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1. Purpose 
The purpose of these guidelines is to establish basic procedures, provide general resources, and 
establish the difference between paid and unpaid positions as it relates to the use of interns. Please 
review all of the guidelines before submitting the “New Intern Submission Form” to your department 
head. 

 
2. Definition 

 
 
 
 
 
 
 
 
 
 
 
 

Internship 

An internship is an experiential learning experience that integrates knowledge 
and theory delivered as part of a curriculum with skill acquisition and practical 
application and in a workplace setting. 

Internships give students the opportunity to gain valuable applied experience 
and make connections in professional fields they are considering for career 
paths. 

Components of a Successful Internship Experience: 
• The experience has a defined beginning and end and includes a job 

description with desired qualifications. 
• Clearly defined learning objectives and goals related to the professional 

goals of the student’s academic coursework. 
• Supervision by a professional with expertise and educational and/or 

professional background in the field of the experience. 
• Regular performance feedback provided by the experienced supervisor. 
[Source: http://careers.osu.edu/students/buckeye-internships/what-is-an-internship/] 

 
• For the purposes of these guidelines, the terms practicum and internship 

are used interchangeably. 
• Internship assignments are tied to course curriculum and typically are 60 

hours to 150 hours in duration. 
• Internship assignments involve regular, direct instruction or other 

interaction with a supervisor to educate the intern on work being 
performed. 

3. Libraries’ Values and Paid Internships 
The Libraries’ equity value includes a commitment to social justice. Social justice generally embraces 
values such as equal worth of all individuals and their equal right to meet their basic needs. If 
student interns are contributing meaningful effort that we are deriving benefit from, we believe it is 
the right thing to do to pay them. Paying students for their work in the Libraries, even in the context 
of an internship, reflects this value. With our strategic focus on educationally purposeful student 
employment, we seek to support all of the students we employ in gaining important skills they can 
transfer to future work environments. 

 

4. Ethical and Legal Standards in Intern Placement 
Affirmative Action, Equal Employment Opportunity & Non-Discrimination 
The Ohio State University is committed to building and maintaining a diverse community to 
reflect human diversity and to   improve   opportunities   for   all.   The   university   is   committed 
to equal opportunity, affirmative action, and eliminating discrimination. This commitment is 
both a moral imperative consistent with an intellectual community that celebrates individual 
differences and diversity, as well as a matter of law. 

http://careers.osu.edu/students/buckeye-internships/what-is-an-internship/
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Ohio State does not discriminate on the basis of age, ancestry, color, disability, gender identity or 
expression, genetic information, HIV/AIDS status, military status, national origin, race, religion, sex, 
sexual orientation, protected veteran status, or any other bases under the law, in its activities, 
programs, admission, and employment. 

 
Maintaining a Fair and Equitable Intern Placement Process 
Our goal is to maintain a placement process that is fair and equitable and supports informed 
and responsible decision making by the students who pursue internship opportunities within 
University Libraries. This goal requires those engaged in the placement of interns to: 

1. “Practice reasonable, responsible, and transparent behavior; 
2. Act without bias; 
3. Ensure equitable access; 
4. Comply with applicable local, state and federal laws, and 
5. Protect confidentiality of students’ career and recruitment-related 

information.” 
[Sources: http://www.naceweb.org/career-development/organizational-structure/a-faculty-guide-to-ethical-and-legal- 
standards-in-student-hiring/ https://hr.osu.edu/wp-content/uploads/policy110.pdf] 

 

5. Intern Placement Process 
a) Hosting supervisor receives request for internship and description. Hosting Supervisor 

reviews request and funding requirements. 
b) Hosting supervisor submits “New Intern Submission Form” to department head for approval. 
c) Department head submits approved New Intern Submission Form to HR to confirm funding is 

available. 
d) Hosting supervisor partners with Faculty Internship Advisor (from host institution) and intern 

to complete “Learning Agreement” and “Internship Description” and submits to HR for 
evaluation. 

e) HR reviews “Learning Agreement” and “Internship Description” in relation to relevant 
guidelines to determine whether internship will be paid or unpaid assignment.  

f) (Paid internship) Hosting supervisor submits job requisition in Workday. (Expected 
timeframe: 2 to 5 days) 

g) (Paid internship) Hosting supervisor and recruiter coordinate with intern to submit 
application in Workday.  (Expected timeframe: 1 day) 

h) (Paid Internship) Recruiter sends offer letter in Workday. 
i) (Unpaid Internship) HR sends Unpaid Internship Agreement to intern via 

