SUMMER MINORITY INTERN PROGRAM
ALLEGHENY COUNTY BAR ASSOCIATION

I. Project Description

In 1993, the Allegheny County Bar Association (ACBA) created a program to encourage minority
high school juniors to consider a law related career. It was determined that there was no effective
program which provided an opportunity for minority high school students to obtain relevant legal
work experience. Modeled after a program in St. Louis, the ACBA sought to fill the minority legal
intern gap by creating a meaningful program to provide legal internships at local law
firms/corporations. To be successful, the program needed to be compact, complete and provide a
benefit to students and employers. The resulting program became and 8-week paid internship
program with appropriate guidelines and resources for the students to responsibly undertake their
employment assignment and experience legal employment.

1. Project Development

A. Identification of Need

The percentage of minority attorneys in the legal profession has long trailed the general population.
In Pittsburgh, the figures are lower than national law averages. Survey results by the National
Association for Law Placement (NALP), a Washington, D.C.-based nonprofit, found that
minorities made up 1.34 percent of partners in the Pittsburgh law firms surveyed, compared with
4.32 percent nationwide. And 6.39 percent of associates -- senior and staff lawyers -- were
minorities at local firms surveyed. The national figure was 15.06 percent. These figures speak to
the continuing need of the Pittsburgh legal community to focus on reaching out to the minority
community to obtain qualified candidates. One of the programs used to combat these low numbers
is Pittsburgh’s minority intern program. The program provides an opportunity for minority
students to work in a law firm for a Summer with the ultimate goal of providing positive
reinforcement of self-esteem, the opportunity to succeed, encouragement to continue their
education and experience working in a legal setting.

In identifying a need in your legal community, resources such as NALP, can be valuable in
providing current statistics. (www.nalp.org). In addition, there are many bar associations and
communities in general that have diversity initiatives to attract, train, retain and employ lawyers
and professionals of color. What many programs realize is that there is no quick fix idea to
increasing a qualified minority workforce. Many focused on this area, especially in the field of
law, now realize that in order to encourage candidates, the proper foundation and opportunities
must be provided at the high school and middle school levels. If you are in a larger community,
finding a law firm or legal community resource to discuss this subject will help you identify the
issues in your local area. This person may be a diversity officer at a law firm, law school or bar
association. Don’t forget to look for satellite offices of larger firms (who may have an officer for



diversity) and state bar associations (who will probably have information on the diversity of your

legal community).

Once you believe there is a need, you should determine what other programs are currently available
that provide similar opportunities. Intern programs may be organized by your local chamber of
commerce or other community/government organizations. Contact with a local school career
counselor will also help determine if similar programs already exist. Obviously, the bar association
will be able to tell you if there is a legal internship program in existence.

B. Determination of Project Goals and Design
1. Decisions To Be Made
a. Options-Project Goals

The goal is to provide an opportunity for 30 minority high school juniors
to work in a law office during an 8 week paid internship. While the initial
goal was to interest minority students in the law, the program results,
(which can also be viewed as a goal) has been the increase of these
students who have gone on to further their education in college and trade
schools.

Your goals may differ in the number of interns or length of the program.
A realistic critique of your local legal community will help you determine
your goals. In Pittsburgh, we are fortunate to have a number of large and
medium firms as well as corporate counsel offices to participate in the
intern program.

Options-Project Design

The Pittsburgh program provides paid internships to 30 junior high school
students at local law firms and company law departments. The program
provides clothing for the interns to wear, continuous monitoring during the
internship and a reception and review after the program is complete.

Your goals may be different based on the available resources. Variables
include the number of interns as well as the funding of the program. The
program created in Pittsburgh provides the opportunity, resources and
follow up. Your program may only provide the opportunity. In addition,
the Pittsburgh program provides for a paid internship program. Yours may
only provide an opportunity to work, without pay.

2. Decision Making Process
The project design will dictate the decision process and necessary parties. For a
fully funded program, it is imperative to have a committed bar staff person or
volunteer attorney to administer the intern program. Also, this program requires
the support of the big bar because of the need for intern opportunities from



firms/lawyers. Budgeting will determine your implementation of the program.
Funding for the Pittsburgh program is through the big bar. Since the big bar funds
the program, it is an opportunity to reach out to all bar members to find firms
willing to participate in this program.

