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Intern Welcome Packet

Welcome Message
Welcome to [Company Name]! We are thrilled to have you join us as a [Internship Role Title]. Your journey with us will be a valuable opportunity to learn, grow, and contribute meaningfully to our team.
This internship is designed to offer hands-on experience, insights into our industry, and mentorship to help you reach your goals. Your internship will be a chance to grow your skills, explore a professional work environment, and contribute meaningfully to our team.
Throughout your experience, you’ll be supported by mentors, given clear goals, and encouraged to ask questions and share ideas. Whether you’re working remotely, hybrid, or on-site, we’re committed to helping you succeed. We’re here to support you every step of the way and look forward to the contributions you’ll make. 
Let’s make this a meaningful and enjoyable experience together!
Welcome aboard!
Warm regards,
[Supervisor’s Name and Job Title]
[Contact Information]
_______________________________________________________

Getting Started Guide for Internship Success
This packet has been designed to equip you with the essential insights and best practices to help you make the most of your internship experience. The guidance provided here will support your professional growth, build your confidence, and set you up for success from day one.
Please take time to carefully review the following key sections:
1. [bookmark: _Hlk201055916]How to Succeed as an Intern
2. Questions To Ask During Your Internship
3. Social Media Guidelines
4. Tips for Working Remotely (if applicable)




1. How to Succeed as an Intern
These five tips can help you get the most from your internship to start strong, stay engaged, and leave a lasting impression.
Be Proactive
· Take initiative. If you finish your tasks, ask what else you can help with.
· Offer ideas. Interns bring fresh perspectives—your input is valuable!

Communicate Clearly
· Keep your supervisor updated on your progress and challenges.
· Don’t hesitate to ask for help—it shows responsibility, not weakness.

Be Curious
· Learn about your department, industry, and the company’s mission.
· Ask if you can sit in on meetings or shadow someone.

Keep a Learning Log
· Track what you’ve learned weekly: tasks, tools, lessons, and reflections.
· This helps with school reports and makes asking for references easier.

Be Reliable & Respectful
· Show up on time, meet deadlines, and treat everyone with professionalism.
· Say thank you—and follow up after your internship ends!


2. Questions to Ask During Your Internship
Onboarding & Early Days: Setting the Stage: 
Use these questions to help gain clarity and build rapport during your first week.

Ask Your Supervisor:
· What are your expectations for me during this internship?
· What would success look like at the end of my time here?
· How do you prefer I communicate questions or challenges (email, chat, meetings)?
· Who else on the team should I get to know, and how can I connect with them?
· Are there any key projects I’ll be involved in right away?

Weekly Check-Ins: Stay Aligned and Grow 
Bring one or two of these to your weekly meetings or informal chats to show initiative.

Ask Your Supervisor:
· Can you give feedback on how I approached [specific task/project]?
· Are there upcoming projects where I could get more involved?
· Is there something I could be doing differently or more effectively?
· Are there team meetings or events I could sit in on to learn more?

Reflective Self-Questions: (to guide your own check-ins)
· What new skills did I use or learn this week?
· What felt confusing or unclear, and how did I handle it?
· What’s one thing I’m proud of this week?

Mid-Internship: Deepen Learning & Contribution
Around the halfway point, it’s helpful to reassess and expand your experience.

Ask Your Supervisor:
· How am I progressing toward my goals?
· Are there areas where I could stretch or take more initiative?
· Could I shadow someone in a different department or role?
· What are some upcoming challenges or changes I could prepare for?

Wrapping Up: Reflect, Learn & Plan Ahead
End your internship with clarity, gratitude, and a look toward the future.

Ask Your Supervisor:
· What are my biggest strengths, based on your observations?
· What skills or experiences should I keep building after this?
· Could you be a reference or stay connected on LinkedIn?
· Are there any open opportunities or projects I could continue helping with?
· How can I leave behind helpful documentation or notes for the next intern?

3. Social Media Guidelines
Follow this clear guidance on how to represent yourself and your organization professionally online. If you are not sure, ask! And remember, once it’s online, it’s public—even if you delete it later.
Personal Social Media Use:

DO:
· Celebrate your internship respectfully: “Excited to start my internship at [Company Name], looking forward to learning and growing!”
· Keep content professional and appropriate for a public audience.
· Ask for permission before posting behind-the-scenes photos or naming team members.
· Share general updates (e.g., “Excited to start my internship at [Company Name]!”)
· Be respectful and professional in tone. 
· Ask permission before posting workspaces, people, or projects

DON’T:
· Disclose confidential information or internal projects.
· Criticize the company, coworkers, or clients publicly.
· Post anything that could damage the company’s reputation—even indirectly.
· Share confidential or sensitive information
· Post negative or critical content about the company
· Represent yourself as speaking on behalf of the company


If You’re Managing or Contributing to Company Social Media:

If part of your role includes content creation or posting on company accounts:
· Follow branding and tone guidelines
· Always get all content (text, images, videos) and posts approved before publishing.
· Be accurate and professional in everything you post
· Use scheduled posts and tagging responsibly—avoid oversharing.
· Never log in on a public computer without permission.
· Never share login credentials or post from unauthorized devices
4. Tips for Working Remotely (if applicable)
Working from home can be convenient and flexible, but it also requires discipline and communication. Here are some best practices to stay productive, connected, and effective while working in a virtual environment.
· Set a Routine: Start and end your day at consistent times. Stick to agreed working hours.
· Create a Work Zone: Find a quiet, distraction-free space with good lighting and internet.
· Use Your Calendar: Block time for tasks, meetings, breaks, and deadlines.
· Stay Visible: Use Slack status, Google Calendar, or email check-ins to show you're online.
· Ask Questions: Don’t let confusion build. Check in early when unsure.
· Take Breaks: Step away for 5–10 minutes to recharge. It helps focus and energy.
· Dress for Success: You don’t need a suit, but being “camera-ready” helps your mindset. 
