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VOLUNTEER 
ONBOARDING CHECKLIST 
Intern:  Dept: Supervisor: 

Schedule and Job Duties 
 Submit Intern Application
 Call Intern:

 Confirm start date, schedule, place, parking, dress code, etc.
 Identify equipment needs as needed

 Add regularly scheduled meetings (e.gs. staff and department) to intern’s calendar

Work Environment 
 Create intern email account

• Username: ____________________
• Password:  ____________________

 Order office or work area keys
• Intern Initials:         _________
• Supervisor Initials: _________

 Add intern scan folder on the copier
 Provide welcome letter and company’s mission
 Provide Employee Directory
 Provide Attorney Panel Contact List
 Create DefenderData Account

• Username: ____________________
• Password:  ____________________

 Create Public Access Account
• Username: ____________________
• Password:  ____________________

Forms / Paperwork 
 Employee / Intern Information
 Work Schedule Agreement Form
 Acknowledgement of Receipt for Employee Handbook
 Acknowledgement of Receipt for Mental Health Employee Handbook [MH ONLY]
 Confidentiality Agreement
 Copy of Intern’s Resume
 Copy of Intern’s driver’s license / identification

First Week 
 Clarify the first week’s schedule, and confirm required and recommended training
 Provide an overview of the functional area – its purpose, organizational structure, and goals
 Describe how intern fits in the department, and how the job and department contribute to the office
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Orientation / Training 

 Review hours of work. Explain policies and procedures for overtime, use of vacation and sick time, 
holidays, etc.

 Create PIF in Shared Drive

 Internal Control Policy
 Employee Handbook
 Mental Health Employee Handbook [MH ONLY]
 Office Day Protocol [MH ONLY]
 StarCare Records Procedure [MH ONLY]
 Weekly Performance Reports
 Caseload Analysis [MH ONLY]
 Documenting Community Outreach [MH ONLY]
 Mental Health Case Assignment Process [MH ONLY]
 Job Description / Position Expectations



INTERNSHIP PROGRAM INFORMATION 

The Lubbock Private Defenders Office (LPDO) offers internships at its office located in Lubbock, Texas. LPDO offers 
internships to students enrolled in any institution of higher learning or a vocational/trade school. LPDO’s internship program 
is specifically designed to provide training and experience for students interested in law, social work, and criminal justice. 
LPDO internships are non-salaried; unless otherwise indicated. 

Eligibility: A candidate must be a graduate student, an undergraduate student, or have graduated from college. 

General Information: Internships are offered during the summer, fall, and winter/spring semesters. Interns may receive 
academic credit, if an agreement is made between LPDO and the intern’s college or university. All interns are subject to 
the applicable LPDO employee rules. 

Application Procedure: Candidates must complete an application form and submit it with their resume. All application 
items must be submitted as a complete package. Incomplete applications will not be reviewed. 

Internship Description: The Intern will be exposed to a wide range of agencies that are focused on client centered services. 
Coordination with these agencies is vital to the success of our clients, and this coordination requires extensive 
communication. The Intern’s responsibilities with LPDO would include the responsibilities of mental health case 
management and community outreach marketing. By learning our agency’s operating system, the Intern will be equipped 
with knowledge to take into the Lubbock community and market to local social service agencies and non-profits. Working 
with our Community Outreach Coordinator, the Intern will have the opportunity to continue developing the LPDO brand 
and establish these lines of communication. Extensive communication with the Mental Health Program Director, Cynthia 
Chavez, would be a requirement so that the Intern understands the best marketing strategies to help our program meet 
operational goals. This internship has the potential to be mutually beneficial as LPDO will gain sustainable community 
connections and our Intern will grow as a professional through their interactions with multiple community agencies.  

Duties & Responsibilities - Including but not limited to the following: 
• Update the Mental Health Program Director’s caseload spreadsheet daily using Defender Data and Case Access
• Conduct follow ups with clients that have been cleared
• Assist other case workers with documentation/scanning/records retrieval as requested
• Be available to ride along with other case workers for home visits and similar situations
• Schedule jail visits for the Director as requested
• Retrieve the StarCare flash drive
• Assist walk-in clients when their caseworker is not in the office or as requested
• Attend treatment team in rotation, document for all clients involved
• Attend competency evaluations/compliance hearings/etc. as requested by the caseworkers
• Assist with medicine vouchers as they come in
• Assist the Community Outreach Coordinator with implementing new paperwork for case workers
• Attend Mental Health Docket- upload the Director’s caseload to reflect any updates

Please email the application form and resume to Yamilex Pena at Ypena@lpdo.org by the term deadline. If your 
application is considered for an internship, you will be contacted for an interview.  

3

mailto:cchavez@lpdo.org


LUBBOCK PRIVATE DEFENDERS OFFICE 
1401 Crickets Ave Lubbock, TX 79401 

Employee / Intern Information
Personal Information 

Full Name:     
Last    First M.I.