Considerations in Project Planning

a.

Community Resources

The ability to have a successful intern program relies on the ability to
obtain qualified applicants. The Pittsburgh program has 30 participants,
requiring many more applications. In order to provide sufficient
candidates, the program solicitation is done through school guidance
counselors.  The Pittsburgh bar has developed a relationship with a
principal at a local city school and the director of school guidance
counselors to distribute solicitation materials to the school guidance
counselors. In addition, the Pittsburgh bar hires the school principal to
review applications and conduct candidate interviews.

Personnel

The Pittsburgh program utilizes a bar staff person to organize and
administer the program. In addition, the school principal is hired to review
and interview internship candidates. The program also uses various
members of the bench/bar and community to provide speakers for the
interns at their Friday meetings during the program and mentors for each
of the interns.

If you are unable to use bar staff, a volunteer lawyer or committee can
assume the organization/administration role.  Since a large time
commitment to the program is done in the candidate review/interviewing
process, it is very important to involve an experienced educator to assist.
Alternatively, volunteer attorneys can try to assume these responsibilities —
however, using educators allows them to call upon their network of school
resources to obtain qualified applicants.

In Pittsburgh, each intern is matched to a mentor from the local minority
bar. Each firm/company that participates in the program also provides a
representative for the program.

Revenue Availability/Fund Raising

The program costs approximately $15,000 to administer. These expenses
include the cost of uniforms for 30 interns, hiring of an educator to review
and interview candidates, various lunches at meetings with interns and
employers and office costs (copying, postage, etc...). These funds are
provided by the big bar. While not a cost to the program, the employer
law firms pay the interns an hourly wage comparable to other similar
workers they hire.

There are many funding opportunities for this program because of the
diverse people/organizations this program involves. Initially, the employer



law firms may be willing to provide support for the program. There are
many ways this can be done to help defray the costs of the program.
Again, the ultimate funds necessary depend on the shape of your program.
For instance, each firm may be willing to cover the cost of uniforms and
host a lunch meeting for the program. This may be done in exchange for a
lower, but still reasonable, hourly rate for the intern. Grants may be
available from local foundations, the ABA/YLD or other such
organizations that support minority programming. Speakers and supply
business may be willing to donate time and products to help contribute to
the success of the minority internship program in exchange for
association/publicity in program materials/events.

Certainly, the scope of your program will help dictate the costs involved.
Having a 30 intern program will be more expensive than a 10 person
program. With thoughtful planning, funds can be found to cover the extra
costs that are not donated for your program.

d. Other (Equipment/Physical Needs)
Facilities are needed to conduct interviews of students as well as to
provide meeting space for the parent/student initial meetings and the intern
status meetings held during the program.

1. Implementation...How to replicate the Project:

A. Timetable

Since the program is a Summer internship, program action steps begin in February for a
June internship beginning date.

Items to be completed prior to implementation schedule:

e Obtain a commitment from firms/companies to participate in the program.

o Establish a relationship with target school/district guidance counselor(s) for
candidate recommendation, review and interviewing.

e Secure meeting space to have various necessary parent/intern/employer meetings.

e Establish main contact person(s) for program administration.

o Recommended: Assemble necessary program materials/handbooks for program.

Four Months Prior to Internship Start Date (February).

e Solicit program applicants through school guidance counselors by distributing the
attached solicitation form.

Guidance counselors will have a good idea of potential candidates for the program and will
probably speak to these candidates about the program. The Pittsburgh program applicants
are required to have a certain minimum grade criteria and other requirements that will limit
the applicant pool. Your program may have different criteria. Some of the other



considerations include the commitment to the time of the program (no vacations or other
activities planned that will conflict with attendance). The guidance counselor provides the
students grade transcript and the student is required to seek 2 references and create a
resume for their application.

Three Months Prior to Internship Start Date (March).

The list of applicants is due from the school in March and interviews are scheduled
for April. For the Pittsburgh program, interviews are scheduled over many days in
a central location from 3:15 to 5:00 P.M. The time between the application due
date and the interviews will provide time for the candidates to assemble their
recommendations and resume. The interviews should be scheduled between the
end of March and the middle of April. It is not uncommon for 60 candidates to be
interviewed for the 30 intern program.

Two Months Prior to Internship Start Date (April).

Interviews continue and the applicant pool is reduced to approximately 35 interns.
An extra number of interns should be included in the program to allow for the
dropout of accepted interns. If needed, applicants not accepted to the program can
also be later accepted as interns if unused slots exist.

One Month Prior to Internship Start Date (May).

After the candidates are determined, an initial session is held with the student
interns called an “attitude adjustment” class. This class utilizes a pamphlet that
teaches students about working at a law firm and helps further screen students to
make sure they understand the program and confirm their willingness to
participate.

Parent/intern meeting — a meeting is conducted which requires the attendance of
the parent or guardian with the intern. This meeting is to make sure that the
parent/guardian understands the program requirements. This meeting normally
helps the parent/guardian better encourage and support the student during the
program.

Uniform fitting meeting — a meeting is held so that the students can be fitted for
their intern uniform which is provided by the program. The program provides 3
slacks/pants/skirt and shirt combinations which must be worn to work every day
during the program. The Pittsburgh bar works with a local vendor to fit and
provide the clothes to the students.

Employer meeting — the program administrator has a meeting with all of the
employer representatives at once to discuss with them the types of work the intern
should be performing and to review how to handle any problems that arise during
the program.



Day of Program

e The first day of the program, the interns have a meeting with their program
mentors and discuss what they can expect at work.  This meeting gives the
mentors/mentees a chance to form a relationship. Lunch is provided at this
meeting. After lunch, the mentor walks the student to their firm/company to begin
work at approximately 1:30 P.M.

During the Program

e Every Friday, the interns are given an extra hour for their lunch break so that they
can meet together with the administrator to discuss different topics. The first 2
weeks are spent discussing their experiences and impressions of their internship.
For the remaining sessions, speakers are brought in to discuss various topics
including how to dress, financial aid information and resume writing. In addition,
a judge, young lawyer or court tour may be part of a Friday program.

End of the Program

e The final Friday is the closing luncheon and meeting of the program. Some of the
interns are asked to speak about what the Summer meant to them. The firm
representative, mentors and other bar officers are invited to participate in this final
meeting.

After the Program

e Interns are given evaluation sheets to help improve and change the program
administration.

Recruitment and Training of Volunteers/Personnel

To effectively implement this program in your Affiliate, the best first step is create a
committee of interested individuals to determine the need and interest in a minority intern
program. If a need is established, participating firms/companies must next be found in
order to determine if such a program can be created. The number of intern candidates will
obviously be determined by the number of participating firms/companies.

If you are able to obtain the basic program support, then finding a good administrator is the
next step. While Pittsburgh uses a bar staff member, a committed volunteer attorney can
certainly serve this role. The person assigned this task must be assertive and strict, yet
compassionate. The administrator must interact with the interns so that they understand



and stick to their responsibilities and possibly fire interns from the program. The
administrator will also organize the initial meetings as well as facilitate the regular Friday
meetings with the interns. Oversight of the mentors will also fall to the administrator.

Program speaker volunteers will also be needed during the program to provide relevant
topic discussions for Friday meetings. In addition to attorneys and judges, you can also
solicit community resources to speak to the students. Frequently, these speakers can be
found with assistance of the school counselors.

Pittsburgh relies heavily on the bar staff program administrator. However, your program
can split up the administrators duties to many volunteers. One person may be assigned to
organize Friday intern sessions during the program, another might be assigned to deal with
intern issues/problems that arise.

Publicity

The minority intern program is a wonderful tool to use to garner positive public publicity.
Affiliates and participating firms/companies can use the program to publicize their efforts
to provide minority opportunities. News outlets can be invited at the beginning and at the
end of the program to cover the accepted interns and the final luncheon. (There may be
restrictions to using the names and pictures of minor participants without consent). An
affiliate can also use the program to provide testimonials from participants on their before
and after thoughts of program participation.

For Pittsburgh, the program is now in its 14™ year. Based on information captured from
interns through the years, the program is a success in helping interns succeed. The number
of intern participants who said they would go on to higher education after high school
before participating in the program is 50% and the actual humber who do is above 80%.
This is a statistic that helps attract media to cover the program.

