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This template is intended to assist businesses with developing successful internships.  It is intended to be customized as needed.   Suggested sections in this template are much like what could be included in a job discription. 
Position Details
The position details should include basic information regarding the internship. 
	DEPARTMENT

	INTERNSHIP START DATE

	INTERNSHIP END DATE

	ESTIMATED INTERNSHIP HOURS

	SUPERVISOR

	MENTOR


Summary 
In this section include a brief narrative of the position and the expected outcomes of the internship.  This would include the timeline, internship expectations and/or what the business hopes to achieve, as well as internship benchmarks.
Position Requirements
In this section complete a description of physical guidelines for the position.  Tools and technologies that are required to use on the job may also be included. The position requirements should include physical requirements, education requirements, and personnel requirements.  

Position Requirements Example
Physical Requirements
• Able to lift at least 35 lbs.
• Able to stand for prolonged periods of time
Academic Requirements
• Must have 60 credits or be a junior in college
• Must have completed courses related to internship 
   position description
• Proficient with math and computers
Personal Requirements
• Must be at least 16 years of age
• Must be dependable and punctual
• Must demonstrate professional conduct
• Must have a high attention to detail
• Must be a team player and work well with others



Position Duties
Brainstorm a list of all the duties required to perform the internship. These are the individual tasks completed on a daily, weekly, monthly or annual basis.
Example
· Adhere to all safety rules and regulations
· Keep work areas clean
· Inspect work in progress and finished goods
· Determine if product meets quality requirements
· Review operator activities against instructions documented in quality plans
· Document and maintain quality records in hard copy and electronic formats
· Perform warehouse inspections for specified products prior to shipment
· Perform receiving inspections for specified products upon receipt
· Use software tools, social media, cloud computing, and hand inspection tools including micrometers, calipers, scales, etc. 
Work Plan
A work plan is a set of goals and measurable tasks that are achievable within the timeline of the internship. The work plan is designed to help the intern identify and understand the scope of the project.  The work plan should include objectives, such as: on-boarding, shadowing departments, learning duties to be performed, project deliverables, weekly tasks, and/or final presentation of project.
 Week 1: Onboarding 
· Orientation, touring facility, review of policy and procedures 
· Policy & Procedures training
· Project Plan meeting
· Introduction to tasks and duties
· Daily tasks
· Weekly tasks
Week 2-5: Internship Experience 
· The Intern will continue to work daily tasks that contribute to the project deliverables
Week 6: Wrapping up Internship
· During the last week of the internship the intern should receive an evaluation and feedback on their performance.  In some cases, the intern may present to team members or management on their project

Work Plan Example
	June 2016

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	· Tour of Facility 
· Introduction to team
· Orientation with HR
	· Meeting with Supervisor 
· Shadowing department 
· Policy & Procedures training
	· Project Plan meeting
· Introduction to tasks and duties
	· Team meeting
· Shadow team member
· Daily tasks begin
	· Daily tasks
· Weekly tasks



