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INTERNSHIP GUIDEBOOK FOR AGENCIES

Thank you for choosing to host an intern! As you know staffing continues to be a major
challenge for independent insurance agencies. Principals regularly point to the difficulty in
finding qualified, motivated employees — and to their struggle in drawing those talents to an
industry not necessarily known as sexy or exciting. This guide will walk you through the
important elements of internships — including issues of compensation, credit, and legal
implications — and provide you with a framework for developing your own intern program.




INTERNSHIP
GUIDEBOOK FOR
AGENCIES

WELCOME

Congratulations on your intern! In this section, you will find ideas for
duties, tasks, legal considerations and how to contact me. | have tried
to address any legal considerations you might have as well. I thinkitis
a good idea to provide some type of orientation for your new team
member —so, | tried to add a starting point for an onboarding process.
Also, pay attention to the 10 Concerns of Interns. This offers a quick
reference of what ‘not to do’ and how to make your intern have a good
experience.

COMPONENTS OF THE INTERNSHIP

In this section, you will find information on the idea of having a mentor
for your intern, setting goals, meeting with executives, expectations
and more. This section also has performance evaluation forms and the
idea of a final presentation. The final can be a portfolio of various
projects or one big project.

MAKING THE MOST OF YOUR INTERNSHIP

This section focuses on the Do’s and Don’ts of on the job. Thisisa
great opportunity to visit with your intern about your office culture
and if you aren’t sure what to say, this offers a starting point. You will
also find Appendices’ for evaluations etc.

TALENT
NETWORK

Statistics show by 2020
the insurance industry will
have a talent gap of
400,000 employees. The
Talent Network is here for
you and to help you with
your next steps. Hiring is
tricky, but there are
solutions. One way you
can break the
disappointing cycle is
through the strategic use
of interns. A quality
internship program will
enable your agency to

attract bright, ambitious
young people — and
identify cheaply and
easily those you want to
keep for the long term.

Best of luck and
remember you aren’t in
this alone. Call or email if
I can help with anything!

Office: (402)-476-2951
Cell: (402)-613-2570
Email:
Kelli.backman@biginebraska.org
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Types of Internships

Internships come in many forms. An internship can be merely an external work experience or a carefully
planned and monitored work experience in which the intern has intentional learning goals. Internships
can be part of the academic institution’s curriculum, an individual student learning plan or simply an
individual’s desire to explore career opportunities and earn some money while in school.

INTERNSHIPS FOR CREDIT

Internships may or may not carry academic credit. Internships for credit can be expected to come with
a greater degree of structure and accountability on the part of the student, institution and employer.

PAID AND UNPAID INTERNSHIPS

While internships can be paid or unpaid, in most cases students do expect to get paid as part of the
internship. This will likely attract a better-quality candidate pool and enhanced dedication to the
internship experience. You are encouraged to contact legal counsel regarding requirements for unpaid
internships. Your state association, IABA, other agencies and your companies can provide guidance on
prevailing rates of compensation.

IMPLICATIONS AND STRATEGIES FOR INSURANCE
AGENCIES

The first step in considering an internship is to identify the needs of the agency. What the agency wants
to gain from such a resource will largely dictate what type of program is most suitable. For instance, if
the primary goal is to secure a steady flow of potential permanent candidates, and the agency has the
management time to provide adequate mentoring, an internship that is fully developed and structured
at a college or university might be appropriate to fully leverage the relationship between the agency
and the institution. On the other hand, if the agency is simply in need of temporary help for project-
oriented tasks, or lacks sufficient management time to administer a formal program, a college
placement service or informal relationship with an academic department might be enough.

INTERNSHIP DURATION

Internships generally are a one-time experience for the student. They last anywhere from a month to a
year, and the typical college internship lasts one semester or a summer. High School internships may
last a school year and/or summer.
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EXAMPLES OF INTERNSHIPS

e Aninsurance agency rotated students through various departments for 1-2 weeks each. The
students were assigned special projects that required their Excel and PowerPoint skills. The
students learned from sessions with managers, company meetings, and field visits with
marketing reps and claims adjusters. An insurance agency utilized students to assess
properties on the agency’s books that had not been reviewed recently. Using internet aerial
photography and on-site surveys and photos, the agency then was able to make better
recommendations regarding coverage to the property owners.

e Athird-party administrator (TPA) had a student conduct a benchmarking survey of the cost of
claims for a particular region. The student was able to document the relative cost savings
produced by the TPA. The TPA then expanded the survey and the student even produced
promotional information that was used nationally.

e Managing general agency trained students to identify missing or questionable information in
applications received. In some cases, students were allowed to directly contact agents
submitting applications to obtain the needed information.

e Anagency assigned a student to help in processing claims. The student identified information
that was missing or required clarification for the claims manager.

e Anagency had a student work with the marketing manager to handle applications to carriers
and to respond to carrier requests for additional information.

