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2012 NONPROFIT INTERNSHIP PROGRAM

REQUEST FOR HOST ORGANIZATION PROPOSALS

The Denver Foundation’s Nonprofit Internship Program announces the opportunity for organizations interested in hosting an undergraduate student intern to apply for funding for summer 2012 paid internships. The Program seeks to introduce opportunities within the sector to students from diverse backgrounds who have various levels of experience with nonprofit and community organizations. 
The Program  will provide $5,000 grants to at least 10 selected nonprofit organizations. The grant must be used to pay for expenses related to hiring a summer intern. Specific requirements for grant funds include:

· Pay the intern a wage of $12/hour for 330 hours over the course of the summer ($3,960 total).

· Pay the intern as an employee of the organization, not as an independent contractor. 

· Pay related payroll taxes for the summer intern. 

Grant funds remaining after the intern’s salary and payroll taxes have been paid may be used to cover a portion of the supervisor’s salary, and/or additional administrative expenses associated with hosting a summer intern. 

Pre-Application Workshop

Please attend a pre-application workshop to learn more about the application process; what makes a successful proposal and internship experience; and to receive more information and ask questions. This informative workshop will be held on Tuesday, September 27 from 9:00 a.m. – 10:30 a.m. at The Denver Foundation, 55 Madison St., Suite 745. The workshop will also be shown as an online webinar during that time. 

 There are three ways to participate in the Pre-Application Workshop:

1)     Attend in person on Tuesday, September 27th from 9:00 – 10:30. 

2)     Participate in the webinar from a computer on Tuesday, September 27th, from 9:00 – 10:30.

3)     View the webinar at a later date. It will be posted on The Denver Foundation’s website following the session on Tuesday, and available until the grant deadline.  

Please RSVP to Holly Kingsbury (hkingsbury@denverfoundation.org or 303.300.1790 ext. 147) no later than Monday, September 26, indicating how you’d like to participate. 

To ensure that all applicants have similar information, we do recommend that you view the webinar at some point if you are not available on the 27th. However, attendance at this workshop will not impact the outcome of the Internship Program grant decision, or any other grant decision at The Denver Foundation. 
Proposals are due Monday, October 31, 2011 by 5:00 p.m. 

I. Background

The Nonprofit Internship Program, now in its sixth year, was designed based on research conducted by The Denver Foundation’s Inclusiveness Project. Research found that internships are an important tool to encourage students of color to pursue opportunities in the nonprofit sector. 
Through the Program, the Foundation seeks to encourage motivated and highly-qualified students from communities traditionally underrepresented in the nonprofit sector to become more involved as staff, board members, volunteers, and donors at nonprofit organizations. 
Interns will:

· enhance leadership skills,
· gain real-world work experience, and
· broaden their understanding of the nonprofit community and the issues addressed. 

Organizations will: 

· increase capacity through a motivated and highly qualified paid intern, 
· incorporate a fresh perspective, and
· achieve short- and/or long-term organizational goals.
II. The Application Process

Eligibility

Eligible organizations must have received a grant from The Denver Foundation’s Community Grants Program in 2009, 2010, or 2011. Organizations that hosted an intern in the past are eligible to apply. However, organizations must take a year off before re-applying.  In other words, groups that hosted an intern during the 2011 program are not eligible to apply for the 2012 program. 

Successful applicants will demonstrate:
· A clear, learning-centered job description for the intern that provides educational opportunities as well as an opportunity to contribute to the organization in a meaningful way.

· The capacity needed to successfully host an intern: the ability to provide a designated, committed supervisor who has the time to supervise an intern, appropriate work space, etc.

· A structured and interactive opportunity: ideally, opportunities will engage students to several aspects of the work of a nonprofit organization, such as programmatic activities, fundraising, governance, etc.

· A clearly articulated commitment to building inclusiveness and diversity, and engagement in strategies to become more inclusive as an organization. 
· We strongly recommend you see “What Makes a Successful Internship?” on page 4 for more information, as well as consider the information in the webinar.
Submitting a Proposal  

All applicants must submit a proposal that includes the following. Proposals should be approximately two to four pages. 

1. Organization Summary Sheet (enclosed, on page 6 of 6). Please note: If your organizations is selected as a grantee, organization name, address, mission, and information about accessibility will be posted on The Denver Foundation’s website.
2. A description of the work your intern will complete, including any specific tasks or projects. 

A. Describe the learning opportunities included in this work.
B. Describe how the intern will build your organization’s capacity and support the achievement of your organization’s goals.
C. If specific training will be required for the work your intern is to complete, please describe how that training will be delivered.