DocuSign.       (Expected timeframe: 1 day) 
j) Intern accepts offer. 
k) (Paid Internship) Recruiter initiates hiring process in Workday.  (Expected timeframe: 1 day) 
l) (Paid Internship) Intern completes hiring process via Workday and HR Connection. (Expected 

timeframe: 5 days) 
m) Intern starts and on-boarding. 
n) Supervisor mid-term check-in. 
o) Intern completes assignment. 
p) Intern unit presentation. (optional) 
q) End of intern appointment. 
r) Hosting supervisor submits any required documentation on student’s behalf reflecting on 

accomplishments. 
s) (Paid Internship) Hosting supervisor submits termination in Workday. 

 

6. Intern Badges and Access 
a) Hosting supervisor should work with Libraries IT regarding systems access. 
b) Building access will be considered on a case by case basis.  A BuckID is required for 

http://www.naceweb.org/career-development/organizational-structure/a-faculty-guide-to-ethical-and-legal-
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swipe access. 
c) Unpaid interns should not work unsupervised, therefore, building access should generally 

not be necessary. 
 

7. Intern Compensation 
a) Interns are paid as student employees in situations where an employment relationship exists as 

determined through Human Resources review described in Section 7. 
b) Student employment is considered temporary due to the nature of the work, hours worked, rate 

of pay, and benefit eligibility. These positions are intended to supplement operational needs, 
and not to replace regular employees. 

c) HR will set the rate of pay for interns by reviewing the following factors: 
• Prior related work experience 
• History of work experience in the department 
• Range and complexity of duties 
• Knowledge and skill requirements 
• Courses completed toward related degree 
[Source: https://hr.osu.edu/services/compensation/student-employees/] 

 
 

8. Evaluating the Intern 
a) The hosting supervisor will provide ongoing feedback to the intern throughout the internship 

experience. 
b) After the completion of the internship appointment, the hosting supervisor submits any required 

documentation (required by the academic credit-granting institution) on the student’s behalf. 
c) The hosting supervisor can consider the following thought-starters in offering ongoing feedback 

or in developing a final evaluation: 
1. How is the intern progressing on their internship goals and deliverables? 
2. How well are they accomplishing their tasks and deliverables? 
3. What are you noticing about the intern’s greatest strengths? Areas for continued 

improvement? 
4. Are there any areas where you have witnessed marked improvement or skill 

development? If so, what are they? 
5. Are there any aspects of the intern’s work with witch you are particularly impressed? If 

so, please describe them. 
d) Sample hosting supervisor questions for their intern: 

1. What parts of your internship are you enjoying the most? 
2. What parts are you enjoying the least? 
3. Are your tasks, responsibilities, and projects what you expected? 
4. Are you making progress or completing your internship’s goals and objectives? 
5. Are you getting the training, support, and resources to do your best work? If not, how 

might we address this? 
6. What opportunities are you finding for ongoing learning and professional development? 
7. What accomplishments are you proud? 
8. What aspects of the internship are most challenging? 
9. Have you discovered anything new about yourself professionally that you didn’t know 

before this internship? 
10. How is this internship shaping or contributing to your longer-term career goals? 
11. What did you wish you had known prior to starting your internship? 
12. What advice do you have for future interns with University Libraries? 

[From Effective Library Internships: A Toolkit for Success, Multnomah County Library, 
https://idealistcareers.org/internships/ 

https://hr.osu.edu/services/compensation/student-employees/
https://idealistcareers.org/internships/
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See Section 3. While the FLSA guidelines define minimum requirements for paying interns, the paid 
internships are the norm at University Libraries. 

See Section 3. Libraries has a norm of paying interns. Unpaid internships can only be offered 
after careful review and approval of the proposed internship by Human Resources. 

9. Final Presentation (optional) 
a) One method for measuring and celebrating the success of an intern’s experience is to have each 

intern present their accomplishments to unit staff and faculty. 
b) This presentation serves three primary purposes: 

a. Organizing the work output into a form that can be incorporated into a program review; 
b. Recognizing the work of the intern with staff and faculty; and 
c. Informing staff and faculty about intern accomplishments. 

