The College of Botanical Healing Arts

1821 17th Ave., Santa Cruz, CA, 95062

(831) 462-1807

www.cobha.org / cobhasantacruz@cobha.org

Internship/Volunteer Contract – Office Program 

Thank you for your interest in interning here at the College of Botanical Healing Arts. 


The College of Botanical Healing Arts (COBHA) is a college dedicated to providing education, healing services, and research in the art and science of essential oils. We offer a State Certified 400-hour comprehensive certification program in Essential Oil therapy. We offer a low-cost clinic once a year, and we organize the annual Santa Cruz County Wellness Fair in downtown Santa Cruz in the month of August. We offer a variety of alternative medicine workshops, hands-on classes, as well as an aromatic garden and research library, and we are open to the public and our students from 10am – 3pm Monday – Friday. 


We are happy to work with students to cater to their interests while at the same time meeting the needs of our non-profit. We have no minimum hours expected, but we offer benefits to our interns when a certain number of hours are met.

The COBHA office staff is available to you for open discussion of educational advice, questions, council, and support. We hope to offer you as much as you offer us! Thanks for your interest in interning at COBHA!

All contract requirements must be met. Failure to do so will result in contract cancellation.

1.  TASKS:


 Updating and upkeep of mailing lists



 General office organization (this includes clerical duties, doing dishes, filling 





   water jug, watering plants, organizing materials, etc.)



 Help with library and oil inventory



 Locating leads for Wellness Fair and Student Recruitment



 Advertising on-line (Craigslist, Facebook, etc)



 Helping COBHA staff with requests and projects



 Mass mailing assistance (3 times a year)



 Working with rest of staff to reach quota of bulletin advertising about town

2.  SCHEDULING: 



 An intern can schedule one shift per week of 3-5 hours. Additional work may be offered in preparation for special events and/or advertising and mailing deadlines.

 

 It is important that there is a consistent weekly schedule for interns here at COBHA. Because we are a small school, we can only allow 1 intern at a time in the office (unless other plans have been arranged). This means no drop-ins please. If you are a student and your schedule is constantly changing, please let us know in advance so we can secure a time that works best for everyone. 

3.   KEEP TRACK OF HOURS:

You must keep track of your hours and have them signed by the office management every 2 weeks. A timesheet is located in your intern folder.

4.  BENEFITS: Benefits pertaining to classes and/or workshops are granted two months after first day of internship. Volunteer acceptance into workshops for discounts and/or trade depends solely on the consent of the workshop instructor. For this reason, if an intern attends a workshop for free or for a discount, they are required to assist the workshop instructor and arrive 20 minutes early, stay through the duration of the workshop, and after for 20 minutes to help clean up.  If you choose not to help the instructor, you must pay in full for the workshop.
BENEFITS

Interns who work a MINIMUM of 12 hours/month (3 hours/week) receive:



 1 half day workshop (4hrs) credit free per trimester (depending on availability 


and upon consent of instructor).



 10% off workshops.


 Department credit for those with internship programs.



 Professional referrals and references for job opportunities.

Interns who work a MINIMUM of 16 hours/month (4 hours/week) receive:



 1 day long workshop (7hrs) free per trimester or 1 half day (4hrs) workshop 


per trimester (depending on availability and upon consent of instructor).



 10% off workshops.


 Department credit for those with internship programs.



 Professional referrals and references for job opportunities.

Interns who work a MINIMUM of 20 hours/month (5 hours/week) receive:



 1 day long workshop (7hrs) free per trimester or 2 half day (4hrs) workshops 


per trimester (depending on availability and upon consent of instructor).



 10% off workshops.



 Offer of Level One TA position and 25% off Level One Tuition.


 Department credit for those with internship programs.



 Professional referrals and references for job opportunities.

For ALL interns interested in COBHA elective credits:



 1 Continuing Education Unit for every 4 hours of Wellness Fair assistance, up 


to 4 CEUs (this does NOT count towards your Minimum Benefit Hours).

By signing below, I have read and agree to the above:


Signed:





Date:



Elizabeth Jones, Director



Date:
