Internship Getting Started Guide for Employers
A Brief Guide for Hosting a Successful Internship Program
Disclaimer: The West Virginia Internship Program provides general guidance only and does not offer legal, financial, or HR advice. Employers are responsible for ensuring their internship programs comply with all relevant laws and policies, including wage, tax, insurance, and eligibility requirements. We recommend consulting legal or HR professionals to ensure compliance. The program and its affiliates are not liable for actions taken based on this information.
OVERVIEW
Internship programs are valuable opportunities for businesses to build a talent pipeline, enhance brand visibility, and contribute to workforce development while gaining meaningful contributions from interns. 

The following three sections provide a high-level overview of important key phases of the internship experience, serving as a practical starting point for employers.  

Section 1: Preparing for the Internship 
Section 2: Executing the Internship 
Section 3: Best Practices for Employers—Social Media Guidelines and Remote Roles 



1. PREPARING for the Internship

Before posting your internship, lay a strong foundation to ensure compliance and clarity.

Key Information for Employers: When offering a paid internship or using stipends, employers need to ensure they comply with labor laws, provide professional experience, and clearly define the employment terms. 

· For-Credit Internships:
Determine if the internship will be for academic credit. Collaborate with the intern’s institution’s guidelines to ensure alignment with academic standards, evaluations, and hours required per the tripartite agreement, if provided.

· For employers using stipends, the required paperwork typically includes: a contract/offer letter outlining the stipend amount and terms, payroll processing, and potentially tax forms (like W-2 for paid interns or 1099 for independent contractors). Additionally, ensuring compliance with labor laws, such as the Fair Labor Standards Act (FLSA), is crucial, especially if unpaid or offering a stipend. 

· For Paid Internships:
Below is a summary of key information and essential paperwork. 

· Legal & Compliance Requirements
· Fair Labor Standards Act (FLSA): 
· Paid interns are considered employees under the FLSA and must receive at least minimum wage and applicable overtime.
· State Labor Laws: 
· Some states have additional labor laws regarding minors, wage rates, and working hours that you must follow. WV Division of Labor
· At-Will Employment vs. Contractual Terms: 
· Clarify whether the internship is at-will (common in the U.S.) or if a more formal contract applies.

· Internship Offer & Engagement Agreement
Clearly outline the offer details and terms of engagement, including a signature section providing space for both the employer and intern to sign and date the agreement before the internship begins.

· Offer Details: 
· Should include the Intern’s name, Position title and description, Duration (start and end dates), Work hours/schedule (e.g., part-time, 15–20 hours per week), Compensation (hourly wage or stipend), Reporting structure (the supervisor’s name and title), Any applicable benefits (if offered)

· Terms of Engagement: 
· May include a Description of duties and learning goals, Code of conduct for expectations and responsibilities, Confidentiality or non-disclosure terms (if applicable), Intellectual property clauses (if relevant), Remote/hybrid work expectations (if applicable), At-will status (if applicable to your state or organization), Any requirements for for-credit internships, Termination or early exit clause (optional but useful)

· Form I-9: Employment Eligibility Verification
· Required by U.S. Citizenship and Immigration Services to verify the intern’s legal authorization to work in the U.S.

· Form W-4: Federal Tax Withholding
· Interns must complete this form for tax withholding purposes. (Some interns may also need to complete a state equivalent.)

· State-Specific Payroll Forms
· Varies by state; ensure compliance with local income tax and employment laws.


· Background Checks / Work Authorization (if applicable)
· Depending on your organization’s policy or the nature of the role, you may require: Background checks, Drug testing, and/or Verification of academic enrollment or GPA.


· Job Description
· A detailed, written job description supports: Internal HR and legal review, Clarity for the intern, and Accurate performance evaluations.


Additional Considerations

· Workers’ Compensation & Insurance
· Check if your intern is covered under your company’s workers’ compensation insurance.
· Consult your insurance provider to ensure proper coverage for paid interns.
· Timekeeping
· Interns should accurately log their hours—especially if hourly paid—to ensure proper wage payments and legal compliance.
· Equal Opportunity & Accessibility
· Ensure your hiring and workplace practices are compliant with EEOC standards and ADA accessibility requirements.

2. EXECUTING the Internship 
Use the Planning Checklist to follow high-level action steps to prepare for every phase of the internship process:  
· CREATING Your Internship
· Define goals (e.g., talent pipeline, branding, project support).
· Decide on internship format (e.g., hybrid, full-time, short-term).
· Identify ideal departments, duration, titles, and student profiles.
· Outline meaningful work, expectations, learning objectives, and supervision plans.

