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Intern Workflow Planning Tool 
Supervisor Name: 
Job Type: 
Company: 
Start Date:
Arrival Preparations
Intern Year Long Goals 
Please List: 3 Goals, Outcomes, or Skills you desire your Intern(s) to have by the end of the internship 
 Hardware Required (Computer, Phone, Desk)
Network Access (Email, Wifi, Specific Programs, Sharepoint, ServiceNow)
2nd Contact Person (Out of Office, Unavailable)
Security Badge & Access 



























































	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	1pm
	
	
	
	
	

	1:30pm
	
	
	
	
	

	2pm
	
	
	
	
	

	2:30pm
	
	
	
	
	

	3pm
	
	
	
	
	

	3:30pm
	
	
	
	
	

	4pm
	
	
	
	
	

	4:30pm
	
	
	
	
	


Onboarding Two Week Schedule












Onboarding Two Week Schedule (Continued)
	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
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Suggested Intern Orientation Checklist

Experience shows that employers who take adequate time at the beginning of the internship to orient the student reap productivity and effectiveness more quickly than those who don't. 

Explain the mission of the organization
· How did the organization start? Why?
· What is unique about your product or service?
· Who benefits from your product or service?
· What are the organization’s current objectives?

Explain the organization structure
· Intern Supervisor & Leadership Structure
· Department Responsibility
· Department Decision-Making Process
· Which personnel can answer different kinds of questions?

Review general office information
· Emergency Protocols
· Working Hours & Breaks
· Absence Accountability (Sick and Vacation Requests)
· Staff Meeting Schedule
· Parking and/or Parking Permits
· Cell Phone Policy (if applicable)
· Computer Passwords & Email System
· Office Equipment (Fax, Shredder, etc.)

Outline organizational rules, policies, & expectations
· Special Industry Jargon
· Work Standards & Procedures
· Supervisor Access for Intern (Days, Times, & Duration)
· Mail, Phone, & Email/Network Tips & Tricks
· Required Safety Obligations
· Completed Projects Procedure
· Required Regular Forms & Reports
· Security & Confidentiality Concerns
· Dress Code & Appearance Policy
· Tour: Assigned Workspace & Areas of Interest (Lunch Room, Prayer Room, & Restrooms)

Define the intern’s responsibilities
· Intern’s role?
· Projects to be assigned to intern?
· Resources available to intern?
· Required training? Schedule time for onboarding.
· Intern interactions with clients and vendors?
· Tasks to be completed without supervisory approval?
· Do other employees understand the intern’s role?
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