CHAPTER 10. MERIT SYSTEM OF PERSONNEL ADMINISTRATION RULES
SUBCHAPTER 17. PERFORMANCE EVALUATION AND CAREER ENHANCEMENT
PROGRAMS

PART 7. CARL ALBERT PUBLIC INTERNSHIP PROGRAM

530:10-17-74. Undergraduate internship program
(@) Eligibility. The undergraduate internship program consists of temporary positions for
students enrolled fer—tnternship—eredit-in institutions of higher education within the state and
working toward an undergraduate degree [74:840-3.4(1)]. To be considered for eligibility
determination, applicants shall have completed at least 24 semester hours of coursework with at
least a 2.5 cumulative grade point average on a 4.0 scale. Applicants shall follow the procedures
in 530:10-17-77 for digibility determination.
(b) Conditions of employment. Participants in the Undergraduate Internship Program who
receive internship appointments shall:

(1) be employed in accordance with paragraph 8 of Section 840-5.5 of Title 74 of the

Oklahoma Statutes, for not more than 2 semesters or 999 hours,

(2) continue making progress toward an undergraduate degree,

(3) maintain the grade p0| nt averageset out |n (a) of thls Sectlon and

5)1(4) complete the training requirements described in (d)(3) of this Section.
(c) Benefits. Undergraduate interns shall not be eligible for paid leave, or heath and retirement
benefits.
(d) Responsibilities of appointing authorities.
(1) The Appointing Authority or designee shal ensure that the intern provides written
verification to the Office of Personnel Management that the intern is:
(A) continuing to make progress toward an undergraduate degree,_and
(B) maintaini ng the grade p0| nt average set out |n (a) of thls Sectl on,-and

(2) If this information is not transmitted to the Office of Personnel Management within 30
days after the end of the previous semester, the Administrator shall notify the Office of State
Finance and the Appointing Authority of the termination of the internship agreement in
accordance with Section 530:10-17-82(a).

(3) Each Appointing Authority shall provide a minimum of 4 clock hours of training for
undergraduate interns during the internship, in addition to the training coordinated by the
Administrator, and shall provide verification to the Office of Personnel Management of the
completion of the training requirements.

530:10-17-77. Application form and procedure

(@) Application form and applicant survey form.
(1) The Carl Albert Public Internship Program application is available from the Office of
Personnel Management. The application form provides information about the application
process; _and digibility requirements—and—recommended—submission—dates. It solicits
information about applicants and their qualifications for participation in the program.
(2) Applicants may apply at any time.
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(3) An applicant may complete a voluntary survey form which solicits information related to
demographics, including race or ethnic group, and disabilities. The information shall be used
for statistical purposes only.
(b) Communication with the Office of Personnel M anagement. Interested persons may direct
communications to the attention of the Carl Albert Public Internship Program in accordance with
530:1-1-12.
(c) Application procedure. Applicants for the internship program shall provide the following
information to the Office of Personnel Management for review and determination of eligibility:
(1) A completed and signed application form;
(2) Transcript(s) of coursework from accredited higher education institutions;
(3) A letter of nomination from a faculty member of the higher education institution where
they are enrolled;
(4) A letter of recommendation from the current Appointing Authority, if the applicant is a
state employee [74:840-3.4(4)];
(5) A resume,
(6) Three letters of recommendation from persons other than relatives or the nominating
faculty member;
(7) Veification of current enrollment.
(d) Notification. The Administrator shall notify applicants if the documents they submit are
sufficient for eligibility. A notice of eligibility does not mean the applicant will be employed as an
intern.
(e) Length of eligibility. Applicant information on file at the Office of Personnel Management
shall remain active if eligible applicants submit verification of current enrollment and an updated
transcript each semester. If applicants fail to provide updated information within 90 days after the
end of the previous semester, they will no longer be eligible for employment as an intern and their
names will be removed from the list of eigible applicants made available to state agencies.
(f) Appointment.
(1) The Administrator shal provide a list of al digible applicants for the Carl Albert Public
Internship Program to state agencies periodically and at an agency's request. An agency may
request an eligible applicant list and copies of individua eligible intern files a any time.
(2) An agency may appoint any eligible applicant after the Administrator has approved a
completed Carl Albert Public Internship Agreement Form described in (3) of this subsection. A
new form shall be completed if there are any substantive changes to the original agreement.
(3) The Administrator shall provide the internship agreement form to state agencies. The form
solicits information about the employing agency, the Executive Fellow or Undergraduate
Intern, and the internship faculty member. The form provides information regarding
employment, benefits, training, work schedules, duties, compensation, and projected length of
internship. Before an eligible applicant enters on duty, the agreement form shall be completed
and signed by:
(A) Theédigible applicant;
(B) The Appointing Authority or designee of the employing agency, who shal certify that
the internship appointment does not contravene any provision of the Oklahoma Personnel
Act or the Merit Rules;
(C) The college or university faculty member who shall monitor the internship; and
(D) A representative of the Administrator.
(4) All intern appointments are made at the discretion of the Appointing Authority. Executive
Fellows will count against an agency's full-time-equivalent employee limit if an agency retains
them after the internship time period is completed.
(g) State employees. State employees may apply to participate in the Carl Albert Public
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Internship Program. Permanent classified and regular unclassified employees who receive
internship appointments may request leave without pay from their permanent or regular
employment in accordance with 530:10-15-47, Leave of absence without pay. Probationary
employees and regular unclassified employees with less than 6 months continuous service shall
resign before entry-on-duty as an intern.