· RECRUITING Your Intern
· Create and complete your Handshake employer profile (WVU job board).
· Develop a detailed, engaging job description (CCD can assist with marketing).
· Set application open/close dates, interview timelines, and candidate selection criteria.

· SELECTING Your Intern
· Conduct interviews using a structured guide.
· Collaborate with HR to manage hiring paperwork and FLSA compliance.
· Send timely offer/rejection communications and clarify next steps to selected interns.

· ONBOARDING Your Intern
· Use an onboarding guide to plan their first day/week/month.
· Provide essential training, access to systems, and an orientation schedule.
· Clearly define expectations, responsibilities, and goals.

· MANAGING Your Intern
· Schedule regular supervisor check-ins.
· Set up two-way feedback channels.
· Conduct a mid-internship review to adjust goals or provide support.
· Use pre-determined performance criteria for evaluation

· EXITING Your Intern
· Plan offboarding (handoff work, wrap-up meetings, knowledge transfer).
· Conduct a final performance review to assess outcomes and growth.
· Evaluate the internship program itself for future improvements.

3. Best Practices for Employers—Social Media Guidelines and Remote Roles
Social Media Guidelines for Employers

· Set Clear Social Media Guidelines
· Outline expectations around interns posting about their work or the company online.
· Include examples of appropriate vs. inappropriate content.
· Clarify whether interns are allowed to identify themselves as employees on platforms like LinkedIn or Instagram.

· Encourage Responsible Brand Ambassadorship
· Empower interns to share positive, appropriate experiences with the organization—perhaps via a hashtag or intern blog—but remind them about confidentiality and professionalism.

· Provide a Social Media Policy Orientation
· Incorporate a brief walkthrough of your company’s social media policy during onboarding.
· Highlight how digital footprints can affect professional reputations.

· Use Internal Social Platforms Thoughtfully
· If using tools like Slack, Microsoft Teams, or Workplace, ensure interns know norms for communication—when to use public vs. private channels, emoji etiquette, etc.

· Posting About Interns
· Sharing your internship program on social media is a great way to showcase company culture and support youth development. Here’s how to do it right:

DO:  
· Get written consent before sharing intern photos or tagging them (and guardian if under 18) 
· Highlight achievements or projects with context and respect without revealing sensitive info 
Keep the tone positive, celebratory and professional: (e.g., “Meet Maya, our digital marketing intern!” or “Meet [Intern’s First Name], our summer marketing intern from [School Name]. She’s already bringing amazing energy and creativity to our team!”)
 
DON’T:  
· Post private/sensitive information or school data(e.g., school ID numbers, home locations, academic grades).
· Tag interns in controversial or promotional posts without their consent.
· Use interns' work for marketing without attribution or acknowledgment.
Best Practices:
· Share learning moments and testimonials (with permission).
· Encourage interns to co-create posts about their experience, if comfortable.
· Celebrate the end of the internship with a group photo, quote, or recap.


How to Support Interns in Remote or Hybrid Roles 

· Start With a Warm Orientation:
Kick off with a video call to introduce the team, share company culture, and walk through key tools. A personal welcome helps interns feel included and more comfortable reaching out.

· Create a Clear Work Plan: 
Outline projects, deadlines, and responsibilities using tools like Asana or Notion to set expectations and keep progress visible, especially in async environments.

· Set Regular Checkpoints: 
Hold weekly or biweekly one-on-ones to review progress, provide feedback, and keep interns aligned and supported.

· Use Visibility Tools: 
Encourage Slack statuses, shared calendars, or daily updates to show availability and keep the team connected, reducing isolation and improving collaboration.

· Balance Freedom With Guidance: 
Give interns room to learn, but support them with examples, clear briefs, and frequent early feedback—gradually easing guidance as they gain confidence.

· Make Asking Questions Normal: 
Encourage curiosity by praising questions publicly and making it clear that asking is a strength, not a weakness.

· End Weeks With Feedback: 
Hold short weekly feedback sessions to highlight wins and suggest improvements. A consistent format boosts learning and confidence.

· Offer Flexibility While Encouraging Accountability: 
Ensure interns have a manageable workload and agree on deadlines and deliverables upfront, then focus on their work outputs without micromanaging to balance support and independence. 
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