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GETTING STARTED:  

First Steps to a Successful Internship 
First Meeting

· Try to make it informal so that it is comfortable.

· Focus on getting to know each other.  Share information about yourself; ask questions of the other.

· Complete the Getting to Know You questionnaire prior to the meeting.  Share your answers with the mentor/student and feel free to ask questions or discuss along the way.  Leave the questionnaire with the other party so they can refer to it later. 
· Mentor could give student a tour of the workplace and introduce the student to a few other employees.

Second Meeting

· Have this meeting shortly after the first meeting (about a week later if possible).
· Review expectations of mentors and students together (see MAOS Overview). Discuss any other expectations or requirements.

· Start working on the Internship Goal Planning Worksheet

· Mentor should lead the discussion.  Question the student to explore career and internship interests (e.g. Do you have any ideas about what you’d like to do or accomplish during this internship?  What could you get out of this internship that would be valuable for you?)

· Mentor should be prepared to suggest possible internship activities and goals. Identify at least one goal that would guide the student’s activities during the beginning of the internship.
· Complete the Internship Goal Planning Worksheet together.  The process of completing this worksheet will help you identify specific activities and timelines for the student.  It will help both mentor and student create and maintain a meaningful internship.  Mentor and student should keep a copy of the completed Internship Goal Planning Worksheet.   

Following Meetings

· Mentor should ensure that regular meetings are held for sharing of information and relationship building.  
· Using the Internship Goal Setting Worksheet can help structure these meetings. Review goals, associated activities and progress on a regular basis.  
· Feel free to add or revise goals, actions, timelines, etc. as appropriate.  
· Ask questions.  What are you learning?  What do you like best about what you do?  What could I do to help you?   
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