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Short-Term vs. Long-Term Internship 
Internships can be either short – ranging from a few weeks to a month or two – or longer-term,
lasting up to one year or more. During these internship periods, most high school interns work
only 5-10 hours per week. Weekly hours and length of the internship depend on the organization's
needs and academic requirements.

Traditional vs. Rotational Internship
In traditional internships, students intern in a single department with a single mentor. In
rotational internships, they rotate between various departments of an organization or among
different roles within a single department enabling them to experience and learn about more than
one role within a business. Interdepartmental rotational internships expose interns to an even
more diverse range of functions and responsibilities. Rotational internships are not right for every
organization. They require more coordination and staff support than a traditional internship. 

Ongoing Tasks vs. Project-Based Internship
Interns can be brought on board to launch new projects or take on still-to-be-started tasks.
Alternatively, interns can be engaged to assist with ongoing tasks. Project-based internships
center on a core project so that the work is valuable to the organization and the student and will
result in meaningful accomplishments to put on the student's resume. This type of internship can
be short or long-term.

External Programs/Services vs. Internal Project Internship
Interns can take on both external and internal projects. For example, you might have interns assist
with community programs or other projects they will interact with and be visible to the public. On
the other hand, interns might work exclusively on internal capacity projects like updating the
website, training current staff on social media models, etc.

In-Person vs. Virtual Internship
The vast majority of internships are in-person with the intern working physically within the hosting
organization. However, it is also possible to engage trainees remotely via the internet. Virtual
internships may be an especially valuable model of internship engagement for web-based projects
and organizations located in more remote areas. Virtual internships allow students to work
remotely with periodic checkpoints, eliminating geographic barriers. It is still necessary to have a
supervisor/mentor who will train the student, assign tasks, and check in to see progress daily and
weekly. Some organizations have student interns come to the office once or twice a month and
then work remotely for regular daily tasks.

Types of Internships
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Expectations of the Sponsor during the Internship: Students will collaborate with their mentor to identify
things that they want to learn more about and projects that would benefit the organization and the student.

Legal Considerations: Worksite supervisors need to be aware of legal matters, such as safety concerns and
child labor, discrimination, and sexual harassment laws. Make sure that sponsoring organizations understand
their legal responsibilities and potential liabilities in advance.

Learning Plan: The learning plan should include what the intern is expected to do on-site, and the
assignments he or she must carry out to meet educational expectations. Because this is an internship, it is
important that it entails more than filing or answering phone calls each day. Students should learn about
modern business practices, teamwork, job-specific skills, appropriate business behavior and dress, safety
practices, and ethics. Exposure to various aspects of the firm, either through hands-on experience or
observation, is important.

Tips and Techniques for Working with Interns: Many professionals are unaccustomed to the unique
challenges of communicating and working with young adults. Remind work site supervisors that intern
attitudes and expectations may seem unrealistic in the workplace.
Program Evaluation and Reflection: Give everyone involved in the internship an opportunity to reflect on
what they learned and to discuss the effectiveness of the internship experience. Interns and employers
should be asked to evaluate the internship, and their evaluations should be used to effect continuous
improvement.

Benefits to the Sponsor: Businesses need to hear that internships help them by training a diverse group of
young people to work in a business environment which will provide them with a pool of qualified candidates.
Partnering with interns helps the company/organization make a positive impact on their community.
Internships also provide the time to develop new projects.
Typical Internship Forms: Provide organizations with the forms that will be used to evaluate the intern's
performance. The learning plan describes a series of goals and activities required to meet these aims.
Without an education plan, internships often become nothing more than a journal and an attendance sheet.
This method is most useful when designed through input from both the intern and the mentor.

Onboarding New Interns: Employers will probably find a checklist very helpful. List items might include
organizing meeting times, planning with the mentor to ensure that academic and skill requirements are being
met, signing internship agreements, arranging student workspace (if appropriate), assigning a work site
supervisor, and informing interns about the business' policies and procedures.

Suggested items to cover during the Initial Visit: Internship Program Policies - Program Evaluation and
Assessment - Confidentiality Agreement - Inclement WeatherPolicy – Internship Agreement & LearningPlan
- Length of Internship





Career-Specific Tasks and Project Ideas for Interns

Accounting/ Business/Finance
Create documents/spreadsheets.
Attend client and staff meetings.
Review financial information.
Provide customer service.
Participate in training sessions.
Analyze data to identify areas of opportunity and efficiency.
Generate financial forecasts and cost recovery reports.
Engage in activities related to accounts payable/receivable.
Participate in audits and generate tax reports.

