Intern Onboarding Checklist (Best Practices)
1. Pre-Arrival (1–2 Weeks Before Start)
☐ Send offer letter and confirmation details
☐ Complete HR documents (I-9, tax forms, confidentiality agreements)
☐ Set up email, accounts, and system access
☐ Prepare workspace or remote setup instructions
☐ Provide start-date logistics
☐ Send welcome email from supervisor
☐ Share team chart and project overview
☐ Provide internship schedule
2. First Day
☐ Welcome meeting with supervisor
☐ Team introductions
☐ Overview of organization mission and structure
☐ Review goals, expectations, communication norms
☐ Provide intern handbook/materials
☐ Set up technology and logins
☐ Explain IT support
3. First Week
☐ Review role description
☐ Discuss learning objectives
☐ Review project scope and deliverables
☐ Provide examples/templates
☐ Assign first tasks with deadlines
☐ Schedule weekly 1:1 meetings
☐ Introduce key collaborators
☐ Review work policies
☐ Clarify communication methods
☐ Explain feedback process
4. Weeks 2–4
☐ Provide skill-building opportunities
☐ Review progress in weekly check-ins
☐ Invite intern to meetings and events
☐ Provide ongoing feedback
☐ Encourage team culture participation
5. Midpoint
☐ Conduct midpoint evaluation
☐ Review and adjust learning objectives
☐ Assess project progress
☐ Discuss support needs
☐ Hold career conversation
6. Final Weeks
☐ Support completion of final deliverables
☐ Schedule final presentation
☐ Provide feedback on final work
☐ Supervisor completes final evaluation
☐ Intern completes experience survey
☐ Hold final 1:1 meeting
7. Wrap-Up and Offboarding
☐ Return equipment
☐ Close accounts and access
☐ Update HR records
☐ Provide résumé or LinkedIn support
☐ Discuss future opportunities
☐ Encourage ongoing connection
8. Optional Enrichment
☐ Invite intern to leadership lunch
☐ Host cohort event
☐ Add intern to staff communication channels
☐ Provide curated trainings or articles