[Source: Effective Library Internships: A Toolkit for Success, Multnomah County Library] 
 

Appendix 
 

Paid Interns under FLSA 

a) Courts have used the “primary beneficiary test” to determine whether an intern or student is, in 
fact, an employee under the FLSA.2 Courts have identified the following seven factors as part of 
the test: 

1. The extent to which the intern and the employer clearly understand that there is no 
expectation of compensation. Any promise of compensation, express or implied, suggests 
that the intern is an employee—and vice versa. 

2. The extent to which the internship provides training that would be similar to that which 
would be given in an educational environment, including the clinical and other hands-on 
training provided by educational institutions. 

3. The extent to which the internship is tied to the intern’s formal education program by 
integrated coursework or the receipt of academic credit. 

4. The extent to which the internship accommodates the intern’s academic commitments by 
corresponding to the academic calendar. 

5. The extent to which the internship’s duration is limited to the period in which the 
internship provides the intern with beneficial learning. 

6. The extent to which the intern’s work complements, rather than displaces, the work of 
paid employees while providing significant educational benefits to the intern. 

7. The extent to which the intern and the employer understand that the internship is 
conducted without entitlement to a paid job at the conclusion of the internship. 

b) Courts have described the “primary beneficiary test” as a flexible test, and no single factor is 
determinative. Accordingly, whether an intern or student is an employee under the FLSA 
necessarily depends on the unique circumstances of each case. 

c) If the intern/ student is engaged in Libraries operations or is performing productive work (for 
example, filing, clerical work, or assisting patrons), then the fact that they may be receiving 
some benefits in the form of a new skill or improved work habits does not exclude us from the 
obligation to pay the student since Libraries receives benefit from the work. 
If analysis of these circumstances reveals that an intern or student is actually an employee, then 
he or she is entitled to both minimum wage and overtime pay under the FLSA. On the other 
hand, if the analysis confirms that the intern or student is not an employee, then he or she is not 
entitled to either minimum wage or overtime pay under the FLSA. 
[Source: https://www.dol.gov/whd/regs/compliance/whdfs71.htm] 

 

Legal Guidelines for Unpaid Internships 

 

a) For the unpaid intern exception to apply, the purpose of the internship must not be to perform 

d) 

https://www.dol.gov/whd/regs/compliance/whdfs71.htm#2
https://www.dol.gov/whd/regs/compliance/whdfs71.htm
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productive work. The more an internship program is structured around a classroom or academic 
experience, as opposed to the employer’s actual operations, the more likely the internship will 
be viewed as an extension of the individual’s educational experience. The more the internship 
provides the individual with skills that can be used in multiple employment settings, as opposed 
to skills particular to one employer's operation, the more likely the intern would be viewed as 
receiving training. Under these circumstances, the intern does not perform the routine work of 
the business on a regular and recurring basis, and the business is not dependent upon the work 
of the intern. If an employer uses interns as substitutes for regular workers or to augment its 
existing workforce, these interns will be viewed as employees. If the employer would have hired 
additional employees or required existing staff to work additional hours had the interns not 
performed the work, then they will be viewed as employees and entitled compensation under 
the FLSA. (Please partner with Human Resources with questions about what constitutes 
“productive” work.) 

b) Conversely, if the employer is providing job shadowing opportunities that allow an intern to 
learn certain functions under the close and constant supervision of regular employees, but the 
intern performs minimal or no work, the activity is more likely to be viewed as a bona fide 
educational experience. On the other hand, if the intern receives the same level of supervision 
as the employer’s regular workforce, this would suggest an employment relationship, rather 
than training. See Fact Sheet #71: Internship Programs Under The Fair Labor Standards Act. 

c) In addition, the internship should be of a fixed duration, established prior to the outset of the 
internship. Unpaid internships should not be used by the employer as a trial period for 
individuals seeking employment. 

d) To reduce the potential for a lawsuit, the focus of a compliant internship program should be on 
providing interns with learning opportunities that build transferable skills that are aligned with 
specific learning objectives and can be used in multiple employment settings. 

e) The following includes some recommended criteria for establishing an intern relationship: The 
experience must be an extension of the classroom: a learning experience that provides for 
applying the knowledge gained in the classroom (there should be some academic or educational 
component incorporated in the internship, e.g., written materials that cover learning objectives; 
shadowing experiences; experiential learning experiences). 
1. The experience provides academic credit to the intern and assists them in understanding the 

“real world” of their profession. 
2. The skills or knowledge learned must be transferable to other employment settings. 
3. The individual does not displace regular employees or existing staff. If the employer would 

have hired additional employees or required staff to work additional hours had the interns 
not performed the work, then it is an employment relationship. 

