










EARN Indiana – Frequently Asked Questions for Employers
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What is EARN Indiana?
The Employer Aid Readiness Network (EARN) Indiana is an experiential learning internship program administered by the Indiana Commission for Higher Education (CHE) in partnership with Indiana INTERNnet (IIN). It is designed to provide financial assistance to employers who provide paid internships for qualified Hoosier students currently enrolled full or part-time in a post-secondary education program.

EARN Indiana was established in 2013 under Indiana Code 21-16-2. 
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What makes an internship EARN Indiana eligible? 
A qualified internship position must meet a specific set of criteria, including: 
• Internship must provide experiential learning (For details on what constitutes “experiential learning,” visit www.in.gov/che/files/EARN_Indiana_-_What_is_Experiential_Learning.pdf; 
• Internship must be paid;
• Internship must be at least 8 weeks long;
• Intern must work 12 to 20 hours a week during the academic year employment wave (12 to 40 hours during the summer employment wave);
• Intern activities may not be political or sectarian in nature;
• No more than 25% of intern’s work can be administrative in nature;
• No more than 50% of your workforce may be interns;
• Federal work study funds may not be received for the internship position.



























[bookmark: _Toc457920413]Applying to Participate as an EARN Indiana Eligible Employer

[bookmark: _Toc457920414]How does an employer become qualified for EARN Indiana funding?
EARN Indiana is a position-based approval program, meaning that each individual internship position with an employer must be approved by the CHE. Positions must be posted on the Indiana INTERNnet website for EARN approval. Once an employer has created their internship posting they can apply, via the IIN site, for EARN funding by clicking a banner with the EARN Indiana logo above the finished posting on their organization workspace. Once an employer has applied for approval, they can expect a response from the CHE within five (5) business days. After posting your position on the IIN website, if you do not apply for EARN Indiana initially, you will receive an email asking if you are interested in applying to participate in the program.

[bookmark: _Toc457920415]When should an employer apply for approval of an internship position?
If an internship is starting at the beginning of a funding wave, applications should be submitted at least three to four weeks prior to the end of the preceding period. Employers should note that due to system capabilities and/or a high volume of applications, approval may not be formally granted until after the period has started.  

[bookmark: _Toc457920416]Should an employer submit the position for approval before they begin the hiring process?
Employers are not required to apply for approval prior to the hiring process, but it is encouraged. CHE will work to provide approval in a timely fashion that allows the employer time to manage the hiring process. 

[bookmark: _Toc457920417]What happens after an employer has a position approved?
The EARN Indiana logo will appear next to the position and on the position’s profile page within the IIN website. Students will be able to search for EARN-approved positions. The employer will receive an email from CHE verifying the position title, work hours, pay rates and employment wave, followed by a second email containing the employer agreement. The agreement outlines an employer’s general responsibilities, including payment of compensation to students and reimbursement from CHE for eligible wages paid, CHE’s general responsibilities, guidelines for termination of the agreement, and activities prohibited. 

[bookmark: _Toc457920418]Does an approved internship have to start at the beginning of a period? 
No, internships are not required to start at the beginning of the employment wave. An internship may begin at any time during the wave. Approved internships must last at least eight weeks. CHE will not approve new internship postings for a wave when only eight weeks remain within that wave. 
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[bookmark: _Toc457920420]How do I know if a student is EARN Indiana-eligible?
EARN-eligible students will have the EARN Indiana logo next to their names and on their profile pages on Indiana INTERNnet. When looking for applicants, an employer can search for EARN-eligible students. 
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(example of EARN Indiana-eligible student’s profile on the Indiana INTERNnet website)
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[bookmark: _Toc457920422]How much of an intern’s pay will EARN Indiana cover? 
EARN Indiana will cover up to 50% of the hourly wage paid for an EARN-eligible student’s approved internship. Internships must be approved by CHE and the employer must hire an EARN-eligible student before the employer becomes eligible for reimbursement.  Wages will be reimbursed only for hours worked and reported up to the maximum allowed for each employment wave (20 hours for the Academic Year employment wave; 40 hours for the Summer employment wave)
[bookmark: _Toc457920423]	
Can an employer receive EARN Indiana funding for any intern? 
Funding can be received for interns who have been verified as EARN Indiana eligible. Both full and part-time students attending an eligible Indiana college or university are eligible to participate in EARN. Full-time students must have an Expected Family Contribution (EFC) of no more than $24,808 to qualify for the program. Part-time, independent students must have an EFC of no more than $1,000. Both the EFC and the student’s dependency status are based on information from the student’s Free Application for Federal Student Aid (FAFSA). 

[bookmark: _Toc457920424]Is there a specific way a student must apply for an internship in order to receive EARN Indiana funding?
A student must apply for the internship via the Indiana INTERNnet website. Through the website, a student can check their eligibility for EARN Indiana funding by clicking on the EARN Indiana banner on their Dashboard and filling out the short form. If a student is eligible, the EARN Indiana logo will appear on their profile. Please note that not all eligible students will be aware of their eligibility. Employers should encourage students to complete verification through the Indiana INTERNnet website. 

[bookmark: _Toc457920425]When do EARN Indiana internships take place?
EARN Indiana operates in two (2) employment waves, an “Academic Year” wave and a “Summer” wave. Dates for each wave, beginning with the 2016-17 academic year, are:

· Academic Year[footnoteRef:1]: August 16 – April 30 [1:  Previously, EARN Indiana operated in three employment waves; Semester I (August 16 – December 31); Semester II (January 1 – April 30) and Summer (May 1 – August 15)] 

· Summer: May 1 – August 15

Internships meeting all program requirements that begin and end during these waves are eligible for reimbursement of up to 50% of the intern’s hourly wage. 

