
 
 
 
 
 
 
 
 
 

Top tips for a Successful Internship   
Once you have decided that you would like to provide an internship, it pays off to 

consider how to get the most out of their time with your organisation, whilst at the 
same time contributing to the intern’s professional development. 

 

The length of the internship may influence the level of detail you go into with the student, but the 
below Top Tips are a good practice guide of elements that should be considered and put in place… 
 

Introduction to the organisation 
As internships, by their very nature, are short-term it is essential that the student(s) settle in as quickly 
as possible so that you can gain the most benefit from their time with you.  An induction helps to provide 
a checklist of what they need to know when they first start in order to bring them into the team as 
smoothly as possible and help them feel comfortable and welcomed, which in turn will make them more 
productive.   
 
It also helps you as an Employer by ensuring you have a structured plan to introduce them to the right 
processes, people and tasks and have considered who will supervise them during their time with you. 
 
The induction plan could outline the first week and be shaped as a day-by-day schedule, sharing out the 
various points between colleagues to run the various sessions.   
Things to consider could include: 

o An introduction to your company, its products and values plus any professional conduct 
expectations 

o Names of key colleagues who will be providing supervision, support and mentoring  
o If on premises, a tour of the facilities and any H&S information they need to be aware of  
o A clear outline of what the role involves and an introduction to the day-to-day tasks (work plan) 

they will be expected to do during their time with you 
 

During an internship 
Assigning a Mentor & setting regular catch-ups - a dedicated person should be assigned to manage the 
intern, involve them in the necessary meetings and team socials, and ring-fence time in their work 
schedule to hold regular reviews with them, in order to both manage their daily workload as well as 
monitor their performance. 
 
Specific responsibilities – use the work plan that has been created prior to the intern starting to help 
shape their time each week.  This gives them tangible aims and objectives as well as a daily structure, 
enabling them to take a task and work independently, whilst also ensuring that the work you need doing 
gets actioned. 
 
Training on systems or tasks – make time to ensure someone arranges access to, and guidance of, any 
systems required for the job role, or processes that need to be followed to carry out a task. 
 

 
 



End of internship 
Review – Towards the end of the internship, it is beneficial to hold a review meeting to reflect on the 
time, both for the student themselves to gain learning and development from the work experience, but 
also as an organisation to assess how the internship was structured and if improvements can be made 
for the next one. 
 
Reference – Providing a letter for the student as they depart that summarises the review feedback and 
details the work they have done, plus the skills and experience they have gained, gives them a really 
valuable reference for future work opportunities. 
 

Contracts and payment  
Paperwork – Taking on an internship brings with it a level of legal and moral responsibility.  Take time 
to assess what agreements you wish to put in place between yourself and the intern and ensure these 
are finalised prior to them starting.  For example; payment to the student is set up (bank details), a 
contract is agreed with clear start and finish dates, holiday entitlement and benefits (if any) they may 
have access to. 
 
See also: Top tips for Shortlist Selection & Effective interviews 
 