IDEAS FOR DUTIES AND INTERNSHIP TASKS

Communicate with insureds and prospects

e Personalize template letters and email

e Postto social media

¢ Initiate auto/home pre-renewal communication

e Generate quotes (personal & business) using comparative rater and carrier proprietary

systems.

e Generate Auto ID Cards & Certificates of Insurance

e Prepare Account Proposals

e Enter/Update insured data in agency management systems

e Pollinsureds for preferred means of communication and update agency system

e Initiate direct mail or solicitation campaign — cross sell, upsell, new prospects

e Launch a special project — one the agency has not been staffed to initiate and complete

e Identify other tasks which agency employees suggest, especially those which CSRs and
Producers may consider busy work and detract from more productive endeavors.
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WHO DO YOU WANT?

Once the needs are identified, a job description must be drafted that includes job duties, as well as
qualifications desired: specific major, computer skills, class level, etc. The job description also should
include a description of the application procedure, the pay range (if it's a paid internship) and the
duration of the internship. The description should also indicate citizenship requirements or if
international students are eligible.

WHERE DO YOU FIND INTERNS?

Good news! Kelli Backman will find interns and bring them to you! Independent Insurance Agents of
Nebraska or the Big ‘I’ has committed this effort into the Talent Network program. Kelli will be
recruiting and building pipelines for immediate and future requests.

If you need an intern go to iiantalentnetwork.org. Click on Members Only. Click on Need an Intern
button and complete the form. Simple!

LEGAL CONSIDERATIONS

Major areas of concern for employers are compensation laws, workers compensation, unemployment
insurance, and employment practice laws and liability. Please consult legal counsel if you are unsure.

COMPENSATION

We encourage paid internships as a positive commitment to the student. While the Fair Labor
Standards Act does not require interns to be paid, we encourage you to contact legal counsel regarding
requirements for these formally structured programs.

WORKERS COMPENSATION AND UNEMPLOYMENT INSURANCE

Whether paid or unpaid, the intern should be covered by worker’s compensation. Many institutions will
require proof of coverage. For unpaid interns, it would be advisable to add a voluntary worker’s
compensation endorsement. Interns are not eligible for unemployment benefits after the internship is

over.

EMPLOYMENT PRACTICES LIABILITY AND INDEMNIFICATION
AGREEMENTS

In most cases, the institution will require the employer to assume liability for interns. The student also
may be accorded additional institutional protections and processes, especially for issues of liability,
confidentiality and harassment. Generally, the same EEOC standards that apply to full-time employees
will apply to interns. Internship sites must be equal opportunity employers and cannot practice
“unlawful discrimination.” The reasonable accommodation provisions of the Americans with
Disabilities Act also will apply.
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COMPONENTS OF THE INTERNSHIP

INTERN ORIENTATION, MENTORING AND EVALUATION

In order to maximize the mutual benefit of the work experience, the agency/company should assign a

mentor to the intern, preferably a management-level person who is willing to commit the necessary

amount of time. This should be someone who likes to teach and is familiar with all aspects of

agency/company operations. A proper orientation should be conducted at the outset and followed up

with periodic evaluations, both of the intern and by the intern, for continuous improvement. The

following pages include sample documents which can be used for managing the process.

Suggested Intern Goals - This will help get you started but, important for
you and your team to make these specific to your agency.

Gain an introduction to core business functions and demonstrates basic understanding.
Measurement of success will be completing new hire on-line orientation and receiving a
satisfactory score from your supervisor.

Gain an introduction to department operations and demonstrates understanding of key
department functions. Measurement of success will be receiving overview of key department
metrics from department manager, job shadows others, and asks relevant questions.
Communication. Measurement of success will be reviewing projects with supervisor for clarity
and direction, keeping supervisor and all others informed of progress toward goals, and writes
clearly and persuasively.

