MPH Program
Student’s Internship Planning Check Sheet (for student’s use) 

Student Name:  ____________________________________________________________________________
Internship Site:  ____________________________________________________________________________
Internship Topic:  ___________________________________________________________________________
Expected Presentation Date:  _________________________________________________________________
Expected Graduation Date:  __________________________________________________________________

Planning for the internship project: 

· Has the student completed the concentration prerequisites to begin the internship, including 3 of the 5 core courses? Refer to your Academic Catalog or Concentration Curriculum/Course Sequencing Sheet. 

· Has the student completed the CITI human subjects’ certification?  The CITI website: https://www.citiprogram.org/  Access courses from main page to take the certification. 

· Has the student attended at least one MPH Internship Workshop Webinar (offered each semester: fall, spring or summer)?

· Has the Internship Committee Chair (advisor) completed the CITI human subjects’ certification? If not or if it is expired they will need to complete the certification as well.

· Is the project comprehensive enough to reflect graduate level MPH standards?  See MPH Internship Manual and discuss with Internship Committee Chair.

· Will the project reflect the required time commitment to justify enrollment in the number of internship hours required by the concentration? (i.e., a 6 unit internship requires 270 hours of work at the site or doing site-related work; a minimum of 45 hours per unit)

· Is the site in an international location? If so:

· Check whether the country is included on the US State Department list of travel warnings: http://travel.state.gov/content/passports/english/alertswarnings.html  

· Check the CDC website for any health warnings: http://wwwnc.cdc.gov/travel/notices.aspx  

· As soon as travel is known, register the proposed itinerary at University International Travel Registry and complete Travel Questionnaire. http://ua-risk.terradotta.com/ 		       ALL INTERNATIONAL TRAVEL MUST BE REGISTERED HERE! 
· If proposed travel is to a country with a US State Department Travel Warning, complete the Supplemental Travel Authorization. Work with International Risk Analyst. 
· Print the Supplemental Travel Authorization, obtain necessary signatures and submit with the Travel Authorization form to FSO Travel Office NO FEWER THAN 30 days PRIOR to proposed travel.  Original form can be submitted to MPH Coordinator and forwarded to FSO Travel Office. 
· Complete Travel Authorization with appropriate signatures. Original to FSO Travel Office.  Original form can be submitted to MPH Coordinator and forwarded to FSO Travel Office.
Human Subjects Requirements (IRB): 

ONLY For Internship Projects beginning Fall 2016 or prior
· Early in the planning, the student should discuss the need for human subjects’ approval with the Internship Committee Chair.  Most MPH internships do not require IRB approval and the MPH Internship Project Agreement/Contract Form can be used.  See MPH Internship Project Policy in the Hub. Under some circumstances, the committee may want the student to obtain IRB approval, as discussed in the next section.  

For Internship Projects beginning in Spring 2017 or Summer 2017
· Early in the planning, the student should discuss the need for human subjects’ approval with the Internship Committee Chair. All MPH students are required to complete the Determination of Human Research form with the assistance of their Internship Committee Chair. 
· The Determination of Human Research form must be completed, reviewed, and signed by the student (“PI” on the form) and the student’s Internship Committee Chair (“Advisor” on the form).
· An original copy of the signed form must be submitted to the MPH Coordinator as part of the Internship Plan packet. 
· Electronic copies of the completed and signed form should be sent to the Internship Committee Chair AND to the MEZCOPH Research Office, Suzanna Trejo-Robinson, suzanna@email.arizona.edu.
· Additional review of the internship project and activities may be requested by the student and/or Internship Chair through the MEZCOPH Research Office, though this is not required. 
· To access the Determination of Human Research form:  http://rgw.arizona.edu/compliance/human-subjects-protection-program/human-subjects-protection-program-forms/applications-irb-review-and-approval-protocols

[bookmark: _GoBack]Full IRB Application Review:

· Is the internship project strictly for educational purposes and not research? 
· If yes, submit the Determination of Human Research form only. 
· If no, one of the following IRB Applications must be submitted, as most appropriate to your project:
· F200 Application for Human Research – Application for review of a proposed study involving collection of data from or interaction with human subjects.
· F203 Application for Retrospective Review of Data or Specimens – Application for review of a proposed human subjects study involving existing records review, data abstraction and analysis 
· Previously IRB Approved and Ceded IRB:
· F109 Amendment of Key Personnel - If the project has been previously approved by the IRB committee, and the student’s proposed research will not go beyond the scope of the original approval (in other words, the student will only be conducting activities which were already approved)
· F204 Application for Ceded IRB Oversight - If another agency and/or institution has approved a project through their own IRB, then the F204 form should be used.  
· A Ceded IRB form can also require an additional Institutional Agreement (IA) Ceded Review Form – this form can be found here under “Institutional Agreements” http://rgw.arizona.edu/compliance/human-subjects-protection-program/HSPP-forms/multi-site-research

· Once complete, submit the IRB application to the MEZCOPH Research Office, Suzanna Trejo-Robinson, suzanna@email.arizona.edu to begin internal review process
· Please note that this can take 2-4 weeks to complete.  