D. Describe what skills are ideal for a successful intern at your organization.

3. A description of the organization’s capacity to support an intern.

A. Identify which staff member will supervise the intern, and how he/she will make time available during the summer to do so. Please note: We hear from supervisors every year that they needed more time than anticipated to spend with their intern. We recommend that if the supervisor is the organization’s Executive Director, an additional staff member assist with supervision. 
B. Describe office space, computer, etc. Include information about accessibility of your office.  
C. Describe how your intern will be oriented to and included in the culture and day-to-day workings of your organization.

D. If your organization will go through any significant transition or major event during the summer, please elaborate (executive transition, financial challenges, move, capital campaign, etc.).

4. Inclusiveness. An important goal of the program is to build the pipeline of diverse young people into the nonprofit sector, and to support organizations in becoming more inclusive. 
A. Describe how your organization strives to be inclusive in its programs, staff, board, volunteers, and organizational culture, and describe the progress to date. 

B. Has your organization done any of the following: Attended an inclusiveness conference? Used The Denver Foundation’s workbook Inclusiveness at Work? Participated in any workshops or sessions offered by The Denver Foundation’s Inclusiveness Project? Established an Inclusiveness Committee? Other inclusiveness-related activities?
5. Attachments

A.   One-page Internship Job Description. If your organization is selected, this will be posted on our 
website for intern applicants to review during the application process. Please include your organization’s mission statement and website address at the top of the internship description. If the intern’s work may include occasional evening or weekend work, make this clear in the job description. 
(NOTE: Interns often enjoy working with and relate to clients or consumers of services. However, most intern candidates, as undergraduates, may not have had specific training, education, or experience providing case management or other specific tasks related to providing client services. Therefore, interns should not have full responsibility over the case management of clients.)
   B.   Current list of board of directors, including occupations and/or community affiliations.
   C.   Financial information  

   1. The organization’s operating budget for the current fiscal year, including revenue and expenses.
   2. Budget for $5,000 internship grant (This should include any preliminary plans for how the funds will  

       be spent beyond paying salary and payroll taxes.) 

The deadline for organizations to apply is Monday, October 31, 2011 by 5:00 p.m. 
Late or incomplete applications will not be reviewed by the Internship Program Committee. All applicants will receive an e-mail conformation that their proposal is received. 
Please send proposals to:

Holly Kingsbury
Associate Program Officer, Philanthropic Partnerships
The Denver Foundation

55 Madison Street, 8th Floor

Denver, CO  80206

hkingsbury@denverfoundation.org 

Materials may be sent via email or direct mail.  If you choose to send your proposal by e-mail, please ensure all documents are in PDF form.  You can create PDFs from most versions of Adobe Acrobat Professional. CutePDF also offers a free PDF-making program: http://www.cutepdf.com/. Additionally, you can convert a document in GoogleDocs to a PDF. 
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III. Grantee Commitments and What to Expect
By submitting a proposal to The Denver Foundation’s Nonprofit Internship Program, organizations agree to the following conditions and requirements if selected to host an intern. 

Selecting an Intern

Host organization grantees will interview up to five pre-screened candidates for an internship opportunity. Interviews will take place in March, after a review of intern applications by The Denver Foundation and the Internship Program Committee. It is required that selected organizations interview all intern candidates sent to them. Students with an existing paid or volunteer relationship to an organization may not apply to work with that organization. Likewise, organizations may not select an intern with whom they have an existing paid or volunteer relationship.

Paying an Intern

Using the $5,000 grant, organizations must pay their intern a wage of $12 per hour for 330 hours of work, with total intern pay of $3,960. Grantees should use remaining grant funds (~ $1,000) to pay costs associated with the internship –employer portion of payroll taxes, portion of supervisor salary, supplies, etc.
Most organizations choose to have their intern work an average of 33 hours per week for ten weeks, between the kick-off event (early June, 2012) and closing session (early August, 2012). However, organizations and interns may establish an alternate schedule and start/end date, as long as the intern attends all Learning Workshops, Kick Off Session, and Closing Session, and works the full 330 hours stipulated by the grant funding. 

Important Dates

· Thursday, December 15, 2011, Selected grantees notified 

· Monday, January 23, 2012, Deadline for students to apply to the Nonprofit Internship Program.

· Tuesday, February 28, 2012, Grantee Orientation (12:00 p.m. – 2:00 p.m.).
· Monday, March 5, 2012, Organizations receive information about intern candidates.