[bookmark: _Toc457920426]Can an employer submit a full-year internship for approval? Can an intern stay with an employer for a full-year?
EARN Indiana internships occur in two employment waves. “Academic Year” employment wave internships begin August 16 and end April 30 of the next year. Internships lasting a minimum of eight (8) weeks are eligible for reimbursement between these dates. The “Summer” employment wave begins May 1 and ends August 15. Interns can remain with employers across waves; positions must be approved for each wave an employer would like to participate in the program. In order to re-apply for EARN an employer must re-post the internship on Indiana INTERNnet.

[bookmark: _Toc457920427]Why does an employer have to mark the position as filled on Indiana INTERNnet?
Marking a position filled with an EARN Indiana-eligible student transfers the student’s name and information to the EARN reimbursement system and allows you to submit hours worked for reimbursement.  It also helps track the number of EARN Indiana-eligible positions that have been filled. To mark a position filled, click on the person in blue icon and then select the appropriate student’s name from the drop-down menu. If the student you hired is not in the drop-down menu, they need to apply for the position through Indiana INTERNnet.
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[bookmark: _Toc457920428]How are EARN Indiana funds dispersed to employers for qualified internships? 
When positions are approved to participate in EARN Indiana, employers are emailed a user name and guide to accessing the program’s reimbursement system. This system is separate from the Indiana INTERNnet website.  Employers also receive a copy of State Form 47551 (Automated Direct Deposit Authorization Agreement) and Form W-9 (Request for Taxpayer Identification Number and Certification). The latter two must be returned to CHE for funds to be direct deposited to the employer.

[bookmark: _Toc457920429]How do I track intern hours for reimbursement?
Hours are reported as weekly totals, and may be reported as convenient for the employer.
CHE processes submitted hours twice a month. The reimbursement system displays when hours are being processed or have been paid. Hours must be reported before the end of the employment wave in order to be submitted through the reimbursement system. Hours reported after the employment wave closes can be submitted manually to CHE’s finance department. 

[bookmark: _Toc457920430]What if an employer has a need for multiple interns for the same position? Can they all be EARN Indiana-approved?
If a position is EARN Indiana-approved and you like to employ multiple interns, multiple positions with the same role can be approved. When adding the internship on Indiana INTERNnet, there is a field to note how many openings are available for a position. 

[bookmark: _Toc457920431]How does EARN Indiana figure the percentage reimbursed to an employer?
Currently, EARN Indiana will cover up to 50% of an intern’s salary. Funding percentages are based on the amount of positions that have already been approved and funding that has been allocated. 

[bookmark: _Toc457920432]Will an employer be penalized if they do not hire an EARN Indiana-eligible student even after the EARN Indiana application was submitted and approved?
Employers are not penalized for not hiring an EARN Indiana-eligible student. Employers should hire the best person for the job, and all applicants should have an equal opportunity for employment. When applying for EARN, the employer can list if they desire to hire only EARN-eligible students, or if the internship is open to all applicants.

[bookmark: _Toc457920433]Can I receive funding to pay for the other portion of the internship that EARN Indiana does not cover?
Employers may receive assistance from other funding streams. Private grants and support can be used to supplement an intern’s salary. However, an employer may NOT receive EARN Indiana funds and federal work-study funds for the same position. 

[bookmark: _Toc457920434]Due to the Affordable Care Act, will an employer who is participating in EARN Indiana be required to provide health insurance if the intern is working more than 29 hours a week?  
From the Indiana Attorney General’s office: Under the Affordable Care Act, employers participating in the EARN Indiana program would not be required to provide student interns with health care insurance due to the fact that they are not considered “full-time” employees. More information can be found at http://in.gov/che/files/EARN_Indiana_Affordable_Care_Act_Memo_June_6_2013.pdf. 

[bookmark: _Toc457920435]What steps should an employer take to apply for EARN Indiana?
1. Create an organization profile at www.IndianaINTERN.net.
2. Add an internship, including all details about time, pay, project work, mentoring, and other required information.
3. Click on the EARN Indiana banner at the top of the organization workspace and fill out the form completely.
4. If the employer receives approval and fills the position with:

a. An EARN Indiana-eligible student, they should complete the following steps:
i. Make sure the EARN Indiana-eligible student has created his or her profile at www.IndianaINTERN.net and the profile contains the EARN Indiana logo. The student needs to apply for the position through Indiana INTERNnet BEFORE the employer marks the position as filled in the system. This ensures the state receives the student match data for your position. 
ii. Visit their Organization Workspace at www.IndianaINTERN.net and indicate that the position has been filled with an EARN Indiana student. [footnoteRef:2] [2:  When the employer indicates they’ve filled the position with an EARN-eligible student a drop-down field named ‘Select an Applicant’ will appear; select the student’s name from the list of applicants for the position and click ‘Save’; this will link your position with the reimbursement system so hours worked can be submitted for reimbursement.] 

iii. Complete and return the Employer Agreement to CHE via email at EarnIndiana@che.in.gov.  
iv. Verify that the student is enrolled as a full-time student or a part-time, independent student. Even if the student has qualified for EARN Indiana, they must meet post-secondary school enrollment requirements to participate in the program. If the student is not enrolled full-time or is not a part-time, independent student, employers have the option to retain the student in the position; however, they will be responsible for the entirety of the student’s wages.
v. At the end of the term, complete the employer survey.

b. a student that is not eligible for EARN Indiana, they should log in to their Indiana INTERNnet account and mark the position filled.
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