COMPONENTS OF EFFECTIVE INTERNSHIP PROGRAMS
Create a committee/task force/group of interested employees to help in designing your internship program.  Include:
1.      Newly hired employees that can bring fresh approach and experience.

2.      Supervisors and managers.

3.      HR professionals.

4.      Employees that can serve as mentors to interns.

Decide why you are creating an intern program.
 1.      Recruit potential employees.

2.      Attract new talent.

3.      Interns can assist in meeting short-term needs.

4.      Interns bring enthusiasm and current industry knowledge.

5.      Evaluate a person before hiring.

Determine what can students gain from an internship at your company.
1.      To apply the theory of the classroom to the work environment.

2.      Hands-on experience in the real world.

3.      The chance to see if current career plans are appropriate.

4.      Experience in test the job market in field.

5.      Networking opportunities in their field of interest.

6.      Opportunity could lead to permanent employment.

7.      Can gain “experience required” for resume/portfolio.

8.      Opportunity to work with a diverse group of people. 

9.      Gain academic credit.

 

Plan for your interns in advance
1.      Determine workload and availability of projects (how long/often can your business support an intern?)
2.      Decide where the intern will be physically located (office/work space).
3.      Will staff support be provided?  By whom?
4.      What resources do you have to work with/under (financial constraints, availability of computer workstations, etc.)
5.      Post internships well in advance of your expected start date (eight to ten weeks) to allow sufficient time to screen and select appropriate candidates. 

Assign a mentor
 1.      Find someone who can show them around, help them fit in, take them to lunch (preferably someone close to their age and who has been an intern or is an alum from their college.)

2.      Allow employees from various levels and departments/divisions to serve as mentors.

 Ensure effective supervision
1.      Ensure that supervisors/managers plan and follow-through with necessary training. 

2.      Ensure that supervisors conduct weekly meetings to stay current on intern's progress. 

3.      Make sure the supervisor understands and believes in the importance of utilizing interns. 

Make meaningful assignments
1.      Assignments should be challenging, stimulating, and provide valuable experience. 

2.      Ensure that learning objectives are clearly defined and mutually understood.

3.      Have additional projects available in the event an intern successfully completes a project ahead of schedule. 

4.      Include the intern in organization events such as staff meetings. 

5.      Create opportunities for networking and informational interviewing with key personnel.

Consider wages and other legal issues
1.      Intern vs. trainee vs. employee.

2.      Determine if internship will be paid or unpaid.

3.      Consider wage and hour, benefit and worker’s compensation issues.

4.      Consider tax incentives.

5.      Contact legal counsel to determine if there are other considerations.

Create a plan for how you will fill your intern positions
1.      Contact school career counselors.
2.      Contact professors at local schools.
3.      Recruit through current employee referrals.
4.      Advertise on bulletin boards, newspapers, internet, trade paper.
5.      Use an agency to recruit candidates.
6.      Utilize local chapters of trade associations.
Conduct a comprehensive orientation for intern
1.      Review work schedule.

2.      Provide information on company history, mission, organizational structure and goals.

3.      Review applicable personnel policies and procedures.

· Starting and ending times

· Appropriate attire for work

· Smoking policy

· Drug and Alcohol Free Workplace Policy

· Payroll Information

· Paydays

· Pay periods

· Inclement weather policy

· Employee safety 

· Harassment

· Holidays (paid/unpaid)

· Process for reporting changes in status (address, telephone number, etc.)

· Be issued job appropriate keys and sign acknowledgment that employee will return keys and other property upon termination of internship.

4.      Acquaint intern with their workspace and environment.

5.      Introduce intern to co-workers. 

Evaluation/Exit Interview
1.      Provide performance feedback during term of internship.

2.      Provide a written evaluation at the conclusion of the internship on the intern’s accomplishments, strengths and areas of weaknesses.

3.      Provide suggestions for improvement.

