
SYEP Internship Request 
Process
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Hiring Manager visits 
SYEP site and submits 
request for internship 

via Qualtrics survey

Hiring Manager obtains 
approval from their 

department to host & 
fund a summer intern.

SYEP Team receives & 
reviews the request. Is 
additional information 

needed?

SYEP Team to send 
email to Hiring Manager 

for necessary 
information

Hiring Manager reply 
within 24-48 hours with 
requested information.

Internship Request 
Denied. No further 

action.

SYEP Team send 
confirmation to the 

Hiring Manager position 
has been received.

SYEP Team documents 
new internship in 
internal tracking 

spreadsheet.

SYEP Team shares the 
position with 

community partners & 
awaits resumes.

See internship process 
for next steps.

No

Yes

Yes

No

1 2

3

4 5 6

https://hr.harvard.edu/summer-youth-employment-program


SYEP Interview Process
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Community Partners 
review interns & match 

students

Community Partners 
send 2 resumes to SYEP 

Team per internship

SYEP Team reviews 
resumes and 

coordinates 30-minute 
interviews with hiring 

dept

SYEP Team sends 
interview details & 

confirmation to student, 
manager, and partner

Hiring Manager 
confirms availability
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Student confirms 
availability

Hiring Manager 
conducts interview

Student attends 
interview

Community Partners 
assist in prepping 

student (attire, 
behavior, etc.)

Hiring Manager makes 
hiring decision 24-48 

hours and informs SYEP 
Team.

SYEP Team prepares 
and sends offer letter to 

student

Student accepts or 
declines the internship 

opportunity.

Student hired

See onboarding process 
for next steps.

SYEP Team sends hired 
student name to 

Community Partners
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No (pushes back to 
scheduling)

Yes

Yes

N
o

 (p
u

sh
e

s b
ack to

 
re

su
m

e
s)

Yes

N
o

 (p
u

sh
e

s b
ack to

 
re

su
m

e
s)

1 2

3 4

5

5 6

6 7

8

9 10



SYEP Onboarding Process
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Student accepts offer 
for SYEP internship
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Hiring Manager reaches 
out to student to 

congratulate them and 
introduce the HR rep.

Local HR/Payroll 
coordinates with the 
intern when to come 
onsite for paperwork

Student confirms 
availability

SYEP assists in 
communicating with 

intern as needed

Student comes onsite to 
meet with local HR rep

Local HR/Payroll 
explains and administers 

local onboarding 
processes

Local HR/Payroll follows 
standard processes for 

onboarding a new 
employee

SYEP coordinates with 
the Harvard ID office to 
take ID photos during 

Orientation

Hiring Manager 
coordinates with local 
contacts for all other 
onboarding needs, 

including picking up ID 
Card at ID Office

Student attends 
Orientation on their 
first day and begins 
internship program

1

2

3

4 5

6 7

8

9

10
Yes

No


