Internship Starter Guide for Employers
What is an Internship?
The National Association of Colleges and Employers (NACE) recommends the following definition: “An Internship is a form of experiential learning that integrates knowledge and theory learned in the classroom with practical application and skills development in a professional setting. Internships give students the opportunity to gain valuable applied experience and make connections in professional fields they are considering for career paths; and give employers the opportunity to guide and evaluate talent.”

Goals and Objectives
A well-designed internship program should:
· Offer meaningful, project-based work relevant to the intern’s field of study.
· Provide opportunities for skill development and career exploration.
· Support the organization’s objectives while mentoring the next generation of professionals.
· Foster professional connections and industry insights.

Benefits of Hosting an Intern
· Fresh Perspectives: Interns bring new ideas and innovative approaches to your team.
· Talent Pipeline: Identify and train potential future employees.
· Increased Productivity: Interns support ongoing projects and lighten staff workload, though there will be need for additional onboarding and oversight throughout the process.
· Community Engagement: Strengthen ties with local educational institutions and build a reputation as an employer that supports workforce development.

Internship Standards (according to NACE)
· The experience must be an extension of the classroom: A learning experience that provides for applying the knowledge gained in the classroom. It must not be simply to advance the operations of the employer or be the work that a regular employee would routinely perform.
· The skills or knowledge learned must be transferable to other employment settings.
· The experience has a defined beginning and end, and a job description with desired qualifications.
· There are clearly defined learning objectives/goals related to the professional goals of the student’s academic coursework.
· There is supervision by a professional with expertise and educational and/or professional background in the field of experience.
· There is routine feedback by the experienced supervisor.
· There are resources, equipment, and facilities provided by the host employer that support learning objectives and goals.
Considerations for Creating an Internship (based on West Liberty’s guidelines)
When creating an internship, it’s important to be intentional and realistic about the experience you want to offer. Taking time to set specific goals and understand what your organization is looking for can help you define your internship program needs. Having these questions answered will help you set clear expectations of your interns and ensure success for all parties involved. Here are some questions you may consider when creating this experience:
· What does your organization hope to achieve from your internship program?
· Do you have enough and adequate work/tasks to offer an intern?
· Are you a small organization searching for additional help on a project? 
· Is your organization growing quickly and having difficulty finding motivated new employees?
· Are you a non-profit that struggles to pay workers but can provide an interesting and rewarding experience?
· Will you assist with living/parking arrangements?
· How much will you pay the intern?
· Is your organization searching for new employees with management potential? Do you want someone for a specific project?
· Do you want to offer an experience of everything your organization does day-to-day?
· Will you offer any special training opportunities outside of the daily tasks to assist in the professional development of an intern?
· What type or Orientation or other on-boarding experience will you create for your intern?
· How will the intern be evaluated throughout the experience and at the end of the internship to assist in their personal/professional development?
Once you’ve defined the program and its goals, you can continue moving forward with the development of the experience. A crucial part of this process is identifying and assigning a mentor/supervisor for the intern/internship program. This should be a person who enjoys mentoring/advising and has the skills necessary to serve in this role.
Suggested Timeline for an Internship
· Planning Phase (2-3 months before start date): Define roles, create a vacancy notice, and coordinate with educational institutions.
· Recruitment & Selection (1-2 months before start date): Advertise the position, review applications, and conduct interviews.
· Onboarding (1st week): Provide orientation, introduce interns to their roles, and set clear expectations.
· Internship Period (8-16 weeks typical): Assign projects, provide mentorship, and offer regular feedback.
· Wrap-Up & Evaluation (Final week): Conduct exit interviews, gather feedback, and assess the intern’s contributions.

Credit or Non-Credit Considerations
Students may receive academic credit through their higher education institution for an internship. While there are many benefits for doing so, often students do not need to pay for the credits or they may have other reasons not to pursue academic credit.

If they do choose to take the internship for credit, the employer will have to work closely with the institution throughout the process for the following considerations:
· University Requirements: Partner with the intern’s academic institution to ensure compliance with credit-granting policies.
· Learning Outcomes: Align internship responsibilities with educational goals and required competencies.
· Advisor Collaboration: Coordinate with a faculty or staff advisor who may oversee progress and evaluations.
· Documentation & Reporting: Be prepared to provide evaluations, progress reports, and assessments if required by the institution.
· Minimum Hours Commitment: Confirm whether the university mandates a minimum number of hours for credit eligibility.
· Final Presentation or Report: Some universities may require the intern to submit a reflective paper or presentation summarizing their experience.

Key Items for a Vacancy Notice
When posting an internship opportunity, include:
· Position Title (e.g., Marketing Intern, Engineering Intern)
· Company Name & Location
· Duration & Hours (e.g., Summer Internship, 10-20 hours/week)
· Compensation (Paid or unpaid, stipend details if applicable) Note: There are specific standards for unpaid internships in the for-profit private sector. Contact your college or university partner to discuss.
· Job Description & Responsibilities
· Required Skills & Qualifications
· Application Process & Deadline
· Supervisor Contact Information