Self-management. Measurement of success will be effectively planning and organizing work,
completing projects within agreed time frames, and seeking to master the skills and
knowledge of the role.

Quality of Work. Measurement of success will be completing assignments accurately, working
to reflect attention to detail, and producing quality product.

Teamwork. Measurement of success will be supporting the team in meeting overall
department goals.

Leadership. Measurement of success will be taking ownership for development and pursuing
opportunities to gain exposure to different aspects of other functions in the department.
Customer Service. Measurement of success will be responding to customers in timely
professional manner and receiving positive feedback from customers.

Attendance. Measurement of success will be demonstrating a commitment to the company or
agency through reliability.

Values Diversity. Measurement of success will be treating others with dignity and respect and
contributing to a positive work environment.
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INTERN CHECKLIST FOR EMPLOYERS

e Identify need
Draft intern job description:
o Job duties
o Qualifications desired including major
o Citizenship requirements, if any
o Application procedure
o Compensation rate, if any
o Duration of internship
e Approve student learning objectives;
e Consult school supervisor regarding problems related to the work experience;
e Appoint mentor
e Recruitintern
e Conduct hiring interview with the student;
e Work with student to coordinate work and school schedules.
e Review legal considerations
o Review and approve internship agreement
o Conform to state and federal labor laws;
o Address worker’s compensation issues
o Conduct appropriate employment practices orientation
e Conductintern orientation and provide safety information
e Signtraining agreement;
e Verify and sign attendance and/or time records, as required;
e Conduct periodic evaluations of intern—at least monthly
e Obtain evaluation of intern experience at the end of the internship

SAMPLE INTERN ORIENTATION

OVERVIEW
The depth of orientation may depend on whether or not there is a possibility of making the intern a

permanent employee sometime in the future. Obviously, if the intern is being hired for a particular
project, some elements of the orientation process could be omitted. Either way, making an honest,
positive impression on your intern concerning the industry and the agency business is worthwhile.

= INTRODUCTION TO AGENCY INTERN MENTOR

= INTRODUCTION TO STAFF

Provide a venue for introducing the intern to agency staff, preferably in small groups. Help
prepare the intern to share information about him/herself—academic goals, professional
aspirations, what he/she hopes to gain from the experience and from your staff.
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= OVERVIEW OF AGENCY OPERATIONS
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Review agency/company history

Review vision, mission, values, etc.

Describe agency management and ownership

Provide overview of organizational structure, organizational chart
Describe staff roles, functions, relationships

Explain supplier relationships: carriers, vendors

Describe community involvement

Provide overview of client base

Review agency marketing plan, strategic objectives

Review employee manual

FINAL EVALUATION

Share formal written and face-to-face feedback on performance, skill sets, contribution
and other values of the company

o Did he or she meet/exceed the expectations?

o Did he or she improve?

o How well does he or she fit the company?
Some organizations are prepared to make a full-time offer at the end of the summer to
high performing interns. If the employer is not prepared to make a full-time offer,
sharing a timeline for a decision is important. If the employer chooses not to extend an
offer to the intern, it is helpful to bring closure to the process by providing the reasons
why the intern is not being offered a full-time position and, when appropriate,
suggestions for improvement.
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TEN CONCERNS OF INTERNS

10.

**Compiled by Michael True, director, Internship Center, Messiah College

Give us real work! It can't be said too many times that interns want to work and learn. An
internship can help you get a job done that you couldn’t otherwise, right? If you've brought on
an intern as a recruitment tool, then how will you be able to assess their abilities? It just makes
sense to utilize your interns well.

Do what you say, and say what you do! Be honest with your interns about what they can
expect during their internship. If the job will require stuffing envelopes, then make that clear.
But if you tell the intern they will be researching a project, and they spend 9o% of their time
dong “grunt” work, then bad feelings will develop. Honesty doesn’t cost you anything, and it
will make interns feel that much more respected.

We like feedback! Remember that interns are students, and they may not have the business
skills and experiences that you take for granted. If your intern makes an oversight, just pull
him or her aside and explain how the situation should be handled in the future.

