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Supervisor Checklist for New Interns 
Supervisor:      



Intern:      
	BEGINNING OF SEMESTER CHECKLIST
· Identify your intern(s) via spreadsheet from intern coordinator (i.e. Amie Riesen)
· Contact intern via email 
· Introduce yourself as student’s supervisor

· Share your contact info (office phone, cell phone, email, etc)

· Confirm  # of units/ hrs that student signed-up for (i.e. 2 units (90 hrs) or 3 units (135 hrs))

· Confirm student availability, transportation concerns or future day off requests (e.g. exams, personal days off, holiday breaks, etc) 
· Set-up a time to meet at 25 Main street, and give intern your office # in Suite 101 or 201

· Attach electronic copy of ‘Intern Objectives and Performance Evaluation’ document and remind them to review this doc before first meeting
· On first day meeting:

· Please send the intern’s schedule to Shawna Rubottom (srubottom@mail.csuchico.edu)so she may assign a computer work station ASAP
· Encourage student to use CSU, Chico email address and remind them to add their intern signature on their email
· Show intern how to log into computer, including encryption and where passwords are stored and where office supplies are located

· Show  intern the printer locations and corresponding printer names on their computer

· Briefly show the intern where the copiers are and what codes to use depending on use
· Show intern the Program and Admin drives and where personal folders are kept

· Give intern a SCNAC t-shirt from the Resource Center if he or she did not get one at the intern orientation trainings. Remind the intern that we want the SCNAC name represented and seen every time we are out in the field.

· Determine need for possible field work and driving
· If intern will be going or possibly going out in the field, the intern will need live-scanning and paperwork for driving

· Send intern to Susan Van Horn or Kathy Watje in Admin to fill out Charge Authorization Form (CAF) so that the live-scanning will be paid and to fill out paperwork for driving
· Review ‘Intern Objectives and Performance Evaluation’ with intern 
· Complete at least 5 objectives with your intern that follow SMART principles:
· Specific [State what will be achieved by using action-oriented words, e.g. increase, reduce, provide, establish, eliminate, etc.]
· Measurable [Give actual measurements like # of events attended, # of projects worked, quality of work produced, rating of at least ‘above average’ in evaluation, etc.]
· Achievable [The objective should be challenging, yet achievable. Not things beyond the control of the intern or excessive (e.g. complete 2 activity reports, not 10). It is more motivating to have fewer, clear objectives which can be completed to a high standard than a long list of objectives that will not happen.]
· Relevant [Explain why the objective is important ]

· Time-framed [Give deadline for completion, but be realistic and spread work throughout semester, considering breaks and exams and review progress mid-semester
· Review Performance Evaluation portion with intern so he or she knows WHAT we expect of them BEFORE they start their internship (e.g. they may not know that 4 dress code violations over the semester is considered “poor”)

· Remind intern about completing Activity Logs 
· Remind intern to communicate with you if they are having personal problems, want new experiences at CNAP, are confused, etc.

	MID SEMESTER CHECKLIST

· Set-up date for mid-semester evaluation of objectives (before 8th week in semester)

· Evaluate progress of objectives and revise/ change as needed
· Inform intern about the process for continuing the internship next semester (see dates on CNAP web site) or any applications for paid positions
· Let intern know about the formal performance evaluation before finals week

· Great opportunity for interns to learn performance evaluation process
· Explain that they are to keep track of their accomplishments (can refer to weekly activity log) and weaknesses and will be given the opportunity to put those accomplishments and weaknesses in the “intern comments” sections

· Faculty supervisor will also review and sign-off on their evaluation

	END OF SEMESTER CHECKLIST

After the evaluation has been given and signed:

· Make a copy for the intern to keep, a copy for your records, and the original needs to go to the Assistant Director where the PEs will be kept on file

· As the document indicates, also have the interns complete the anonymous on-line intern satisfaction survey that Amie Reisen will send them

· Send an e-mail to Kathy Watje, Susan Van Horn, Amie Riesen, and Stephanie Bianco-Simeral indicating that your intern’s PE has been completed and let us know if he or she will be re-applying for “continuing internship” or a “paid position”
· If the intern will be permanently leaving, have intern: 

· Save pertinent documents in alternative folder from shared drive and remove their personal folder from shared drive 
· Remove personal items from workstation 

· Change signature on e-mail messages
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