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Under Secretaries, Assistant Secretaries, and Other Key Officials

1. The Department of Veterans Affairs (VA) is pleased to announce the National
Diversity Internship Program (NDIP) for the fiscal year (FY) 2017 summer session.
NDIP is a VA-wide internship program to cultivate a diverse, multi-generational talent
pool and pipeline for VA employment.

2. NDIP provides internship opportunities and invaluable work experience in VA career
fields to diverse undergraduate and graduate students who are currently enrolled
full-time or part-time, in degree-seeking programs at accredited post-secondary
institutions, including Minority Serving Institutions such as Historically Black Colleges
and Universities, Hispanic Serving Institutions, Asian American Colleges, Pacific
Islander Serving Institutions, and Tribal Colleges and Universities. The NDIP interns
shall not be placed in positions such as clinical settings, direct patient care, processing
clinical data, or research positions that fall under the purview of the Office of Academic
Affiliations. Students interested in internships must apply directly to one of the
approved vendors listed on the NDIP Web site.

3. VA organizations interested in hosting a NDIP intern must submit a completed NDIP
intern application and mentor agreement located at: https://vaww.vaco.portal.va.gov/
sites/hra/HOME/EOQ/Office/ODI/NDIP1/SitePages/Home.aspx by application deadlines.

Session Application Deadline Session Dates
Summer 2017 December 15, 2016 June 2017 — August 2017

4. Pending budget availability, centralized funding may be available to VA offices to
host students during the summer sessions at no cost to the host organization.
Additionally, Administrations and Staff Offices may utilize the NDIP contract to obtain
interns by providing their own funding. If available, centralized funding will be limited.

5. As such, NDIP program staff will review, score, evaluate, and approve centrally
funded applications based upon the: 1) completeness of application; 2) complexity of
projects/assignments identified by the mentor; 3) knowledge, skills and abilities to be
acquired from identified projects/assignments; 4) exposure level to VA organization
and mission, and 5) career development benefits to interns.
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6. For additional information, please visit the NDIP Web site at: http://www.diversity.
va.gov/programs/internship.aspx or contact the appropriate individual designated below:

VACO: Dionn Henderson Dionn.Henderson@va.gov (202) 461-4024
VHA:  Gregory Winston Gregory. Winston@va.gov (202) 461-6340
VBA: Lois Scoon Lois.Scoon@va.gov (202) 632-8937
NCA: Nicole Maldon Nicole.Maldon@va.qov (202) 461-6227

Meghan Flanz

Attachment
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FY 2017 National Diversity Internship Program Mentor Agreement

(Insert facility/Staff Office requesting NDIP [ntern)

Example: VA Western New York HCS, Human Resource Office

1. Purpose. The purpose of this Mentor Agreement is to outline responsibilities and
requirements for National Diversity Internship Program (NDIP) Mentors who have requested
to participate as a mentor by submitting an application for an intern, through the Department
of Veterans Affairs (VA) NDIP. By signing this Mentorship Agqreement, you

acknowledge that you have read, understand, and agree to the terms and conditions

listed within.

2. Background. The VA mentor is the person who shall interact with the intern and provide
guidance on project tasks and assignments. Each office requesting a NDIP intern is
required to identify a primary and alternate mentor.

3. Responsibilities. In order to help maximize the internship experience, primary and
alternate mentor responsibilities are detailed below.

Provide guidance on tasks and assignments.

Provide office space and equipment to fulfill tasks and assignments.

Attend an NDIP Mentor Information Session webinar, prior to the start of the
internship session, conducted by the NDIP Program Office.

Submit intern selections to the Contracting Officer (CO) by required due dates.
Identify and provide a Personal |Identification Verification (PIV) Sponsor who will be
responsible for sponsoring the intern so that he/she may obtain a VA PIV card. This
can be the immediate supervisor manager, program coordinator, a human resource
representative, or Contracting Officer Representative (COR) within your organization.
The NDIP Program Office will not serve as sponsors for PIV issuance. The PIV
sponsor determines which type of credential the student will need based on their
assignment and duration of required access.

Participate in the NDIP Welcome Ceremony with their intern, budget permitting. VA
Central Office (VACO) mentors are required to accompany their intern and participate
in person. Mentors and interns outside VACO shall participate virtually.

Ensure the intern completes all mandatory training such as, but not limited to:
Prevention of Workplace Harassment/NO FEAR VA TMS item 8872 and VA Privacy
and Information Security Awareness and Rules of Behavior, VA TMS item 10176.
Provide the intern an orientation to the facility/organization. NDIP interns shall not be
placed in positions such as clinical settings, direct patient care, processing clinical
data, or research positions that fall under the purview of the Office of Academic
Affiliations. Interns are permitted to perform administrative duties in a clinical setting;
however, it cannot be directly related to clinical work or data. VA will not provide
NDIP interns academic credit through the NDIP; however, participating vendors may
offer students academic credit through their programs. Mentors should refrain from
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(Insert facility/Staff Office requesting NDIP Intern)

Example: VA Western New York HCS, Human Resource Office

signing academic credit agreements without authorization from the VA Office of
Academic Affiliations.

¢ |mmediately notify the NDIP Program Manager, NDIP CO, and the NDIP Program
Office COR of any concerns or issues that arise during the internship session.

» Upon completion of the internship session, provide the NDIP Program Office
verification that the internship was completed.

o Complete NDIP mentor evaluations as requested by the NDIP Program Office.

¢ If for any reason, the primary or alternate mentor is no longer able to participate as a
NDIP mentor, the mentor should notify the NDIP Program Manager and NDIP
Contracting Officer immediately. Every effort should be made by the requesting
office to ensure that approved mentors identified below are able to provide
guidance and oversight during the internship session to avoid any
unnecessary commitment of funds.

4. Expiration. This mentorship agreement and webinar requirements are valid for the
duration of the entire fiscal year your office participates in the NDIP.

5. Certification. By certification of the signatures below (insert facility, staff office name),
has obtained the appropriate organizational approval to mentor a NDIP intern and will fulfill
the responsibilities of this mentorship agreement. [If assistance is required in the execution
of this agreement, the NDIP Program Manager and NDIP CO will be contacted for further
guidance.

Primary Mentor Signature Date = Email Address
Print name Work Phone
Alternate Mentor Signature Date = Email address
Print name Work Phone

Organization Authorizing Official:

Director/Branch Chief/Deputy Date Title
Assistant Secretary/Other
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