Arts/ Design
Create artwork and designs.
Schedule/attend client meetings; communicate with clients
about their designs.
Proofread communications.
Work on a specific project or multiple projects.
Create a portfolio of projects
Design email templates, logos, graphics for emails and blogs,
HTML build-out, web banners, and website updates.
Research outlets for design opportunities.

Education
Create and implement lesson plans.
Decorate/organize a classroom.
Assist students with projects.
§Attend and participate in teacher/staff meetings.
Monitor studentprogress.
Prepare public communications.

Fashion
Draft original designs and create patterns.
Check product inventory.
Communicate with clients.
Support trade shows, retail events, and fashion shows.
Perform quality control.
Conduct market research and brand outreach.
Engage in fabric lays, sewing, and production.
Assist with clothing rental pulls and restocking.
Complete alterations or draping

PROJECTS

Ideally, projects are part of every
internship. Well-structured
internship projects engage interns
and keep them interested
throughout the duration of their
internship.

These projects should be relevant to
the organization while also being a
learning opportunity for the intern.
The topic should be a mutual
decision between the intern and the
mentor/supervisor. If possible, the
topic and format should be
determined within the first two
weeks of the internship with an
outline and timelineready to share
by midterm.

Project-based internships allow
internsto demonstrate ownership
and initiative while becoming
familiar with the organization’s day-
to-day operations and culture.

Projects taken on by interns provide
time for professional staff to pursue
more creative ventures while
offering interns the opportunity to
learn by doing.













Checklist for Sponsoring Organizations

Set Goals
A careful discussion with management can create a consensus on program goals that can be understood by
all involved. The internship can be designed to meet those expectations best. For the program to be
successful, it will require the commitment of management.
A meaningful internship program is a commitment to an organization looking to meet its needs and an
intern working to gain real-world experience. All internships should include an application, recruiting,
screening, and interview process; a structured orientation; an assigned supervisor and mentor and
evaluation and assessment.

Evaluate ProjectsPlaced on the Back Burner
Do you need more time to complete important projects?
Do you lack fresh ideas and creativity?
Could you benefit from more marketing?
Would you like more diversity in your organization?
Do your employees need more management experience?
Consider projects that are beneficial to your organization and provide a challenging work-based
learning experience for interns.

Determine if an internship program is practical for your organization.
What will be the duration of the internship?
What is the best time of year to host an intern?
How many interns will you host?
Do you have the appropriate staff to support an intern?
Is there enough meaningful project work to assign?
Will you potentially transition from an intern into a full-time employee?
Do you have the physical and financial resources to support an intern?
How will you recruit an intern?

Develop a Strategic Plan
Identify goals, timelines, workspace, and a general project description, which will become your work plan,
so that everyone understands the purpose and expectations involved.
Create a job description before establishing a work plan.
Prepare your workplace and workers for the experience.
Identify and support individuals to supervise the interns.
Check local school district policies related to work-based learning.
Design experiences that are safe and legal for interns.
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Write an Intern Position Description
Every intern needs a position description that describes responsibilities, qualifications, the system of
support, accountability, and how to measure successful performance.
Create the internship position description after identifying various projects. This description will be helpful
during the interview and selection process.It will outline the requirements you are looking for in an ideal
candidate and also help determine what skill sets are needed.
Structure the internship ahead of time so that you can be sure to meet your goals and not find yourself
floundering partway through.
Consider projects for new interns. Review your current business activities and consider what ongoing work
you would like to expand or projects you would like to initiate or complete. Consider projects that will
benefit your organization and provide challenging learning experiences for interns.
What will the intern be doing? Be as specific as possible. Interns, like others in the process of learning,
need structure, so they do not become lost, confused, or bored.

Identify who will Supervise/Mentor the Intern
Top-level managers approve the establishment of the internship program but seldom supervise interns.
Frequently the HR department ensures that proper documentation and procedures are in place. At this
point, it can be up to various department managers to identify who will supervise/mentor the intern.
A mentor should be selected based on his/her desire to teach/train and has the resources to do so. The
mentor will help the intern keep their project on time and within the budget.
The mentor may be a department head, project leader, long-time employee, or acting supervisor who is
knowledgeable about the project on which the intern will work and can provide orientation and wisdom to
the student.

Provide adequate workspace for the intern.
A proper workstation, telephone with voicemail, computer, and email account is vital to your interns’
success. Point out the supply room and introduce any appropriate personnel.




















