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Internship planning worksheet for supervisor

  Date

  Intern ___________________________  

  Supervisor ____________________   

  Mentor and/or other involved staff         

Qualifications and skills
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Learning goals 

Please list goals and include specific experiences that you think would help in attaining each goal:

________________________________________________________________

________________________________________________________________

Primary project(s) 

________________________________________________________________

________________________________________________________________

________________________________________________________________

Description of duties

________________________________________________________________

________________________________________________________________

________________________________________________________________

Opportunities to add value 

Opportunities might include a meeting with the agency director, a visit to remote sites for your agency, summer picnic with the staff, a renowned speaker opportunity, as well as direct work related opportunities

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Attention to details 

________________________________________________________________

Duration - beginning and ending dates
________________________________________________________________

Wages

________________________________________________________________

Work schedule (days/times) 

________________________________________________________________

________________________________________________________________

Schedule of weekly meetings with supervisor
________________________________________________________________

________________________________________________________________

Important dates and events

________________________________________________________________

Workspace and materials
________________________________________________________________

Parking

________________________________________________________________

Dress code 

________________________________________________________________

Travel expected 

(beyond usual commute): _____________________________________________

Other 

__________________________________________________________
Copies for: 

· Human resources internship coordinator 

· Supervisor

· Intern

· School 

· Mentor

· Other________
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Signatures of understanding 


We have discussed our roles and expectations for this internship.





Intern Signature: ______________________________ Date: _____________                                      








Supervisor Signature: __________________________Date: ______________
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