We want to be included too! |s there a staff meeting they can attend? Can they quietly tag
along to that next project meeting? Headed to lunch with a couple of people form the office?
Please include them in the daily life of your workplace. After all, if you provide a little more
perspective on the intern’s work, the product will be that much better.

Please explain. When you assign work, make sure you give a detailed explanation. While the
work may seem trivial and obvious to you, it may not be obvious to someone who's never done
it before. Patience and a few extra minutes in the beginning can pay off later when your intern
can produce good work independently.

I want a mentor! Make sure that interns have a mentor or supervisor to provide guidance.
Make it someone who likes to teach and the experience will be even better.

A minute of your time. The best mentor in the world is useless if he or she can’t or won't spend
the necessary time mentoring. As newcomers, interns may not speak up if they're feeling
ignored, so the burden of making sure they're okay is on the mentor. If the busiest person in
the office wants to be the designated mentor, he or she should schedule regular times to meet
with the intern.

Be prepared! That wonderful day has arrived and the intern goes to start their internship only
to learn that no one knew they were coming and there is no place for them to work.

Um... I need a chair. It is amazing how many employers hire an intern and don’t think about
the fact that they will need a desk, chair, phone and a computer in order to do the task
assigned. Itis not fun, and not efficient to move an intern from desk to desk as people are out
one day to the next. If you want to get a job done, you need to supply the intern with the tools
to do the job.

Show me the money (as best you can). While each intern is different, and each

industry has its own personality, remember that interns have expenses. Your organization
may not be in a position to pay much, but anything can help. Maybe you can help pay for their
parking, take them to lunch every so often, or develop some other creative way to assist them.
We suggest you apply for the InternNE grant. They will assist you and pay up to five dollars in

salary for your intern.
1\
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SAMPLE INTERNSHIP POSTING

Date:

Company/agency:

Address:

Telephone number:

Web site:

Contact person:

How to apply:

Number of openings:

Internship title:

Circle one: paid

Days and hours:

If paid, list wages: $

Circle all that apply:

Description:

Permanent Resident

Qualifications (e.g., preferred major(s), preferred class level, required skills, etc.):
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SAMPLE INTERNSHIP AGREEMENT

Note: This agreement is intended as an example of what you might see from the academic institution.
The agreement will be provided by the institution and the content will vary considerably from institution
to institution.

This Agreement is entered into this day of , 20 between the educational
institution, and (the Experience Provider) located at

1. INTER-INSTITUTIONAL APPLICATION:

In order to facilitate internship opportunities among the educational institutions, this Internship Agreement
is intended to govern the relationship between the Experience Provider and each educational institution
with respect to student interns from any of the educational institutions involved in an internship
arrangement with the Experience Provider.

2. GENERAL CONSIDERATIONS:

2.1 Aninternship is a cooperative program between the educational institutions and approved Experience
Providers. The Experience Providers provide supervision, facilities and instruction which help students
acquire the skills and knowledge needed in their chosen field of study or occupation.

2.2 This agreement is for the period agreed upon between the Experience Provider and the applicable
educational institution.

2.3 This agreement may be terminated by an educational institution or the Experience Provider for good
and sufficient cause by providing reasonable advance written notice to the other.

2.4 The educational institutions and the Experience Provider agree to indemnify each other from any
claims or liability, including reasonable attorney’s fees, due to their respective negligent acts or omissions
arising from the performance of this Agreement and to have in effect applicable insurance coverage to
adequately underwrite this promise of indemnity.

3. THE STUDENT AGREES TO:
3.1 Comply with the Experience Provider’s policies and procedures.
3.2 Comply with the applicable educational institution’s dress and grooming standards and honor code.

3.3 Enroll as an academic-internship student and perform the duties indicated unless released by the
applicable educational institution and the Experience Provider.

3.4 Report serious problems, including safety and personnel problems, to the Internship Coordinator of
the applicable educational institution and the Experience Provider.

3.5 Maintain personal health insurance or student health insurance. \{\)
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3.6 Execute a separate Student Internship Agreement with the applicable educational institution agreeing
to abide by the terms of this Agreement and to perform additional duties and responsibilities as outlined
in the Student Internship Agreement.

4. THE EXPERIENCE PROVIDER AGREES TO:

4.1 Designate an individual who will serve as the liaison with the educational
institution and the student.

4.2 Involve the student for the entire period of the internship as agreed unless this agreement is
terminated for cause (See 2.3 above.)