Address: 
Street Address     Apartment / Unit # 

City          State        Zip Code   
Phone: 

Email: 

SSN or Gov’t ID: 

Birth Date:                Marital Status: 

Spouse’s Name:  

Spouse’s Employer:   Spouse’s Work Phone: 

Job Information 

Title: Employee ID: 

Supervisor:  Department:  

Work Email: PC Username: 

Work Phone: Work Cell: 

Start Date: Salary: 
DefenderData 
Login:  KiCorps Login: 

Emergency Contact Information 

Full Name: 
Last    First M.I.

Address: 
Street Address     Apartment / Unit # 

City          State        Zip Code   
Phone: 

Relationship: 
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LUBBOCK PRIVATE DEFENDERS OFFICE 
Schedule Agreement Form 

Internship Term: Fall Spring Summer Other 

Months Available: 

January February March April 
May June July August 
September October November December 

Hours Available: 

Day Hours 
Monday 
Tuesday 
Wednesday 
Thursday 
Friday 

  [Current Students] How many required hours are needed to complete your internship this semester?  ____________ 

I agree that I will stay consistent with the established scheduled above. If anything changes regarding my schedule, I will 
notify my supervisor.  

Signature Date 

Maximum hours per week:  Date available to start:  
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I agree that I will uphold the rules for holding an LPDO key as established above. 

Signature Date 
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LUBBOCK PRIVATE DEFENDERS OFFICE 
Key Agreement  

As a part of an internship at Lubbock Private Defenders Office, LPDO provides the intern with a key to the 
office. In doing so, LPDO trusts that there will be no misuse of the key on the part of the intern. As such, the 
following rules apply to an intern possessing an LPDO key.

• The key may not be given to personnel who do not have employment status at LPDO in any
circumstances.

• No copies of the key shall be produced by the intern.
• If the key is lost, it must be reported to the intern's supervisor immediately.
• The intern must return the key on the intern's last day of employment.

o Failure to do so will result in the intern being required to cover all costs associated with the
key and lock changes required if the key is not returned within a week of the last day of
employment.



INTERNAL CONTROLS POLICY 

Policy Statement 

The Board of Directors, Executive Director and staff of LPDO are responsible for the prevention 
and detection of financial and asset fraud.  All parties should be familiar with the types of fraud that 
might occur and should be alert for any indication of fraudulent activity. 

Scope 

This policy applies equally to any fraudulent activity involving not only employees but also 
directors, vendors, outside agencies, and/or unknown parties; without regard to length of 
service, title/position, or relationship with the Lubbock Private Defenders Office.  These 
systems will not only relate to accounting and reporting but also will relate to LPDO 
communication both internal and external which includes handling of funds and 
expenditures and timely financial reporting to Board Members and County Officials. 

This Internal Control Policy adopts but is not limited to the following key elements: 

1. Prevention Controls
2. Detection Controls
3. Monitoring Controls

Actions Constituting Fraud 

The term fraud, misappropriation and irregularities refer to, but are not limited to: 

1. Any dishonesty or fraudulent act
2. Misapplication of funds or assets
3. Destruction or deletions of records or historical archives
4. Disclosure of confidential information
5. Forgery or alteration of any documents
6. Impropriety in reporting transactions or perceived fraud
7. Any similar of related irregularity

Non-fraud Irregularities 

Allegations of improprieties in question whether moral or behavioral, should be resolved by Executive 
Director. 
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Reporting Structure 

A formal reporting structure is adopted and incorporated by reference in this policy.  Its 
purpose is to encourage reporting of any individual of any suspected fraudulent activity  
(See reporting mechanism). Any individual making a notification in accordance with the 
“Reporting Mechanism” is protected by whistle-blower provisions.  An individual should 
not attempt to self-investigate a suspicion or allegation of fraud. 

Investigation and Authorization 

Upon receipt of a fraudulent activity allegation, LPDO Board Members and Executive 
Staff must investigate specific allegations and may use internal or external 
investigative resources.  Referrals to appropriate prosecuting authorities will be made in 
conjunction with Executive Staff and LPDO Board Members. 

Individuals responsible for performing fraudulent investigations may have access and 
take control over the organization’s records, banking software and any other form of 
necessary material needed to complete a thorough investigation. 

Good Faith 

Fraudulent reporting must be made acting in good faith and have reasonable ground 
for believing the information provided.  Malicious or false reporting will not be tolerated and 
will be responded to with disciplinary action. 

Whistle-blower Protection 

LPDO may not retaliate against a whistle-blower for reporting an activity which that 
person believes to be fraudulent or dishonest.  Retaliation can be evidenced by the intent 
of adversely affecting the terms or conditions of employment (including, but not limited 
to, threats of physical harm, dismissal, transfer to an undesirable job assignment, 
demotion, suspension, or impact on salary or wages). The whistle-blower is defined as an 
employee who reports allegations of fraud in accordance with the provisions of the Fraud 
Reporting Policy. 

Prevention, Detection and Monitoring Controls 

Prevention control methods apply to the organization’s check processing, 
employee reimbursements, establishment of “new vendors”, ACH/EFT processing, cash 
handling and employee payroll processing. 
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Prevention 

All employees of LPDO will undergo a training that defines and describes what constitutes 
fraud within an organization.  Upon hiring, employees will sign acknowledgment of the 
Lubbock Private Defenders’ Office “Internal Controls Policy”. Periodic and anti-fraud 
training will be presented and administered as needed.  Fraud awareness will be on-
going within the organization. 