4. The experience has a defined beginning and end with no promise of employment at the end 
of the internship. 

5. Prior to the beginning of the internship there are clearly defined learning objectives/goals 
related to the professional goals of the student’s academic coursework. At the end of the 
internship, there is an established process for reflection on the learning objectives 
established earlier. 

6. There is close supervision by a professional with expertise and educational and/or 
professional background in the field of the experience. 

7. There is routine feedback by the experienced supervisor. 
8. There are resources, equipment, and facilities provided by the host employer that support 

learning objectives/goals. 
f) All students participating in unpaid internships must sign an unpaid internship agreement prior 

to the first day of their assignment. 
g) The supervisor hosting interns should: 

1. Be clear with student that there will be no remuneration for their services and they 
should not expect anything in return for the services they perform as an intern or 
student. 
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2. Notify student that they are not covered under workers compensation should they be 
injured during the course of their internship. 

3. Collect emergency contact information from student. 
[Source: OSU Office of Legal Affairs] 

 
 

Code of Conduct 
a) Interns should be mindful that, in the eyes of the public, they function as representatives of the 

Libraries. 
b)  All people entering the library are our patrons, including students, faculty, staff members, and 

people from the community. Library services shall be rendered on a strictly impartial basis to all 
patrons. Three keys to positive personal interactions: 

1. Always treat the customer with dignity and do not degrade them or their questions. 
2. Be understanding, aware of, and sensitive to our customers' needs and concerns. 
3. Sometimes to clarify what someone needs it's helpful to ask questions in order to come 

up with an answer or workable solution. Sometimes a person's needs may be met but 
just answering a question but at other times more active assistance is necessary. Be sure 
to listen carefully to what the patron is saying and ask clarify questions. 

c)  While there is no formal dress code for Libraries, interns are expected to use discretion in 
wearing clothing that is comfortable, non-offensive, and appropriate for the job functions being 
performed. For safety reasons, shoes are always required. 

d) Interns shall maintain commonly accepted levels of personal hygiene. 
e) Interns are prohibited from smoking in the library or anywhere on campus. 
f)  Prohibited Conduct: Any student found to have engaged, or attempted to engage, in any of the 

following conduct while within the university’s jurisdiction, as set forth in rule 3335-23-02 of the 
Administrative Code, will be subject to disciplinary action by the university. For the purposes of 
this section, attempt shall be defined as conduct that, if successful, would constitute or result in 
the prohibited conduct. 

g)  Academic misconduct: Any activity that tends to compromise the academic integrity of the 
university or subvert the educational process. Examples of academic misconduct include, but are 
not limited to: 
(1) Violation of course rules as contained in the course syllabus or other information provided to 

the student; 
(2) Knowingly providing or receiving information during examinations such as course 

examinations and candidacy examinations; or the possession and/or use of unauthorized 
materials during those examinations; 

(3) Knowingly providing or using unauthorized assistance in the laboratory, on field work, in 
scholarship or on a course assignment; 

(4) Submitting plagiarized work for an academic requirement. Plagiarism is the representation 
of another’s work or ideas as one’s own; it includes the unacknowledged word-for-word use 
and/or paraphrasing of another person’s work, and/or the inappropriate unacknowledged 
use of another person’s ideas; 

(5) Submitting substantially the same work to satisfy requirements for one course or academic 
requirement that has been submitted in satisfaction of requirements for another course or 
academic requirement without permission of the instructor of the course for which the work 
is being submitted or supervising authority for the academic requirement; 

(6) Falsification, fabrication, or dishonesty in creating or reporting laboratory results, research 
results, and/or any other assignments; 

(7) Serving as, or enlisting the assistance of, a substitute for a student in any graded 
assignments; 

(8) Alteration of grades or marks by the student in an effort to change the earned grade or 
credit; 

(9) Alteration of academically-related university forms or records, or unauthorized use of those 
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forms or records; 
(10) Engaging in activities that unfairly place other students at a disadvantage, such as taking, 

hiding or altering resource material, or manipulating a grading system; and 
(11) Violation of program regulations as established by departmental committees and made 

available to students. 
h) Endangering health or safety: 
(1) Endangering behavior: Taking or threatening action that endangers the safety, physical or 

mental health, or life of any person, or creates a reasonable fear of such action. 
(2) Stalking: Engaging in a pattern of unwanted conduct directed at another person that 

threatens or endangers the safety, physical or mental health, or life or property of that 
person, or creates a reasonable fear of such a threat or action. When stalking is sex- or 
gender-based, it falls under sexual misconduct. 

