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Genesys Works End of Internship Best Practices 
Throughout the years, we have seen several of our corporate partners find success in the creating a “best in class” experience for their intern’s last few days of their internships. Below you will find ideas and suggestions for how to implement some of our favorite best practices.
Feel free to adopt or adjust these suggestions as you see fit for your team! 
1. Plan your off-boarding transition:
· Ending/documenting projects: As a young professional, your intern has most likely not had the opportunity to roll-off a project before. Some useful questions may be:
· Is there a place they should store any institutional knowledge they have collected?
· Is there a point person you would like them to work with on any existing project they own?
· Are there any objectives or checkpoints you would like them to reach before they finish?
· Are there any internal or external customers they should alert about transitioning? 
· Sharing information to next year’s interns: Depending on how your interns’ capacity and schedules line up, find a way to have last year’s intern share what they have learned to the next year’s intern: 
· A document, guide, or letter written by last year’s intern to give to the new intern on their first day. 
· A Q&A meeting (usually an hour or two) between last year’s and this year’s intern.
· An orientation or onboarding schedule for the new intern (have last year’s intern create this or provide feedback on the process).  
· If the last year’s intern is still working when the new intern starts, during the overlap time they can be the one to train in the new intern. 
· Creating professional development opportunities: Young professionals may not have had the experience of leaving a job before. The end of the internship is a great time for some learning opportunities: 
· Conduct a mock job interview where the intern can practice speaking about their internship experience in an interview setting. Provide an entry-level position description for your intern to “apply” to and ask them to respond to a series of standard interview questions. 
· Have your intern write a resignation letter and provide feedback on best practices for how to leave a position in a professional manner. 

2. Make a plan if you want to stay connected: 
· Contact information: Make sure that your intern shares their personal email with you and your team. We have seen that this works well when a supervisor helps their intern draft a last day email to their team to thank them and share their contact information. 
· LinkedIn: Assist your intern in setting up a LinkedIn profile and connecting them to people on your team.
· Collect references: Assist your intern in identifying who will be great references for them in the future and encourage them to get the contact information for those individuals. 
· Networking or internship opportunities: Look into opportunities at your company for college internship opportunities, networking events or diversity recruitment initiatives. 
3. Help your intern feel celebrated!
· Exit interview:
· You may want to set up a 1:1 meeting with your intern on their last day. Questions to ask could include: 
· What did you feel like you most benefited from in your internship? 
· What would be helpful for someone to know who would be in this position in the future? 
· Did this experience change the way you think about your career path for the future? Why or why not? 
· What are you most proud of accomplishing?
· Communicate and celebrate with your team:
· Let your team know what day your intern will be ending and do something special for your intern on their last day to celebrate their accomplishments. Some examples from various companies: 
· Bring in treats or a small gift for your intern. 
· Take your intern out to lunch or another team outing. 
· Have your team sign a thank you card for your intern.
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