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IS IT NECESSARY TO GIVE INTERNS A 
FULL INDUCTION?
Even though your interns may have excellent 

qualifications or some previous industry experience, 

it will still feel like a very new experience for them 

when they start working for you. In addition, because 

internships can be relatively short compared with a 

full-time position, it is essential that interns settle in 

as quickly as possible. A well-designed induction 

process can make an intern’s transition into 

the world of work a smooth and enjoyable 

experience as well as helping your organisation 

by integrating your new member of staff as 

quickly and effortlessly as possible, which is why 

we recommend taking sometime to think about their 

induction carefully. Even though the internship may 

only last for a few months, you must still prepare for 

their arrival.

WHAT SHOULD THE INDUCTION 
PROCESS INCLUDE?
We suggest including the following elements in your 

induction programme:

• an introduction to your company, including its 

history, products and services, culture and values

• how your company is structured (providing the 

intern with photos and names of their colleagues is 

always very helpful, if you can manage it)

• a brief introduction to the senior members of your 

company as well as the people that the intern will 

be working with on a regular basis 

• a tour of your facilities, including work areas, 

‘breakout’ areas, where to get food from inside or 

outside your company, where the nearest toilets 

are and where the fire exits are situated

• health and safety information (this is a legal 
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We hope that you have found this internship guide useful 

for either starting an internship programme or improving 

your current offering. Because the CIPD is dedicated to 

promoting best practice and improving the productivity 

of workplaces throughout the UK, we are more than 

happy for this guide to be distributed to any colleagues, 

businesses or other organisations that you feel might 

benefit from reading it.

In addition to the advice provided thus far in the guide, 

we have included three additional sections on the 

following pages:

1  Checklist for running an internship: The checklist 

is designed to help you reflect on the content of 

this guide. It can either be used as a stand-alone 

section for your own purposes or combined with the 

Internship Agreement.

2  Internship Agreement: This is a purely voluntary 

agreement that gives you the option of formalising 

your internship with regard to what will happen 

during the programme as well as demonstrating your 

commitment to what we have outlined in this guide.

3  Links to further information: There are several 

other organisations and initiatives with information 

regarding internships.

Best wishes to both you and your interns, and good luck 

for the future.

FINAL THOUGHTS

If you would like to find out more about the  

work of the Learning to Work programme at  

the CIPD, please visit our website at  

www.cipd.co.uk/learningtowork
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Recruitment (page 4)
I have decided what application system I will use for our internship (for example standard application 
form, CV plus covering letter). 

I will ensure that the application process is fair, open and accessible.

The job advert includes all the necessary details (for example the length of the internship, the main 
duties for the intern, the possibility of a permanent job).

I have devised an appropriate set of interview questions and will conduct the interview in the same 
way as I would for permanent staff.

Induction (page 6)
The intern’s induction programme includes the necessary elements (for example an introduction to 
your company, a tour, health and safety information).

I have got copies of any relevant documentation and forms ready for the intern when they arrive.

I have arranged dates and times for the intern to meque cl tpeoxample yand wibes Irkveriwith, CV plto 

I hall sultangcl tNaductal Minimum W(palegislentation acle ll firm1(e thmythe inter)-87.9(nsh0( )]TJ
0 -1.4 TDve arrauitmeedheny r8.s8(n thss legislentatn).)]TJ
ET
4 M 
509.1531212.143 10.923 10.923 re
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Supervision (page 8)
I will appoint an experienced mentor for our intern who can guide them through their internship 
and offer them support, particularly in the first few weeks.

I have put in place a suitable mechanism for training and supervising the intern as they carry out 
their daily tasks.

Regular performance reviews (either weekly or monthly) have been scheduled for the intern and 
their line manager to discuss both their current and future work.

I have arranged dates and times for the intern to meet all the people they will be working with, plus 
any relevant senior staff.

Reference and feedback (page 9)
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LINKS TO FURTHER INFORMATION

KITEMARK SCHEMES FOR INTERNSHIPS 
AND WORK PLACEMENTS

National Council for Work Experience:  
www.work-experience.org

Internocracy:  
www.internocracy.org

ADVERTISING YOUR INTERNSHIPS

Graduate Talent Pool:  
http://graduatetalentpool.direct.gov.uk/ 

Jobcentre Plus:  
www.jobcentreplus.gov.uk/JCP/Employers/ 

Milkround:  
www.milkround.com

Prospects:  
www.prospects.ac.uk

GOVERNMENT DEPARTMENTS AND 
INITIATIVES RELATED TO INTERNSHIPS

Department for Business, Innovation and Skills:  
www.bis.gov.uk 

Directgov:  
www.direct.gov.uk 

Gov.UK:  
www.gov.uk/find-internship

INFORMATION FOR INTERNS

Interns Anonymous:  
http://internsanonymous.co.uk 

Intern Aware:  
www.internaware.org 

Prospects (graduate recruitment website):  
www.prospects.ac.uk 

Milkround:  
www.milkround.com 




