EMPLOYER PARTNER CHECKLIST

A step-by-step guide to delivering a successful and
enriching internship experience for your INROADS intern.

BEFORE THE INTERNSHIP

DURING THE INTERNSHIP POST-INTERNSHIP

Attend an Employer Partner Orientation: Coordinate Key Dates with INROADS Intern:

Partnership Lead, Hiring Manager, and

Intern Supervisors should attend an

INROADS Employer Partner Orientation

(dates at INROADS.org/Partner).

Review CDCP Evaluation Form:

Get familiar with the Corporate
Development Competency Plan
(CDCP) evaluation form.

Plan Intern Projects:

Develop a combination of large and
small projects, plus a backup plan in
case your intern finishes early.

Assign a Mentor or Buddy:

Pair your intern with a mentor,
preferably an INROADS alum or
someone aligned by major, school,
or career interests, to guide them
through the organization.

Promote the Program Internally:

Introduce the INROADS Internship
Program to Employee Resource
Groups and key staff.

Goal-Setting Meeting (Week 1): Meet with your
intern to review and set competencies, learning
objectives, and KPIs (CDCP).

|:| Mid-Summer Evaluation (Week 4-5): Conduct a
progress review with your intern and submit the
evaluation to the INROADS Advisor.

D End-of-Summer Evaluation (Final Week):
Complete the final evaluation with your intern
and submit it to the INROADS Advisor.

I:I Encourage Attendance of INROADS Summer
Training: These required sessions are designed to
support their personal and professional growth.

INROADS National Conference - June 25 - 26, 2026:

Ensure the intern is free to attend INROADS
mandatory training during this period.

D End-of-Internship Presentation: Schedule a final
presentation for your intern; invite department
leaders, executives, and INROADS staff.

Provide Internal Growth Opportunities:

[] Explore Career Paths: Arrange meetings with HR &
Recruiting to discuss career paths at your company.

Engage with Employee Resource Groups: Introduce
your intern to various networking opportunities.

|:| Mentor Support: Ensure the mentor or buddy helps
the intern navigate the organization effectively.

Reflect on Internship
Outcomes:

Provide feedback to INROADS
on the internship experience to
help improve future
partnerships.

Present Employment Offers:

Communicate any return
internship or full-time offers to
the intern and INROADS, ideally
before departure or within 30
days after the internship ends.

Submit Internship Job
Descriptions — Plan early.

Submit job descriptions for next
summer’s internship positions.
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