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2 - 3 WEEKS PRIOR

PREPARATION

1 - 2 WEEKS PRIOR

1 - 2 DAYS PRIOR
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ORIENTATION & TRAINING

Understand how your work contributes to the bigger picture
Read any organizational policies and learn any procedures required to effectively perform your duties 
and ask for clarification on any points you may not understand
Be aware that you may be asked to sign an agreement ensuring confidentiality of the work you 
perform, commitment to uphold the organization's values, etc.

�����������������������������������������

YOUR FIRST DAY
�����������������������
������������r way in the building and to your work space

PROFESSIONALISM

Every organization has a culture, which is typically reflected in its mission, vision, and values (MVV), 
expectations and operations that inform the actions of its employees
Culture is evident in the organization's leadership style, and can be seen how individuals are 
addressed, regarded, and interact with one another
Be mindful of the culture of the organization where you will intern so you know how to conform to it (i.e., 
how to address colleagues and supervisors, how to offer ideas and problem-solve, how to seek approvals, etc.)
Be respectful to everyone, avoid rumors or gossip, and always maintain appropriate confidentiality, as needed
Ask questions to help understand the details of a task, assignment, or project - take notes and if 
you're not given a deadline, ask for when a project is due or any other parameters
Take notes and pay attention to details
Be open and listen to constructive feedback and take responsibility for your work, including any mistakes
Feedback is a gift - view it as a way to grow and improve
If feedback isn't forthcoming, ask for it so you know what you're doing well, and where you can 
continue to learn and develop.

PROFESSIONAL RELATIONSHIPS - EXPECTATIONS AND BOUNDARIES

There are many benefits of engaging in internship experiences, including the opportunity to interact 
with professionals in your field(s) of interest
Keep in mind there are professional boundaries that should exist and, if you feel those boundaries are 
being crossed, you have several people here to support you
It’s important to identify when professional boundaries are being crossed, but sometimes it can be 
difficult to know for sure
The following are just a few examples of what might constitute as a professional boundary being crossed:

Receiving text messages on a consistent basis late into the evening or early morning hours
from your supervisor and/or colleagues
A supervisor or colleague asking you personal information and/or discussing inappropriate
topics with you
Being consistently asked to go out for drinks with your supervisor by yourself

If at any point you have questions or concerns about professional boundaries during your internship 
experience, please reach out to Katie Maxwell or Andy Coe in the Internship Office or Melissa 
Nichols in the Title IX Office. We are always willing to talk with you and help you determine how to 
best address your concerns.
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BUSINESS PROFESSIONAL
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WORK SCHEDULE
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YOU WILL BE GIVEN ACCESS TO VARIOUS TOOLS AS PART OF YOUR INTERNSHIP — 
��
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SYSTEM SETUP & USE
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PERFORMANCE &
LEARNING OUTCOMES
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ENDING YOUR INTERNSHIP
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TO HELP ENSURE YOUR SAFETY, CONSIDER EMPLOYING THE
FOLLOWING STRATEGIES:
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 �������n�����ns are considered mandatory reporters and are obligated to report instances of harassment to the Title IX Office ¥