4.3 Give the student the opportunity to perform a variety of tasks to acquire and practice various skills.
4.4 Orient the student to the Experience Provider’s rules, policies, procedures, methods and operations.

4.5 Evaluate the student’s performance and notify the applicable educational institution’s Internship
Coordinator or Internship Office immediately, preferably by phone, of any cause of dissatisfaction with or
of misconduct on the part of the student.

4.6 If applicable, pay the student the agreed upon rate of compensation for the term of the internship.

4.7 Provide workers compensation and/or other employment benefits to the student to the extent required
by law.

4.8 Accept the primary responsibility for supervision and control of the student at the internship site.
5. EDUCATION INSTITUTION AGREES TO:
5.1 Designate an Internship Coordinator for each internship.

5.2 Ensure the Internship Coordinator contacts the student and Experience Provider, discusses the
student’s progress, and advises relative to the program of study.

5.3 Ensure the Internship Coordinator strives to promote harmony and cooperation between the
Experience Provider, the student and the educational institution.

5.4 Provide liability insurance for the student to cover damage or harm caused by the student in the
amount of $1,000,000 per student, per occurrence, $3,000,000 in the aggregate, when this agreement is
signed and returned to the Academic Internship Office.

N

Trusted | INDEPENDENT INSURANCE
Choice* | AGENTS OF NEBRASKA
Talent Network

=
=




6. ENTIRE AGREEMENT:

This agreement constitutes the entire agreement of the parties with respect to the subject matter of this
agreement.

The Experience Provider The Educational Institution
By By
Date: Date:
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ASSIGNMENT OF A MENTOR FOR EACH INTERN

You will be assigned a mentor during your internship. The mentor’s role will be to help guide you
in your chosen track of interest, to assist you in understanding the dynamics of the work place at
[Agency here], and to help you in your development activities. Your mentor also may be your
supervisor, or it may be someone in the department who is experienced in your field of interest.

The mentor’s role is multifaceted. It includes being a coach, teacher and role model. Depending
on your work assignments and past experience, you may meet with your mentor daily or weekly,
as needed. This should be a mutual decision between you and your mentor. Here are five (5)
questions that you could ask your mentor:

How did you get to the point that you are in your career today?
What obstacles did you encounter on your way to achieving your success and how did you
overcome them?

3. What does your typical day look like?

What do you see as the trends in your industry?

5. What are the top resources you've turned to for insurance education?

+
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SETTING GOALS FOR YOUR INTERNSHIP

Each intern is asked to work with their manager or supervisor to develop 1-3 goals/objectives to
accomplish. These goals/objectives should be formally agreed upon and recorded in the IIAN
Intern Performance Plan and Evaluation Page.

Goals/objectives can be project assignments or individual work assignments that you will be
performing during your internship. It also can include personal goals not related to a specific task,
such as increasing your communication and organizational skills.

This will provide you and your manager with targets to meet during the time that you are here, as
well as a mechanism for evaluating your performance and achievements. While these will not be
formal evaluations, they will provide feedback to you and are a record that you can share with
potential future employers. In addition, it will provide [Agency name] with information to help us
evaluate how we did in helping you achieve your goals.

The following are good questions to ask your manager or supervisor in setting goals/objectives:

e What do you want me to learn about the organization?

e What contributions can | make to current or new projects?

e What research can | do that will increase my knowledge while supporting the needs of the
company?

e What technology would be a benefit for me to learn?

e What do you hope | will gain in regard to professional development?

e Are there manuals or self-study learning materials that would benefit me?
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MEETING WITH EXECUTIVES

Several meetings will be scheduled to provide you with the opportunity to meet with other
executives of [Agency Name]. You will have the opportunity to hear about their business
operations and to learn more about areas of [Agency here] outside of the department you are
working in. a schedule of these meetings will be provided.

Put copy of hierarchy here — maybe pictures of said executives so intern can study and
become familiar. Maybe information on what each track considers execs and information on
the meetings.

Sample agenda -
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INTERN PROFILES ON THE INTERNET

We are proud of our interns and want the rest of our employees to know who you are. We have a
Web page which will have a photo of each of you and information about your school, your career
choices, and a little bit of personal information. A profile sheet will be sent to each of you via e-
mail to fill out and return.
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GROUP MEETINGS

We are planning a number of group meetings intended to allow you to get to know each other, to
network, to learn more about IIAN, and to discuss topics of interest to you. A schedule of these
meetings and their agendas will be coming out TBA.

