serving until the contracted end date, or finishing all assignments).

C. The “CVC” Internship Program may release the Intern from the term of service for compelling personal circumstances if the Intern demonstrates that:

1.  The Intern has a disability or serious illness that makes completing the term impossible;
2.  There is a serious injury, illness, or death of a family Intern which makes completing the term

      unreasonably difficult or impossible for the Intern;
3.  The Intern has Military service obligations; 

3. Some other unforeseeable circumstance beyond the Intern’s control makes it impossible or unreasonably difficult for the Intern to complete the term of service, such as a natural disaster, a strike, relocation of a spouse, or the nonrenewal or premature closing of a project or the program.

D.     Compelling personal circumstances do not include leaving the “CVC” Internship Program:

1.  To enroll in school;

1. To obtain employment, other than in moving from welfare to work; or

2. Because of dissatisfaction with the program.

E.
The “CVC” Internship Program may suspend the Intern’s term of service for the following reasons:

1.  During the term of service the Intern has been charged with a violent felony or the sale or distribution of a controlled substance.  (If the Intern is found not guilty or the charge is dismissed, the Intern may resume his/her term of service.  The Intern, however, will not receive back living allowances or credit for any service hours missed.)

2.   During the term of service the Intern has been convicted of a first offense of possession of a 



controlled substance.  (If, however, the Intern demonstrates that he/she has enrolled in an 



approved drug rehabilitation program, the Intern may resume his/her term of service.  The

3. 
Intern will not receive back living allowances or credit for any service hours missed.) A compelling personal circumstance that requires a temporary, but not permanent, removal from the program.
F.    The “CVC” Internship Program may suspend the Intern’s term of service for violating the rule of conduct provisions in accordance with the rules set forth in paragraph (C) of section VI of this agreement.

VII. SITE AGREEMENT
The Service Site shall provide the following services in fulfillment of this AGREEMENT:
1. Intern Supervision and Monitoring

a. Provide supervision of City Vision Intern on site.  This includes providing them with any standard training or meetings at your individual Site, especially any additional training necessary for them to be able to perform their duties.
b. The Service Site shall assign a staff person as the Site Director responsible for the day to day supervision of the Intern, including their academic progress in City Vision University courses, and for their required Intern development and training. 
c. For any interns that take courses with City Vision, the Ministry will also provide someone to serve as an academic advisor/coach to provide accountability and support for the student. This most often is the intern’s supervisor or case manager, but it could be anyone who is on staff at the ministry and can meet regularly to provide accountability. This academic advisor/coach should meet at least bi-weekly with the student during academic terms to ask how their courses are doing. The acadmic advisor will also be provided a login to City Vision’s online course management system, and will monitor that students progress to provide support and accountability.
2. Training and monitoring

Site directors will participate in required City Vision Site Director orientation and annual online training update. Failure to participate required training may result in removal of a City Vision Intern and/or removal of a Service Site from the City Vision Internships program.

3. The Ministry agrees to assign an individual to serve as an advisor/mentor to the intern. The expectations for advisors include that they will:

· Meet one-to-one with your students at least once every two weeks.

· Discuss how the student wants to be supported and held accountable and develop an alliance to maximize their chances of success

· Review the student's records in Populi (https://cityvision.populiweb.com) and encourage them and discuss how they are feeling and progressing with learning.

· Support the student for any practical homework assignments that might require a nonprofit organization or ministry

· Discuss any barriers to student success such as logistical problems (missing books, tech problems), personal crises, time management challenges, etc.

· Provide recommendations on seeking additional relational support and other support to overcome obstacles. This could also include spiritual support and character development including asking how they are doing spiritually, coaching in spiritual disciplines and encouraging involvement in a local church and small group or providing referrals for any crises that the student may be experiencing including financial difficulty, assistance in getting governmental or other financial assistance, counseling and support resources for dealing with addiction or relational problems.
· Supporting students in providing any required transcripts or financial aid documents needed for admission or to receive financial aid.
· Support the student when they take the Internship/Practicum course including the following elements

i. Read through the syllabus to understand the goals of the student.

ii. Read the students assignments, journals and final project. Meet at least bi-weekly with the student either in person or via conference call to provide mentoring based on their journal and final project.

iii. Write at least a one page brief evaluation and professional and spiritual development plan for the student. You will use our evaluation template linked in the first week of the course, and upload the evaluation in the eighth week.

4. Internship Termination

The site has the ultimate authority on whether to terminate the internship with a particular intern.  Before formally terminating an intern, the site should contact the City Vision Internship director to provide notice and investigate whether there might be the possibility for mediation with the dispute.

5. Payment
The site agrees to pay TechMission $900 per term to cover the cost of tuition and running the internship program ($1,000 per term for graduate fellow interns). This will be paid on: August 15, October 15, January 15, March 15 and May 15 for as long as the intern is still in service on each of the above days. The first payment will be made on the interns first day of service, and will count as a replacement for the payment of the term in which the intern started. 
VIII. AMENDMENTS TO THIS AGREEMENT

This agreement may be changed or revised only by written consent by both parties.

XI.
AUTHORIZATION
The Intern and “CVC” Internship Program hereby acknowledge by their signatures that they have read, understand, and agree to all terms and conditions of this agreement.  

City Vision Intern                                            
      Site Director
____________________________________    ______________________________________


Signature
Signature

____________________________________    ______________________________________


Name
Name

____________________________________    ______________________________________







   Date






Date

____________________________________    ______________________________________

Intern’s Academic Coach/Advisor’s Name

Coach/Advisor’s Email


TechMission
____________________________________


Signature

Andrew Sears
Executive Director
____________________________________






   Date



Publicity
The Intern consents to the release of the use of their name, photograph, and other identifying information for publicity, promotional or other purposes by TechMission. X________ (Intern initial)
Student Records
I give City Vision permission to share student records among TechMission/City Vision, and supervisors at my services site. X________ (Intern initial)

Appendix A: Definitions of Trainee/Intern, Volunteer and Allowable Stipends
According to the U.S. Department of Labor, Employment Standards Administration, Wage and Hour Division, an individual is a trainee or student (and not an employee entitled to minimum wage under the provisions of the Fair Labor Standards Act) if all of the following criteria apply:

1. The training, even though it includes actual operation of the facilities of the employer, is similar to that which would be given at a vocational school.

2. The training is for the benefit of the trainees or students.

3. The trainees or students do not displace regular employees, but work under their close observation.

4. The employer that provides the training derives no immediate advantage from the activities of the trainees or students; and on occasion his operations may actually be impeded.

5. The trainees or students are not necessarily entitled to a job at the conclusion of the training period.

6. The employer and the trainees or students understand that the trainees or students are not entitled to wages for the time spent in training.

While City Vision University students are not entitled to minimum wage for work performed as part of the training program, the IRS still considers them to be employees for FICA withholding purposes. All internship sites are encouraged to check with their own accountants and/or state authorities regarding the specific tax and unemployment insurance regulations that apply to stipends and other compensation given to City Vision University trainees.

Definition of a Volunteer Work

Both interns and volunteers are exempt from minimum wage laws and as a result, can be paid "stipends," or even nothing.  Both the FLSA and state wage and hour laws define what constitutes a volunteer. Unfortunately, the definitions are not identical and are a bit vague, but they do provide some guidance.

The federal Department of Labor (DOL) Wage and Hour Division has recognized that a person may volunteer time to religious, charitable, civic, humanitarian, or similar non-profit organizations as a public service. Such a person volunteers freely for such organizations without compensation or expectation of compensation. Such activities are described by the DOL as "ordinary volunteerism." In determining whether an activity is "ordinary volunteerism," the DOL considers a variety of factors, including:

· Nature of the entity receiving the services (nonprofit, for instance)

· Compensation of any sort (such as money, room & board, perks, etc.)

· Expectations of benefits in the future

· Whether the activity is less than a full-time occupation

· Whether regular employees are displaced

· Whether the services are offered freely without pressure or coercion, and

· Whether the services are of the kind typically associated with volunteer work.

[Reference: DOL Opinion Letters FLSA 2001-18 and FLSA 2006-4]

If an individual volunteers in a part of a nonprofit which is commercial and that serves the public, such as stores or restaurants, the DOL does not recognize them as volunteers for FLSA purposes. For example the US Supreme Court held in the case Tony and Susan Alamo Foundation v. Secretary of Labor, 471 U.S. 290, 303 (1985) that a religious nonprofit foundation whose workers received room and board but had absolutely no expectation or desire for wages since they were working in the foundation's ministry, were found to be employees since their work involved operation of commercial enterprises including trucking and operating a hotel.

Check your state law definition of "volunteer" with your state's Department of Labor to make sure there are not other factors that apply in your state. 

What is an Allowable Stipend?
A primary factor in establishing a worker as a volunteer is that there is "no expectation of compensation." The DOL regulations do however allow nonprofits to pay for volunteer expenses, reasonable benefits, and a nominal fee, or any combination thereof, without losing their status as volunteers. 29 C.F.R. 553.106. The "nominal fee" which is typically referred to as a "stipend" cannot exceed 20% of what you would have to pay a worker to perform the service and the amount cannot be tied to productivity or hours worked. [Reference: FLSA Opinion Letter 2005-51]

If a stipend exceeds $600 in a calendar year, it must be reported as 1099 income. The idea behind a stipend is that it covers the out-of pocket costs of volunteering but is not a wage. Many volunteer interns are paid something like $1,000 for a summer. Government volunteer programs such as AmeriCorps often pay in the neighborhood of $11,000 per year for full-time work.
References: 

http://www.nonprofitrisk.org/library/articles/employee_or_volunteer.shtml
http://www.blueavocado.org/content/legalities-nonprofit-internships
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