TEXAS
INTERNSHIP
CHALLENGE

——

Internship
Onboarding
Guide

What is Onboarding?

Onboarding is the process of helping new
interns adjust to social and performance
aspects of their new internships quickly
and smoothly. This should always be a
priority for your HR department.

Formal Onboarding

Formal Onboarding refers to a written

set of coordinated policies and procedures
that assist an employee or intern in adjusting
to their new job.

Informal Onboarding

Informal Onboarding refers to the process

by which an employee or intern learns about
their new job without an explicit
organizational plan.

For Assistance:

WFSupportDesk@twc.texas.gov
512-463-4210
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Outcomes

e Create a structured one to two week
onboarding process.

e Ask the intern to write an internship plan
in their first week. Ask them to include
any projects and tasks included in the
position description used during hiring.
Encourage them to include any other
experiences they would like to have
during their internship.

* Provide a method that allows interns the
ability to ask questions. Come up with
a list of questions and answers covering
common areas of concern. Have goals
clearly stated.

* Provide interns with a mentor.

* Make the first day on the internship
special (ex: Take them to lunch and get
to know them).

* Treatf the process as a celebration rather
than an administrative task.

* Cover best practices, technology,
and equipment. Ensure they have the
tools and support needed.

e Stay in fouch with interns after they
complete their internship and be
available as a professional resource.
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This document contains vital information about requirements, rights, determinations, and/or responsibilities for accessing workforce

system services. Language services, including the interpretation/translation of this document, are available free of charge upon request.

Este documento contiene informacion importante sobre los requisitos, los derechos, las determinaciones y las responsabilidades del

acceso a los servicios del sistema de la fuerza laboral. Hay disponibles servicios de idioma, incluida la interpretacion y la traduccion de

documentos, sin ninglin costo y a solicitud. Tai liéu nay cé thong tin quan trong vé cac yéu cau, quyén han, quyét dinh, va/hodc trach

nhiém d& str dung cac dich vu ctia hé théng nhan Iwc. Cac dich vu tro giip ngdn ng, bao gdm théng dich/chuyén ngi tai liéu nay, cé
s&n mién phi khi quy vi yéu ciu.
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