Events:

Week 1 or 2 of internship — Meet with the Senators

Mid-term of internship — check in dinner

End of internship - Celebration with presentations from Interns?

Future implementation:
We’'ll arrange for you to meet with [Former Interns Name] now a full-time career employee to
discuss his/her experience and exchange ideas to enhance your internship.

Possible topics:
e Best ways to communicate with your supervisor;
e How to assess your progress;
e Giving and getting feedback;
e Successful collaboration in negotiations; and
e Professionalism in the workplace.

Copy of pictures of past interns and what they are doing now.
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JOB SHADOWING OPPORTUNITIES

Perhaps you would like to know more about the departments in [Agency Name] other than the
track you have chosen? Perhaps you would like to learn more about careers outside of your field
of study? Or atinsurance companies. Please ask and we'll see what arrangements can be made
for you to job shadow.
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PERFORMANCE EVALUATION

In order for you to get the most out of your internship, your supervisor will provide you with an
interim performance appraisal and one at the conclusion of your program. This will allow us to
acknowledge your contributions and provide feedback on how you can continue to develop and
meet your goals. It also will allow you to leverage the strengths that you have shown and find
opportunities to learn and grow in areas where you want to improve. The performance evaluation
will be based on the goals/objectives that you and your supervisor set at the beginning of the
summer and will be completed on the same form you used to outline your objectives. Unless your
school requires an evaluation from your supervisor in order to obtain school credits for your
internship, the evaluation will not be shared with anyone but you. We will retain a copy in the
agency'’s personnel files.

We also recommend that you get proactive in obtaining feedback throughout your internship.
This does not have to be a formal process. It can be a quick check with your supervisor, your
mentor, or your peers. It also can be as simple as asking, “What did | do well? Where could |
improve? What would you like me to do next?”

FINAL PRESENTATION

We have found that the work provided by our interns has been significant and a real contribution
to [Agency Name]. IN order to let others, know this, and to showcase your talents and what you
have accomplished during your internship, we are asking each of you to prepare a brief
presentation to share with your department managers and each other at the conclusion of your
internship. This should be a brief summary of the work you performed, your achievements, and
what you learned from your experiences at [Agency Name]. If you need help in preparing a
presentation, we will be glad to assist you.

YOUR EVALUATION OF US

Your experience at [Agency Name] and your evaluation of your internship are important to us, as
well as to future interns. We will be asking for your evaluation of our internship program at both
the midpoint of the summer program and at the conclusion. The evaluation forms you will be sent
also are included in this guidebook. Please read them over beforehand, so that you will have the
opportunity to reflect on your answers as you go through the program.
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MAKING THE MOST OF YOUR INTERNSHIP

SUCCESSFUL INTERNS OPERATE IN WHAT IS CALLED
AIM (ACTIVE INTERN MODE). THIS MEANS THAT
THEY:

e Continually reflect on their needs and goals for the internship;

e Take the initiative to get the most out of all meetings;

e Anticipate the kids of problems that might occur and work to avoid or surmount these
problems by actively seeking help before a situation gets out of control;

e Enthusiastically seek assignments, dig to get the essential information they need, and
actively keep their managers informed of progress and problems in a timely manner;

e Seekinformal feedback each week or with each task and assignment;

e Regularly contact other people to share experiences and obtain advice about their job and
career;

e Help mentors and others where possible; and

e Perform well to gain the most knowledge and skills for their next step and to build a
professional network for future opportunities.

