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	SUPERVISORS CHECKLIST
FOR NEW INTERNS


Review the following when meeting with the intern: 

Overview

· Review the County structure and the Department organizational chart and procedures

· Introduce the intern to co-workers and show workspace, supply area, mail, copy, fax, restrooms, etc. 

Review County and Departmental Policies
· Ethics

· Emergency procedures

· Information/Data confidentiality

· Work place harassment

· Drug and alcohol-free workplace

· Workplace violence

· County training
Administrative

· Photo identification

· Parking arrangements

· Work schedule, break, lunch, and attendance

· Use of telephone, computer, other equipment

· Dress

· Office supplies, tools

Review goals and expectations
· Outline the goals and objectives of the County’s Internship program

· Discuss the work plan, roles, and responsibilities

· Define the expected outcomes

· Establish periodic review of performance 
Complete the following forms

· Confidentiality form (for Personnel)

· Professional volunteer registration form (for liability insurance)

· Application for Photo Identification Card

Internship Evaluation forms

At the end of the internship, complete the following two forms 
· Intern evaluation form 
· Supervisor evaluation form
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