· Tuesday, March 6 – Friday, March 30, 2012, Organizations interview intern candidates.

· Monday, April 2, 2012, Organizations notify selected intern.

· Thursday, April 5, 2012, Organizations notify all interviewed candidates.
Host organizations must allow their intern to attend the Kick-Off Event, the Closing Session, and 5 mandatory Learning Workshops, and pay their intern an hourly wage for time spent at these meetings. Exact dates will be available in early 2012.

The intern’s supervisor will attend the Inclusiveness Learning Workshop (date TBD) and the Closing Session (date TBD). The Learning Workshops are a key component of the Program, and provide additional information about specific topics in the nonprofit sector as well as opportunities for peer learning and community building.
Site Visit

Interns and their supervisors will work together to complete a work plan during the first week of the internship. The work plan is an opportunity to have an initial conversation about learning goals and expectations during the internship.

Denver Foundation staff will conduct one site visit over the course of the summer during which they will meet with the intern and their supervisor to hear about progress on the work plan, and to see if we can offer any additional support. The mid-summer visit is also an opportunity for the interns and organizations to share their work with The Denver Foundation. 

Evaluation

All interns and organizations participating in the Program participate in an independent evaluation conducted by the OMNI Institute. For host organizations, this includes: 

· Completing a post-internship online survey (August 2012).
· Participating in a 90-minute focus group of the intern supervisors (August 2012).
A final grant report is due to The Denver Foundation on Monday, September 17, 2012. 
IV. Questions
Please contact:

Holly Kingsbury
Associate Program Officer, Philanthropic Partnerships

The Denver Foundation

303.300.1790 ext. 147
hkingsbury@denverfoundation.org.
The Denver Foundation

2012 Nonprofit Internship Program

Organization Summary Sheet

Please fill in your responses to the questions below directly into the form, or attach a separate sheet.

Organization Name: 

Mailing Address:

Physical Address: 

Website: 

Executive Director: 

Email:






Phone number:
Application Contact and Title (if not CEO or ED): 

Email: 






Phone number:

Intern Supervisor Name and Title: 

Intern Supervisor Email: 

Organization mission statement: 

Brief organizational history: 

The following questions will not be used to determine eligibility for a grant; rather, they help The Denver Foundation provide appropriate candidates for your organization to interview. 

Are your offices wheelchair accessible? If no, please explain. Are you able to provide any other accommodations for candidates with special needs?
Are languages other than English spoken by staff or clients? If so, which languages? 

If your organization is located more than 20 miles from downtown Denver, please describe public transportation options to reach your office. 
Will your intern need his/her own transportation to perform their day-to-day duties as described? 

Will the intern be transporting others (clients, staff, etc.)? If so, the organization must have insurance to cover the intern while he/she is driving individuals related to his/her work.



What Makes a Successful Proposal and Internship?


Over the past five years, The Denver Foundation staff and participating interns and organizations have noted that the following are components of a strong proposal and successful internship. The Denver Foundation encourages you to be creative and unique with your internship design, but please consider the following key components of a successful internship when crafting a proposal: 





A Committed Supervisor who is willing to:


Meet in-person at least weekly with their intern, and frequently check in formally and informally.


Provide ongoing feedback and support on projects, from beginning to end (e.g. organization, planning, editing, etc.).


Coach an intern who is typically at the beginning of his/her career (provide input on key professional skills, offer career advice, introduce intern to other professional contacts, etc.).


View the internship as an opportunity to cultivate a future staff member, board member, donor, or volunteer for the organization. 





An Open Organizational Culture where: 


The intern is permitted and encouraged to speak with many members of staff to learn about their positions and connection to the organization.


The intern’s voice is invited and welcomed in discussions, meetings, etc.


The intern is included in staff meetings, events, and gatherings.


Staff members are friendly, open, and have a culture of working together across departments. 





A Dynamic Job description in which:


The intern is exposed to the work of the organization in and outside the office, and has opportunities to see the work of the organization in the community.


The intern has ownership over some aspect of his/her work (a specific project or goal, etc.).


The intern’s work helps to fulfill the mission of the organization.


The intern’s job description is a balance of different kinds of activities (for example: research, grantwriting, program development, working with clients, etc.).


Training and orientation are clearly thought out and communicated.


Interns learn critical administrative tasks and are involved in the everyday work of the organization, but do not spend all of their time on administrative work. 





Typically, we will not fund: administrative internships, full-time grantwriting internships, or internships that fill an open position at an organization or a position that already exists at an organization (camp counselor, after school program staff, etc.). 
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