i) Sexual misconduct: Sexual misconduct in any form is never acceptable. Students are 
responsible to know and adhere to the sexual misconduct policy which can be found at 
http://hr.osu.edu/public/documents/policy/policy115.pdf. 

j) Destruction of property: Actual or threatened damage to or destruction of university property 
or property of others, whether done intentionally or with reckless disregard. 

k) Dangerous weapons or devices: Storage or possession of dangerous weapons, devices, or 
substances including, but not limited to, firearms, ammunition or fireworks, unless authorized by 
an appropriate university official or permitted by a university policy, even if otherwise permitted 
by law. Use or misuse of weapons, devices, or substances in a manner that causes or threatens 
serious harm to the safety or security of others. 

l) Dishonest conduct: Dishonest conduct, including, but not limited to: knowingly reporting a false 
emergency; knowingly making false accusation of misconduct; misuse or falsification of 
university or related documents by actions such as forgery, alteration, or improper transfer; 
submission of information known by the submitter to be false to a university official. 

m) Theft or unauthorized use of property: Theft or the unauthorized use or possession of 
university property, services, resources, or the property of others. 

n) Failure to comply with university or civil authority: Failure to comply with legitimate directives 
of authorized university officials, law enforcement or emergency personnel, identified as such, in 
the performance of their duties, including failure to identify oneself when so requested; or 
violation of the terms of a disciplinary sanction. 

o) Drugs: Use, production, distribution, sale, or possession of drugs in a manner prohibited under 
law or applicable university policy or facility policy. This includes, but is not limited to, the misuse 
of prescription drugs. 

p) Alcohol: Use, production, distribution, sale, or possession of alcohol in a manner prohibited 
under law or applicable university policy or facility policy. 

q) Unauthorized presence: Unauthorized entrance to or presence in or on university premises. 
r) Disorderly or disruptive conduct: Disorderly or disruptive conduct that unreasonably interferes 

with university activities or with the legitimate activities of any member of the university 
community. 

s) Hazing: Doing, requiring or encouraging any act, whether or not the act is voluntarily agreed 
upon, in conjunction with initiation or continued membership or participation in any group that 
causes or creates a substantial risk of causing mental or physical harm or humiliation. Such acts 
may include, but are not limited to, use of alcohol, creation of excessive fatigue, and paddling, 
punching or kicking in any form. 

t) Student conduct system abuse: Abuse of any university student conduct system, including       but     
not limited to: 

(1) Failure to obey the summons or directives of a student conduct body or university official; 
(2) Falsification, distortion, or misrepresentation of information before a student conduct 

body; 
(3) Disruption or interference with the orderly conduct of a student conduct proceeding; 
(4) Knowingly instituting of a student conduct proceeding without cause; 

http://hr.osu.edu/public/documents/policy/policy115.pdf
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All students participating in unpaid internships must sign an unpaid internship agreement prior to 
the first day of their assignment. 

(5) Discouraging an individual’s proper participation in, or use of, a university student conduct 
system; 

(6) Influencing the impartiality of a member of a student conduct body prior to, and/or during 
the course of a student conduct proceeding; 

(7) Harassment and/or intimidation of a member of a student conduct body prior to, during, 
and/or after a student conduct proceeding; 

(8) Failure to comply with one or more sanctions imposed under the code of student conduct; 
and 

(9) Influencing another person to commit an abuse of a university student conduct system. 
o)  Violation of university rules or federal, state, and local laws. Violation of other published 

university rules, policies, standards, guidelines, or violations of federal, state, or local law. 
University rules, policies, standards, or guidelines include, but are not limited to, those which 
prohibit the misuse of computing resources, rules for student groups or organizations, and 
residence hall rules and regulations. 

p) Riotous behavior: 
(1) Participation in a disturbance with the purpose to commit or incite any action that presents 

a clear and present danger to others, causes physical harm to others, or damages property. 
(2) Proscribed behavior in the context of a riot includes, but is not limited to: 

i) Knowingly engaging in conduct designed to incite another to engage in riotous behavior; 
and 

ii) Actual or threatened damage to or destruction of university property or property of 
others, whether done intentionally or with reckless disregard; and 

iii) Failing to comply with a directive to disperse by university officials, law enforcement or 
emergency personnel; and 

iv) Intimidating, impeding, hindering or obstructing a university official, law enforcement or 
emergency personnel in the performance of their duties. 

