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How to use this Document 
  



This document is divided into fifteen sections as follows: 
 

1. Legal consideration and the intern 

2. Benefits of an internship to your organization 

3. Setting goals and expectations 

4. Conducting an internal audit 

5. Creating a formal internship program on paper 

6. Creating job descriptions and learning outcomes 

7. Creating meaningful work 

8. Developing a formal training program 

9. Marketing the internship opportunities 

10. Recruiting an intern 

11. Making a competitive job offer 

12. Managing the intern effectively 

13. Effective performance evaluation program 

14. Future plans for the intern 

15. Frequently Asked Questions 

 

An employer is not required to read through the entire document and follow it in its entirety 

before starting an internship program.  The main purpose for this document is to encourage 

the reader to see the strategic importance of developing an internship program. If properly 

implemented, it could help in serving an organization’s short and long term objectives.  

 

As mentioned above, this document is divided into fifteen sections.  Each section is listed in 

chronological order.  So if you have decided that your internship program is going to be a 

paid internship program and you are already aware of the benefits of an internship program 

then you don’t need to read section one and two.  

 

This document is meant to be a detailed source of information on how to effectively develop 

a highly successful internship program from scratch.  The idea is to help you get started and 

then help you along the way as you continue to improve and grow your program.  The hope 

is that once you have decided to start an internship program, this document will serve as a 

valuable resource in answering many of your questions and providing you with valuable 

information without having to spend a lot of valuable time. 

 



With this in mind, it is recommended that you take the first step and initiates a basic 

internship program and then build on that experience in the coming months. As you go 

through the implementation process, you should continue consulting this document for 

additional information.  Hiring an intern is similar to hiring a fulltime employee with a few 

exceptions. The main one being that a university or a college is not involved.  Frankly, a 

university is looking to provide its students with a learning opportunity to complement the 

classroom learning.  A career placement office or an academic department is therefore 

vested in making your internship program successful. The first step is to reach out to the 

local college or university and start a dialogue with them. They will be happy to provide 

assistance in marketing your job opportunity and helping you screen suitable candidates 

based on your needs. Once the first step is taken, the rest of the process will fall in place 

automatically.  

 

One of the major causes of a failed internship program is that an intern is hired without 

much thought and planning.  Having an intern on board without specific goals or objectives 

is a waste of time for all involved. There is nothing worse for a manager or supervisor to be 

surprised by the news that they will be managing an intern for an eight or ten week period 

in addition to all their normal roles and responsibilities. This lack of planning results in 

random assignments that might or might not be productive for the company and the intern. 

This creates a negative experience for the intern and causes them to lose focus and 

motivation to excel in their role.       

 

In conclusion, this document should be looked as a reference document to answer any 

questions that you might have before, during, and after an internship is completed.  Its 

main purpose is to encourage you to think through the reasons why an internship program 

is warranted in your organization?  Once you have made the decision to move forward, it 

then provides the details on how to continue building and growing your internship program.  

Hopefully, this document will serve as a reminder that a well-designed internship program 

will serve both the company and the intern in the long run. 

 

   

 


