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[bookmark: _Hlk104194874]This Standard Operating Procedure (SOP) applies to all personnel involved in the internship programs Yale Center for Clinical Investigation (YCCI).
2.0 Purpose
This SOP outlines the different types of internships that YCCI has to offer. The purpose of this SOP is to establish a standardized procedure and expectation for the internship programs. These internships provide opportunities for students to acquire new skills and gain experience working in clinical and translational research.
3.0 Definitions and Abbreviations
Standard Operating Procedures (SOPs) - detailed, documented instructions to achieve uniformity of the performance of a specific activity.
4.0 Procedure
4.1 General Oversight
4.1.1 YCCI Internships are overseen by the Workforce Development (WFD) Team who coordinate the overall administration of the internship program and provide support to the interns and their preceptors throughout the internship period. The team develops internship policies, procedures, and guidelines in collaboration with relevant stakeholders. 
4.1.2 Preceptors serve as mentors and guide interns by providing direction, feedback, and support. They assign tasks and projects to interns that align with their learning objectives and provide meaningful learning experiences.
4.1.3 All internship opportunities must focus on a learning objective and include a process for monitoring progress. A workplan outlining the timeline and deliverables may be required for specific internship types as outlined in section 4.2.  
4.2 Overview of YCCI Internships
4.2.1 Summer Exposures
· A voluntary summer research internship that provides the opportunity for highly motivated high school, undergraduate, and professional students to work with and learn from a multidisciplinary team of scientists. The primary aim of the program is to train and prepare youth with diverse backgrounds and interest in becoming future leaders in the realm of clinical and translational research.
4.2.2 Yale Summer Research Experience (YSERE)
· A paid 8-week summer internship for undergraduate students.  The internship provides hands-on training in biomedical research and will include: 1) Training of biomedical techniques in research projects; 2) Development of scientific communication skills; 3) Critical analysis of peer-reviewed primary research literature; 4) Weekly seminars and career discussion sessions.
4.2.3 Gap Year
· A yearlong paid internship immersed in the workforce in one of the YCCI Functional Areas.  It is under the guidance of a work supervisor and provides the intern with full immersion and exposure to professional positions in research for career growth and planning.
4.2.4 Southern Connecticut State University (SCSU) Students
· A semester long visiting undergraduate program geared toward immersing students in a research profession for class credit as part of their SCSU healthcare studies curriculum. 
· Preceptors and WFD team are required to submit a Workplan to SCSU Internship Faculty advisor at least a month before the start of the internship. The incoming intern should agree to the parameters of the plan before commencing the internship. 
4.2.5 Yale School of Public Health, Master of Public Health (MPh) Students
· A paid 8-week summer internship for Yale students pursuing a Master of Public Health who are interested in Clinical Research. The interns are immersed in the workforce by joining one of the YCCI Functional Areas. 
· As part of their MPh degree, students are required to complete their Applied Practice Experience (APE). Students may choose to use this internship to satisfy this APE requirement by completing a workplan. The preceptor will be required to sign off on the plan prior to the start of the internship and provide regular feedback. Deliverables must align with the MPh Core Competencies as outlined in the YSPH Internship and Applied Practice Experience manual. 
4.2.6 Student Consulting Group (SCG)  
· The SCG Project enables Yale graduate students to apply their academic and practical knowledge of public health, business and healthcare to challenges and opportunities facing a research functional area under the guidance of a preceptor.
4.2.7 Healthcare Management (HCM)
· The HCM Practicum enables Yale graduate students to apply their academic and practical knowledge of business and healthcare to real-world challenges and opportunities facing a hospital or other health provider organization under the guidance of a preceptor.
4.3 Internship Application and Selection
4.3.1 For Summer Exposures and YSERE, applicants apply through an InfoReady application. Applications will be evaluated and selected by a review committee. This review committee is comprised of various representatives across YCCI, YSM and the Community Engagement and Recruitment team. 
4.3.2 For all other internship types, potential candidates are sent to the Internship Project Manager who will advise them on the internship specific application process. Internship Project Manager will coordinate internship placements, matching students with appropriate internship opportunities. They will assist with review of applications and scheduling interviews with preceptor. Preceptor will make the selection of the intern and notify the WFD team of the final candidate. 
4.3.3 WFD team will facilitate the selected interns with HR and Student Employment (as applicable) and ensure interns are set up in Yale Systems as needed. 
4.4 Orientation and Onboarding
4.4.1 The WFD team will work with the preceptor to identify equipment needs and will secure them ahead of the interns first day. The WFD team will advise the intern obtaining equipment and will meet with them for a brief orientation and review of initial trainings.  
4.4.2 Preceptors will meet with intern to review the following:
· Review behavior/performance expectations.
· Review learning objectives.
· Discuss projected assignments.
· Discuss training schedules.
· Schedule time for regular check-in’s and meetings.
· Provide opportunity for the intern to discuss their expectations.
4.5 Funding, Compensation and Academic Credit
4.5.1 Preceptor will work the intern to complete and submit any student evaluations or workplans required for academic credit.
4.5.2 For paid internships, payments will be made per the agreed upon terms and through applicable Yale systems. 
4.6 Intern Expectations
4.6.1 Intern will actively participate in the internship program, fulfilling assigned tasks and responsibilities. 
4.6.2 If interns are not meeting expectations, the preceptor and WFD team will discuss with the intern where improvement is needed and provide specific guidance on how the issues can be addressed to enhance their learning and development.  
4.7 Internship Completion
4.7.1 Upon completion of internship, the intern will be asked to complete an Intern Completion survey and the preceptor will be asked to complete an Intern Performance Evaluation to help provide feedback regarding their experience.
4.7.2 Interns will be asked to complete an annual survey for academic and career tracking. 
4.8 Training
All responsible personnel listed within this SOP will receive the appropriate level of training appropriate to their role and level of responsibility.
5.0 Roles and Responsibilities
· Internship Supervisor
· Internship Project Manager
· Preceptor 
· Intern
· Other YCCI Staff
6.0 Contact Information 
Any exceptions or questions pertaining to this procedure must be presented to ycci.sop@yale.edu.
7.0 Related Information
This section identifies applicable regulations, guidances, and policies related to this procedure.
· N/A
8.0 Reference Materials
Reference materials are located in each functional area’s working directory.
· Intern Demographic Survey (RedCap)
· Internship Completion Form (RedCap)
· Annual Intern Follow Up (RedCap)
· Intern Performance Evaluation
· YSPH Internship and Applied Practice Experience Manual
9.0 Version History
· 12/5/2024: New document (no prior history)
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