(3) This rule shall not be interpreted as proscribing peaceful demonstrations, peaceful picketing, 
a call for a peaceful boycott, or other forms of peaceful dissent. 

q)  Recording without knowledge: Using electronic or other means to make a video, audio, or 
photographic record of any person in a location where there is a reasonable expectation of 
privacy without the person’s prior knowledge, when such a recording is likely to cause injury, 
distress, or damage to reputation. This includes, but is not limited to, taking video, audio, or 
photographic records in shower/locker rooms, residence hall rooms, and restrooms. The storing, 
sharing, and/or distributing of such unauthorized records by any means is also prohibited. 

r)  Public urination or defecation: Urination or defecation in a place such as a sidewalk, street, 
park, alley or yard, residence hall space, or on any other place or physical property that is not 
intended for use as a restroom. 

[Source: https://trustees.osu.edu/rules/code-of-student-conduct/3335-23-04.html] 

 
Unpaid Internship Agreement 

 

Unpaid Internship Agreement 
 

For the purpose of obtaining work experience and/or specialized training, has 
agreed to offer you an unpaid internship as outlined in Attachment A. You must accept the College’s 
offer on the terms set out in this Internship Agreement. 

 
The internship is an educational experience and you will receive no financial benefits and/or 
compensation. During the internship, you will complete the tasks, projects, and/or learning outcomes 
as outlined in Attachment A. The internship is for your express, educational benefit. You will perform 

https://trustees.osu.edu/rules/code-of-student-conduct/3335-23-04.html
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the internship under the supervision of faculty and/or staff. You will not be used as a 
regular employee and the College does not expect to derive immediate advantage from the activities 
you perform during the internship. You are not an employee of the College as a result of performing 
the internship, and you are not entitled to employment with the College at the conclusion of the 
internship. 

 
While performing the Internship, you acknowledge your obligation to: 

• Complete tasks, projects, and learning objectives to the best of your ability. 
• Comply with all lawful and reasonable directions and instructions given to you by employees 

of the College during the course of the internship. 
• Comply with any and all College policies and procedures that apply, or may apply, to you 

during the course of the internship. 
• Undergo any and all training that the College deems necessary to enable you to safely and 

efficiently perform your duties during the internship. 
 

Additionally, you accept that the internship may be terminated prior to the end date at the sole 
discretion of . This document does not serve as an employment contract, but rather 
specifies the goals, intent, and details of the internship. This Internship Agreement, including 
Attachment A, constitutes the entire agreement of the parties with respect to the internship. 

 
If you have any questions about the terms outlined in this Internship Agreement, please contact your 
internship supervisor as listed below. 

 
Department/Area of Internship Start Date End Date 

Internship Supervisor Name Email Phone 

Human Resources Manager   

 
My signature below indicates my acceptance of the terms and conditions outlined in this Internship 
Agreement as well as the terms and conditions set forth in Attachment A. 

 
Intern Signature Date 

 
[Source: OSU Office of Legal Affairs] 
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o Hosting Supervisor partners with Faculty Internship Advisor (from host institution) and intern to 
complete “Learning Agreement” and “Internship Description” and submits to HR for evaluation. 

o HR reviews “Learning Agreement” and “Internship Description” in relation to FLSA guidelines to 
determine whether internship will be paid or unpaid assignment. HR submits HRA to create position. 

Attachment A: Learning Agreement and Internship Description 

 

Intern tasks/role: 
 

 
 
 
 

Specific projects intern will work on/assist with: 

 
 
 
 
 

Learning outcomes for intern: 
 

 
 
 
 

Additional comments regarding internship: 
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o Hosting Supervisor submits “New Intern Submission Form” to department head for approval 
o Department head submits approved New Intern Submission Form to HR to confirm funding is 

available. 

New Intern Submission Form 

 

Full Name of Intern: Click here to enter text. 

Is intern a current OSU Student/Staff member? Choose an item. 

Start Date: Click here to enter text. 
 

Estimated End Date: Click here to enter a date. 
 

Brief Description of Duties: Click here to enter text. 
 

Will intern require an OSU email account or IT access? Choose an item. 

