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This is a partial list of suggested activities to be done prior to and upon the intern’s arrival in order to orient them to your business.    

Before the Intern Arrives
· Begin the payroll process

· Prepare identification card/make appointment for picture if needed for photo ID

· Arrange for workspace, computer, telephone, and other equipment intern will use

· Gather basic office supplies, telephone directory, etc.

· Select supervisor and/or mentor

· Inform the intern’s college/university of hire date, supervisor’s name, salary, and telephone number

The Intern’s First Day
· Introduce intern to their supervisor and/or mentor 

· Introduce intern to their co-workers

· Explain what your business/organization does

· Tour office/business

· Discuss work hours and appropriate dress

· Discuss scheduling of lunch, breaks, staff meetings

· Review building access and hours

· Have ID pictures taken, issue ID cards

· Review telephone system

· Explain payroll procedures, time cards or sheets, where to turn in, pay periods


The Intern’s Responsibilities

· Identify the intern’s role

· What specific projects will be assigned to the intern

· Outline expectations of the intern

· Review resources available to them

· Define process/procedure for signing off completed work

· How does the organization want the intern to deal with customers

· What tasks can be completed without supervisory approval

On-going Communication

· Make yourself available to the intern for questions
· Periodically “check-in” with the intern
· Provide feedback and constructive criticism
· Encourage the intern to ask questions
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