Day-to-Day Operations

During the intern program, most of the day-to-day responsibilities will fall on the
administrator (or persons assigned to the administration tasks). These duties include
dealing with any issues that arise with the interns, planning the Friday meetings and
checking on the mentor/mentee relationships. You may also wish to have someone check
with the firm/company representatives during the program to help address issues.



IV. Evaluation and Impact

Now in its 14™ year, with over 300 participants, the minority summer intern program
continues its success in reaching out to inner city minority students. The statistics of the program
show that it increases the awareness of participants about the benefits of continuing their education.
Over 80% of the program participants pursue post-secondary education. While the program hasn’t
been tracked to determine the number of participants that become lawyers, it does give them an
opportunity to see the careers that exist in the law. In addition, the program recently received a 5
year commitment from 30 firms/companies to participate. The program shows the commitment of
the Pittsburgh legal community to proactive diversity programs. The added benefit of partnering
with the minority bar, schools and local firms/companies, help support continued bar involvement
and community service.

V. Bibliography/Other Resources

A. Affiliate Contact: Justin Goldstein
National City Bank of Pennsylvania
20 Stanwix Street
16" Floor
Pittsburgh, PA 15222
(412) 644-7605
justin.goldstein@nationalcity.com

B. Affiliate: Marlene Ellis, bar staff contact
Allegheny County Bar Association
Young Lawyers Division
400 Koppers Building
Pittsburgh, PA 15219
(412) 402-6611

Reference File: 1) Solicitation Letter to Counselors
2) Information Provided to Law Firm Representatives
3) Letter to Parents



ALLEGHENY COUNTY BAR ASSOCIATION
SUMMER INTERN PROGRAM

A. Program Description
The Allegheny County Bar Association is offering an eight-week paid summer internship
program for minority high school Juniors attending the Pittsburgh Public Schools. This is
an excellent opportunity for our students to gain first-hand knowledge about the legal
profession. It is not necessary for the student to have an interest in the law. But, it is
important that they understand the employment period will give them an overview of how
a business is run, and the businesses happen to be law firms.

B. Criteria for Selection

. 3.0 Grade Point average (weighted or un-weighted) and above

. Well-Prepared Resume

. Two Letters of Recommendation

o Copy of Transcript

J Personal Interview
C. Application Process

. Counselors will notify (Personally encourage) all qualified minority students of
this opportunity and review with them the criteria for applying.

o Students will express their interest in participating in the program to their
counselors.

. Students will prepare resumes and secure two letters of recommendation along
with a copy of their transcript to take with them to the interview.
D. Counselors: Contact Dr. Eunice Anderson with Names of

Interested Students
. Counselors should call Dr. Anderson at Margaret Milliones Middle School, 412-

622-5900 by March 10, 2005 with a list of candidates for the program and obtain
the day and time of the interview scheduled for their students.

. Please maintain a list of the candidates to be submitted to the Office of Student
Services with your monthly calendar report.

E. Day of Interview

. Interviews will take place after school from 3:15 — 5:00 p.m. at Margaret Milliones
Middle School, Center Avenue, Hill District.

. Students should be punctual, wear appropriate attire, take their resumes, letters

of recommendation and transcript to the scheduled interview.



Dr. Anderson will notify the students and their counselors, as well as principals, of their
acceptance into the program.
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SUMMER INTERN PROGRAM

2004
Program Director: Dr. Eunice Anderson
Program Coordinator: Marlene Ellis,

ACBA Events Director
Length of Program
June 21 - August 13, 2004

NOTE: Each student should arrive at your firm
Monday, June 21 by 1:30 p.m. at the latest.

Attire

How a person dresses says a great deal about what he/she
thinks of him/herself and their job. The Bar Association
has purchased uniforms which must be worn by interns all
five (6) days of the week. Each female student receives a
skirt and two pair of slacks plus three blouses. The male
interns receive three pair of slacks and three shirts. The
blouses/shirts have the ACBA logo on each. The male
students do not have to wear a tie everyday. No tennis
shoes are to be worn in the office. The student may bring
tennis shoes to put on when they are requested to do
extensive walking outside the office. Please do not suggest
that on your "dress down day' the student may choose
something else to wear. That is not the case. The above
apparel should be worn in some combination everyday of their
employ. No exceptions are to be made!