 
Department/Area of Internship Start Date End Date 

Internship Supervisor Name Email Phone 

Human Resources Name   
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Intern On-boarding Checklist 
Hosting Supervisor 
New Intern On-boarding Checklist 

Yes N/A Comments 

 Pre-Arrival  
Review request for internship and internship description provided by 
Faulty Internship Advisor 
Submit New Intern Submission Form to HR 

 

 

 

 

 

Contact intern prior to start date: 
 Welcome him/her to your Unit. 
 Confirm start date, time, where. 
 Explain parking options: 

http://www.campusparc.com/osu/visitors-patients/visitor- 
parking (Tech Center/Archives has visitor parking) 

 

 
 

  

Ensure work area is identified and ready: computer, phone, supplies, 
and other office equipment. 
 To request phone, contact xxx 
 To reset phone voicemail password, contact 8-HELP. 
 Use online IT Service Request Form to request computer and 

monitor if needed and one is not available. 

 

 
 

  

(Unpaid Interns) 
Use Sponsored Guest Account Form to request temporary name.# and email 
account. Send completed forms to Christine OConnell: 
oconnell.145@osu.edu 

 
The Sponsored Guest form is available at: 
http://ascbsc.osu.edu/sites/ascbsc.osu.edu/files/Sponsored%20Gue 
sts%20Form.pdf 

 
 
 
 

 

 
 
 
 

 

 

Badge Access Requests to:  
 

 
 

 

 
 

 
 

 

 

Brent Lewis: lewis.1834@osu.edu  
Collect departmental orientation materials to make available the first 
day. Prepare necessary maps, commonly used links (OSUL home 
page, find people, system links), phone numbers and other useful 
tools. 
Arrange training schedule: in-person system trainings, online 
trainings meetings with key constituents (customize as needed). 

 

 
 

  

Schedule time to spend with intern during the first week 
 

 
 

  

Be prepared to discuss responsibilities and/or project scope with 
intern. 

 

 
 

  

 First Day/Week  Introduce intern to staff/provide tour of 
facility. Point out restrooms, break rooms and vending. Inform intern 
of nearby food and services. 

 

 
 

  

Set-up and orient employee to office procedures and equipment: 
phone, computer, copier, printer, scanner, fax, office supplies. 
Discuss e-mail, phone, voicemail, etc. both from a how to perspective 
as well as use for business purposes. 

 
 
 

 
 

http://www.campusparc.com/osu/visitors-patients/visitor-parking
http://www.campusparc.com/osu/visitors-patients/visitor-parking
http://library.osu.edu/about/contact-us/it-service-request/
mailto:oconnell.145@osu.edu
http://ascbsc.osu.edu/sites/ascbsc.osu.edu/files/Sponsored%20Guests%20Form.pdf
http://ascbsc.osu.edu/sites/ascbsc.osu.edu/files/Sponsored%20Guests%20Form.pdf
mailto:lewis.1834@osu.edu
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Paid Interns: 
Discuss how to record hours and submit timesheets in Workday.   

 

 
 

 
 

Discuss attendance expectations and call-off procedures.  

 
 

 
 

Use online IT Service Request Form to request: 
Must have name.# before employee can obtain. 

 
 
 
 

 

 
 
 
 

 

 

AD Account for New Hire for access to group space, and to 
request an IT staff member provide support on 1st day, 

Identify potential peer-mentor as appropriate. 
 

 
 

  

Meet with intern to discuss (customize agenda as necessary):  
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 

a) Broad overview of expectations, responsibilities, hours, project 
scope, etc. 

b) Share culture and history of the department/unit. 

c) Discuss organizational chart. 

d) Immediate and Long-Term Department/Unit needs. 

e) Set report method and confirm schedule. 

f) Set routine communication method e.g. best way to 
communicate with manager. 

g) Emergency communication methods. 

h) Procedure for calling off and/or requesting time away. 

i) Safety/Building Issues (Fire/Tornado/Emergency procedures). 

Send intern to obtain Buck ID – Information on how to obtain is 
available online at buckid.osu.edu/manage_firstcard.asp, 

 
 

 
 
 
 

 

 
 

 
 
 
 

 

 

Purchase parking permit – Information on how to obtain is available 
online at http://www.campusparc.com/osu/. 

 

http://library.osu.edu/about/contact-us/it-service-request/
https://buckid.osu.edu/manage_firstcard.asp
http://www.campusparc.com/osu/
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