
 

Best Practice Tips for a Successful Internship 

 

● Honor the agreed upon work schedule  

○ Do not allow your intern to switch their schedule at the last minute 

○ Establish ramifications if communication procedures are not respected , (i.e. if your 

intern texts you late at night, requesting to change their schedule for the next day, hold 

a meeting with the intern to let them know that communication style is not acceptable).  

○ Frequent changes in scheduling tend to result in the intern’s inability to complete the 

90-hour requirement, and decrease in the quality of projects.  

● Schedule check-in meetings with your intern on a weekly basis to encourage an open-channel of 

communication, provide and receive feedback.  This is also a great way to teach your intern how 

to calendar events! 

○ Provide constructive criticism on your intern’s technical and soft skills  

○ Don’t be afraid of giving timely, constructive feedback. 

● Establish a Backup Supervisor in case you are out on vacation, out sick, attending a conference, 

etc. This person will be also be the backup person to sign timesheets.  

● Incorporate the six MHA building blocks into your terminology, (i.e when explaining projects, 

providing intern feedback). The MHA building blocks are as follows: 

○ Social Awareness 

○ Problem Solving  

○ Collaboration 

○ Verbal Communication  

○ Personal Mindset 

○ Planning for Success 

● Get to know your intern: 

○ Take your intern to lunch or out for a coffee 

○ Share your personal story, (i.e. where you are from, what you studies in college, how 

you selected your career path, long-term goals) 

● Allow your intern to shadow other departments, if possible  

○ Shadowing is a great way for your intern to receive exposure to all parts of your 

company 

○ It also allows your intern to get to know others in the company and learn the various 

careers available 

● Include your intern in meetings or events 

○ Event planning and note taking at meetings are a great project ideas!  

● Reach out to the YouthForce team with any questions, ideas, feedback, early and often, on how 

to make this experience most impactful.  

http://mhalabs.org/skill-building-blocks/