· Students may not begin the internship project or enroll in 909 units until they have an approved IRB application.  A copy of this final approval must be sent to the MPH Coordinator and the Internship Committee Chair. 


Continued planning of the internship project: 

· The Internship Committee Chair gives preliminary approval of the project. 

· In consultation with the Internship Committee Chair the student develops the Plan for Internship with required attachments and forms. See Plan for Internship form on the Hub.

· The student schedules a meeting with the entire committee: Internship Committee Chair, Second Reader and the Site Preceptor/supervisor to discuss plans for internship project. 

· The student submits the Plan for Internship form to the committee for their approval with all of the following attachments:
· Plan narrative that includes:
· Justification of this site
· Goals and planned outcomes
· Which 3 core functions and 10 essential services of Public Health the project will address
· Learning objectives, Internship activities, and Proposed Timeline in a table format
· Certificate of CITI training
· Completed Determination of Human Research form
· Any subsequent IRB Applications, if necessary
· MEZCOPH Preceptor Agreement (approved by Committee Chair and Program Director)
· Travel Authorization Forms if internship is conducted outside of the United States

· Second committee meeting is held and all committee members approve and sign-off on Plan for Internship form. 

· Student meets with their Program Director to discuss their project and obtain their approval/signature on the Plan for Internship. The Program Directors are:

1. BIOS – Denise Roe
2. EOH and IH – Kelly Reynolds
3. EPI – Elizabeth Jacobs
4. FCH MCH and Global – Nicolette Teufel-Shone
5. HBHP – Scott Carvajal
6. HSA – Cecilia Rosales
7. MDMPH – Lane Johnson (Tucson) or Moe Bell (Phoenix)
8. PHP – Cecilia Rosales
9. PHPM – Joe Gerald

· Student submits approved plan and all required documents to the MPH Coordinator, who adds unit(s) of CPH 909 Masters Report to the appropriate semester schedule and student begins internship project.
· NOTE: Students must request CPH 909 registration prior to the beginning of classes each semester. Coordinator will NOT automatically enroll the student in units. 

While internship project is on-going: 
· Student and Committee, especially Committee chair, should discuss system of communication between the student and committee at regular intervals while the internship is on-going (emails, face to face meetings, phone calls, etc.).
· Student and Committee should discuss frequency of committee meetings (initial and closure meetings are required)
· Student should discuss with the Committee Chair their availability in relation to any critical due dates – abstract due date, first draft of report due date, final report due date, internship conference date, etc. 
· Approximately one week before the final abstract due date, the student should submit the abstract to the Committee Chair for review and approval.
· The student should submit the Internship Presentation PowerPoint to the Committee Chair for review no later than the week prior to the internship conference. 
· The student presents at the MPH Internship Conference. The Preceptor, Internship Committee Chair and the 2nd Committee Member should be invited by the student and plan to attend. 

Planning for completion of internship report and completion of MPH degree: 

· Approximately four weeks before the end of the student’s final semester, the student submits the penultimate version of the Report to the Committee Chair and discusses submission to Second Reader.
· Student completes report revisions required by Chair and submits final to both the Chair and the Second Reader. 
· Final Report is approved. The Committee Chair signs the final report, completes the Internship Report Evaluation Form, and approves Internship Report Evaluation Form of Second Reader.  The final grade for internship units, CPH 909 Masters Report is based on the Evaluation of the Committee Chair. 

For a final grade to be awarded for CPH 909 Masters Report units, the following documents must be submitted to the MPH Coordinator by the specified due date. All these documents are on the Hub. Only the PDF of the final report is submitted to the MEZCOPH Hub by the due date:

1. Final Internship Report, hard copy NOT required. Submit first 2 pages only with signatures:
· Title Page signed by intern and Committee Chair (page 1) - Please use the MPH template on the Hub only
· Statement of Author (page 2) - Please use the MPH template on the Hub. 
2. Internship Report Evaluation Forms:
· One form completed by Committee chair
· One form completed by Second Committee member
3. Preceptor Evaluation of Intern form (can be email, faxed or US post)
4. Student Evaluation of Site form
5. PDF of the final report submitted to the MEZCOPH Hub. Only include the unsigned Title page and  Statement by Author page to the Hub. 
6. If your project was research and you submitted a full IRB Application for review, you must submit one of the following forms to IRB: 
· F212b: Concluding/Admin Resolution - Use this form to inform HSPP when your study is completed or a decision has been made not to conduct the study.  
· F212 Renewal Progress Report -  If you need to renew your study for another year, then you need to complete the F212 Renewal Progress Report.

If all required final documents are not submitted by the due date at the end of the semester, a grade of K (for continuing) will be submitted for all CPH 909 units. A “K” grade will require the student to register in the following semester for a minimum of 1 unit, and graduation will be delayed.  
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