Check processing - The use of paper checks should be limited to vendors or 
contract services where an EFT is not practical.  Blank checks will be stored in a 
controlled environment that is locked nightly.  The individual responsible for accounting 
(posting and reconciling of transactions) will not have any check signature authority.  
Checks that will be paid in or excess of $5,000.00 are subject to a dual executive signature 
approval process. 

Payroll Processing – Lubbock Private Defenders Office prohibits payroll 
advances.  In the event an employee needs a travel advance for organization 
related training, a travel advance must be pre-approved by Executive Director and 
will accompany any EFT disbursement.   

Pre-payroll register will have a dual-review process that will be conducted by 
Executive Assistant and Administrative assistant.  Prior to submitting payroll, the 
Executive Director or in his absence the Director of Professional Development is responsible 
for approving payroll.  Any employees paid on hourly bases will have hours reviewed and 
approved prior to payroll processing.  Periodic reviews of payroll transactions should be 
performed by an LPDO employee other than the processing individual.  Any 
deviations from routine payroll must be approved by Executive Director. External payroll 
processing agencies do not have authority to approve “special” transactions.  

ACH/EFT Disbursement Process – Any ACH/EFT disbursements made to pay 
vendors or employees will be processed with invoice along with date, amount and 
method of payment disbursement.  Payments that are processed through City Bank will 
need a secure token number in order to submit payments.  Only individuals with VIP access 
from City Bank may generate token numbers and will only disclose token numbers once 
pending payments have been reviewed.  Individuals generating token numbers may not 
prepare payments.  This process should remain a dual – review process to sustain a 
controlled and monitored environment for fraud prevention. 

New Vendors – Establishment of new vendors will undergo vendor validation prior 
to being entered into LPDO’s list of approved vendors.  Any employees that establish 
themselves with a service of outside vendor support will need to complete a “Conflict of 
Interest” form prior to being approved as a vendor. 

Monthly bank reconciliation – LPDO administration will perform electronic 
bank feeds into each financial account in QuickBooks.  Performing bank feed downloads 
ensures accurate matching / reconciliation of transactions into QB registers.  A 
review of the prior month's expenditures will be conducted and completed within the 
first 10 business days of the following month.  A written record of this review will be 
maintained and reported at board meetings.
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Suspension/Termination 

During any investigation of fraud, the individual under investigation may be suspended  or 
immediately terminated.  Fraudulent activities will be prosecuted to the fullest extent of 
the law. 

Framework 

Internal financial controls and risk management are integral operational framework of 
the Lubbock Private Defenders’ Office.  The processes listed are designed to protect the 
assets of the organization.  Fraudulent monitoring is expected to remain efficient, 
attentive and on-going.  Improvement and operational efficiency provide the 
organization with the ability to expand while maintaining adequate framework for fraud 
prevention and detection. 

Acknowledgment and Signature 
I have read and understand the contents of this fraud policy. 

__________________________________________ 
Signature 

_______________________________ 
Date 
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REPORTING MECHANISM 

LPDO establishes the following reporting mechanism.  Any individual who has 
knowledge of any suspected fraudulent activity is responsible for reporting these 
suspicions. The reporting process is as follows:  

Reporting is not limited to this form however, a report of fraud needs to be 
documented. Email or paper submission is acceptable. 

Please report the following: 

Individual suspected of fraud: 

Date and time(s) fraud occurred: 

Nature of the allegation: 

Please submit report directly to President of LPDO Board of Directors.

Acknowledgment and Signature 
I have read and understand the contents of this fraud reporting policy. 

__________________________________________ 
Signature 

_______________________________ 
Date 
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Intern Confidentiality Agreement 
The Intern acknowledges that as part of his/her responsibilities and in order to perform the 
work volunteered for in this law office, it will be necessary for him/her to have access 
to confidential information. This information may be in the form of attorney/
client communications, discussions between the defense team, work product of the Intern or 
work product from other defense team members. Under the Rules of Professional 
Conduct for attorneys, all confidential information must not be disclosed. 

The Intern will not disclose in writing, orally or by electronic means any confidential 
information directly or indirectly to any third party. The duty not to disclose confidential 
information does not end upon the Intern leaving his/her position with this office. Any 
information maintained on-line must not be transferred to the Intern’s personal computer 
system or any other system not controlled by this office. The Intern agrees not to make and 
keep copies of any confidential information for personal use and agrees to return any copies 
made for any reason upon the Intern ending his or her service. 

By my signature below I agree that, as an intern, I will follow all office procedures to assure attorney/
client confidentiality. 

Name (Printed) Mailing Address 

Signature Email Address 

Date Telephone No. 

1401 CRICKETS AVE LUBBOCK, TX 79401 / PHONE: 806.749.0007 / FAX: 806.749.0009 
WWW.LPDO.ORG 
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