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Prepare for Intern

· Inform your team of the internship, dates, and project(s) he or she will be working on

· Arrange for work location, supplies, telephone

· Arrange for computer, appropriate software, passwords, e-mail, Internet access

· Plan a variety of work, including tasks that offer a challenge

Orientate the Intern (Suggested Topics)

· Introduce intern to staff

· Identify supervisor who will assign work

· Identify who to go to if there is a problem

· Identify a mentor for the intern

· Explain mission, goals, objectives of business/organization

· Explain appropriate business policies and procedures 

· Explain work hours, breaks, lunch

· Discuss use of business/organization equipment

· Show how to use telephone system, voice mail, e-mail

· Discuss dress code

· Discuss salary, benefits

· Discuss parking

· Include intern in business/organization activities

· Review business safety manual

Communicate Expectations

· Discuss duties and expectations (assign meaningful and challenging work)

· Set realistic deadline(s) for project(s)

· Encourage intern to ask questions

Review Periodically

· Review internship plan and work assignment 

· Evaluate progress intern is making toward accomplishment of plan

· Explain measurements used in evaluating progress

· Explain what is needed, why needed, when due, and format expected

· Discuss adjustments to plan and work assignments

Meet With Intern

· Review and evaluate intern’s learning experience and objectives

· Complete final performance evaluation as requested by intern’s college/university

· Identify skills developed during internship, and skills needing development

· Suggest academic courses that may be helpful

· Suggest other types of work assignments that may be beneficial to intern

· Obtain intern contact information for possible future employment
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