530:10-17-80. General conditions of employment
(@) No expectation of continued employment.
(1) Persons participating in the Carl Albert Public Internship Program shall be employed in the
unclassified service of the state in accordance with Section 840-5.5 of Title 74 of the
Oklahoma Statutes and Sections 530:10-17-74 and 530:10-17-75.
(2) An intern has no right or expectation of continued employment in any classified or
unclassified position with the state because of participation in the Carl Albert Public Internship
Program.
(b) Compensation plan for interns.
(1) The employing agency shall establish compensation plans that include rates of pay for Carl
Albert Public Internship Program positions which are consistent with positions having like
duties and responsibilities within the agency.
(2) The Administrator may establish job descriptions for interns in accordance with Section
530:10-5-8.
(3) Carl Albert interns who are not exempt from the provisions of the Fair Labor Standards
Act (29 U.S.C. 201 et seq.) are subject to its overtime provisions and 530:10-7-12.
(c) Report of work performance to educational institution. The Appointing Authority or
designee of the employing agency shall provide the internship faculty member with information
necessary to evaluate the intern's work experience for academic purposes at the faculty member’s
request.
(d) Intercesson by the Office of Personnel Management. The Office of Personnel
Management may intercede in an internship if the Office determines, at the request of the intern,
the agency, or the ingtitution of higher education at which the intern is enrolled, that an internship
is not functioning [74:840-3.5(7)] in accordance with the rules in this Part, and the individua
internship agreement. The intercession process may include, but is not limited to the following
actions: modification of certain agreement terms, reassignment, and separation or early release
from the internship.
(e) State employees; continuation of benefits. State employees leaving classified or exempt
positions in state government in order to take an internship shall continue to receive al fringe
benefits they would have received in their previous classified or exempt positions [74:840-3.5(2)].
(f) Training requirements. Each intern shall complete the training requirements prescribed by
the employing agency and the Administrator.

PART 15. STATE MENTOR PROGRAM

530:10-17-153. Definitions

In addition to words and terms defined in OAC 530:10-1-2 and 455:10-1-2, the following
words and terms, when used in this Part, shall have the following meaning, unless the context
clearly indicates otherwise.

“Agency” means any office, department, board, commission, or institution in al branches of
state government.

“Agency Mentor” means an-exeedtive-tevela policy-level manager in an agency participating
in the State Mentor Program who serves as a mentor during the period the Mentor Executive is
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completing his or her management rotation in that agency.

“Mentor Executive” means a state employee selected for participation in the State Mentor
Program.

“Sending agency” means the employing agency of each state employee selected as a Mentor
Executive.

“Receiving agency” means each agency where a Mentor Executive is completing a phase of
his or her management rotation.

530:10-17-156. Agency rotations
(@) State Personnel Interchange Program. Rotation assignments shall be accomplished through
the State Personnel Interchange Program, Section 840-3.9, et seq. of Title 74 of the Oklahoma
Statutes.
(b) Length of rotations. Each Mentor Executive shall complete a two-year management rotation
assignment which consists of six monthsin_any or all of the following entities:
(1) the sending agency;
(2) one or both houses of the Legidature;-and
(3) the Office of State Finance;;
(4) the Governor's Office-andfer;
(5) the Office of Personnel Management; and
{4)(6) any other agency accepting the Mentor Executive.
(c) Work assigned during rotations. Each agency participating in the State Mentor Program
shal assign peliey-tevel-management-dutiesto-the Mentor Executive to a policy-level manager
during the period he or she is completing a management rotation in that agency.
(d) Compensation during rotations.
(1) The Administrator shall establish minimum compensation for Mentor Executives. The
sending agency and each agency in which the Mentor Executive is completing his or her
management rotation may share the compensation of the Mentor Executive or either agency
may pay the total amount.
(2) If astate employee’'s sdary is below the minimum salary for the Mentor Executive class,
the employee's salary shall be increased to that minimum. A state employee’s salary shall not
be reduced because of his or participation in the State Mentor Program.
(e) FTE limitations. Employees participating in the State Mentor Program shall be exempt from
any full-time-equivalent limitations established by law.
(f) Completion of rotation assignment. At the end of a two-year management rotation
assignment or sooner, if a Mentor Executive is unable to complete the entire two-year
management rotation assignment, a Mentor Executive shall be entitled to return to the previous
class or its successor class, if one exists in the sending agency. Otherwise, the reduction-in-
force provisions of Section 840-2.27C of Title 74 of the Oklahoma Statutes shall apply.
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