WHAT YOU SHOULD AND SHOULDN’T DO ON THE JOB

CELL PHONES:

e Setitonsilentorvibrate. Ringtones can be a distraction to co-workers;

e Your cellis your personal device, but at work you should not take personal calls or texts.
Emergencies are understood, but idle chit chat is frowned upon;

e Letall calls go to voice mail. It's easier and faster to check a voice mail to gauge if a call is an
emergency or not;

e If you need to make a personal call it is advisable to do it during a break and in a private
location;

e Do not take your phone to the restroom with you. This practice is an invasion of your co-
worker’s privacy;

e Have a meeting, leave your cell phone at your desk.
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WARDROBE

Shoes — see employers wardrobe

Dress for success;

First impressions are important

Internships are a gateway to your career, dress says a lot about you as an individual;

Skirts and dresses may fall just above the knee. Use the finger length rule high schools use;
All shirts and tops of dresses must be at least three inches wide; your shoulders should be
covered. Spaghetti straps are not appropriate business attire;

Low necklines and deep V next tops are discouraged, as well as any items that expose your
midriff and lower back;

Dress slacks are always a good choice. Never wear jeans, spandex or leggings as pants (unless
the office allows or has jean day);

If the office is business casual, golf shirts and polos are typically acceptable;

Body adornment, such as tattoos and piercings, such as lip or nose rings need to be removed or
covered while in the professional environment.

MEETINGS
Meetings are an important time for you to participate, learn and contribute to the organization.

RECOMMENDATIONS

Remember to bring pen and paper or laptop/tablet to all meetings so you may take notes;
Be attentive to the presenter;

Ask questions about things you don’t understand or need to clarify. This shows that you are
paying attention and are a contributing member;

Take the initiative to get the most out of meetings.

FACEBOOK AND OTHER SOCIAL MEDIA SOURCES

Social media is a popular means of communication today. Not only are these sources used for high
school and college students to interact, but businesses are using social media sources as well. In cases
like this, the line may be blurred between business and personal social networking.

Social media can damage your future. Think before you write. Error on the side of caution
keep in mind "What Happens in Vegas Stays in Vegas”;
Online games are not seen as acceptable;
Reading or viewing relevant posts/articles on Twitter is generally acceptable;
Time spent on social media should be relevant and beneficial in some way to a task at hand;
As an intern for an agency you do not have the authority to endorse that organization on social
media sources unless specifically assigned.
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EMAIL/INSTANT MESSAGE

Email and instant message are popular tools in the business environment that enable employees to
exchange information in real time. While most high school and college students are familiar with
email and instant message services, these tools must be used in a professional manner when interning
with an agency.

RECOMMENDATIONS

e Make sure you use your business email strictly for business. It's not appropriate to send
personal emails through your business address. Personal emails need to be done on your own
time and should not conflict with work.

¢ Instant message systems are emerging in business organizations. Remember this is a way for
you to quickly answer questions from co-workers, not spend large amounts of time discussing
non-work-related items.

e Never use derogatory language, curse words or slang in business emails or instant message.

SHARED CALENDARS
Mark time away so you can be scheduled into meetings when in the office and others know when you
are available to attend meetings where you are needed or if the topic will benefit your internship.

BUSINESS PHONE

Answering the phone and making calls for a business can be an intimidating task for even the most
seasoned employees. Time and practice will make this easier, but you're nervous remember to take a
deep breath and follow the suggestions below.

RECOMMENDATIONS
e When answering the phone at an agency always be polite. Greet a caller by saying something
like...

"Thank you for calling [Agency Name] this is [Your Name] speaking.”

e Voice mail is also important and is recommended that you reset it each day. Your voice mail
should be something to the effect of...
"You have reached the voice mailbox of [Your Name] intern for [Agency Name]. I'm sorry I'm not
available to take your call right now; | will get back to you when | return. Have a great day.” Or
The week of [Month date(s)] I'll be in the office from [Time to Time] and will return your call during
these hours.”

MISCELLANEOUS
In addition, here are a few more tips to abide by during your internship.
e Make sure to keep your desk clean and put everything away at the end of the day. Not only is
this for company security, but it shows respect to your co-workers.
e Greet people in the hall, smile and be friendly.
e Your supervisor is there to help you learn, but they’re not around for you to burden them. Try
to think ahead and outside the box of how to solve problems and what you could be doing

next. ‘{\
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QUESTIONS, CONCERNS, GREAT IDEAS TO CONTRIBUTE

If you have questions about your internship, need to discuss any concerns, or have a great idea you

would like to see implemented in the internship program, please feel free to call me anytime.

Wishing you the best!

Kelli Backman *\\“)

New Talent Program Director Trdsted
8231 Northwoods Drive, Suite B Choice®
Lincoln, NE 68505
Talent Network

Office: 402-476-2951 Ext. 106

Cell: 402-613-2570 GROW WITH US
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