Contact

To contact Ms. Ellis, please call the number listed. Every
effort will be made to return your call the same day. |If
you cannot reach Ms. Ellis please do not hesitate to call
the Bar Association to speak with David Blaner, ACBA
Executive Director. Ms. Ellis will be making one visit to
the workplace during the eight week period.

Marlene Ellis - 402-6611 or David Blaner - 402-6601
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Weekly Group Meeting

There will be six (6) Friday intern group meetings. The
purpose of these meetings is to discuss any personal
problems or matters which relate to work and to address them
as soon as possible; to monitor the intern®s work
experience; and to provide support and encouragement. Also,
there will be several speakers providing information on a
variety of topics. The sessions will be held on Friday
afternoons from 12:00 noon to 1:15 p.m. All meetings will
be at the ACBA Conference Center, 920 City County Building.
We request that you allow the student to leave their jobsite
early enough to purchase lunch and arrive at the City County
Building by noon. This should take no longer that a 1/2
hour early departure. At the end of each session, the
interns will be iInstructed to return to their respective
offices to complete their work day. Everyone should be back
at their work site no later than 1:30. This equates to one
hour of extra time, only on Fridays.

Scheduled Meeting Dates

June 21 Orientation 9:30 a.m.- 1:00
June 25 Friday 12:00 noon - 1:15
July 9 " 12:00 noon - 1:15
July 16 " 12:00 noon - 1:15
July 23 " 12:00 noon - 1:15
July 30 “ 12:00 noon — 1:15
August 6 " 12:00 noon - 1:15
Closing Luncheon
August 13 11:45 a.m. - 2:00

RIVERS CLUB - OXFORD CENTER - 4th Floor

One representative from the firm plus the student is invited
to attend the luncheon. You will receive an invitation.

Transportation
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Interns are responsible for their own transportation. Advise
the student that you expect him/her to report to work on
time every day.

Emergencies

Prepare a file on your intern which includes the names and
phone numbers of family members. In case of an accident,
contact Ms. Ellis at the ACBA. IT medical treatment is
necessary contact the parent/guardian as soon as possible.

Mentor

Each student will be assigned a Mentor. This iIs an
additional person aside from the office contact. Any
meetings the student arranges with his/her Mentor should not
conflict with their work schedule and should be cleared with
the firm.

Suggestions for Supervising Interns

1. Keep the intern busy. Have daily planned work
assignments.

2. Orientate the iIntern the same as you would any regular
employee.

3. Students are not permitted to take vacation during
this time, and preferably no sick days. If for some

unforeseen reason the intern must be absent, advise
them to contact you,(make sure they have the correct
telephone number of their Immediate supervisor)

and Ms. Ellis at the ACBA within 30 minutes of their
scheduled start time.

4. IT you have a concern or a difficult situation that
occurs, please contact Ms. Ellis as soon as possible.
5. Everyone likes praise. Let the intern know they are

doing a fine job.

BEST WISHES FOR A PRODUCTIVE SUMMER!
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May 14, 2004

Marlene H. Ellis
ACBA -412-402-6611
400 Koppers Building
436 Seventh Avenue
Pittsburgh, PA 15219

RE: SUMMER MINIORITY STUDENT INTERN PROGRAM

Dear Student:

You recently had an interview with Dr. Eunice Anderson, Director of the ACBA Program,
at Milliones Middle School.

We would like for you to be a part of the program for the eight week period, June 21 thru
August 13, 2004.

As explained to you during your interview with Dr. Anderson, your parent/guardian must
attend the orientation meeting with you. That meeting is scheduled for:
THURSDAY, MAY 20, 2004
920 CITY-COUNTY BUILDING
GRANT ST & FORBES AVENUE
DOWNTOWN PITTSBURGH
7:00 P.M.

This meeting is mandatory in order to participate in the program.

Also, mark your calendar for the uniform fitting meeting,
Saturday, May 22, 2004

400 Koppers Building

436 Seventh Avenue

downtown, Pittsburgh.

Thank you for your attention to this matter.

Very truly yours,

Marlene H. Ellis,
Summer Program Coordinator
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