Internship Agreement of Responsibilities
The purpose of the Internship Agreement of Responsibilities is to explain the intern’s and mentor’s responsibilities to each other, themselves, the organization, and any involved third parties. If at any time responsibilities change, the intern and mentor need to update the agreement. 

The organization is under no obligation to offer employment to the intern, prior to or after the internship.  Likewise, the intern is under no obligation to the organization after completion of the internship.  
Intern Responsibilities Include:
1. Adhering to organization work hours, policies, procedures and rules governing professional staff behavior.

2. Adhering to organization policies governing the observation of confidentiality and the handling of confidential information.

3. Assuming personal and professional responsibility for his or her actions and activities.

4. Maintaining professional relationships with organization team members, customers, volunteers, visitors and other associates.

5. Utilizing a courteous, enthusiastic, open-minded approach to policies and procedures within the profession.

6. Relating and applying knowledge to the organization setting.

7. Developing self-awareness regarding attitudes, values and behavior patterns that influence work. 

8. Preparing for and utilizing conferences and other opportunities of learning afforded at the organization.

9. Being consistent and punctual in the submission of all work assignments to the mentor.

Agreed:
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Mentor Responsibilities Include:
1. Orienting the intern to the organization’s structure and operation.

2. Introducing the intern to the appropriate professional and administrative team members.  

3. Providing the intern with adequate resources necessary to accomplish objectives.

4. Affording the intern the opportunity to identify with the mentor and other team members by jointly participating in meetings, conferences, projects and other functions.

5. Assigning and supervising the completion of tasks and responsibilities that are consistent with the intern’s role in the organization.

6. Consulting human resources in the event the mentor becomes aware of personal, communication, or other problems that are disrupting the intern’s learning and performance.

7. Providing regularly scheduled supervisory conferences with the intern.

8. Participating as needed in joint and individual conferences with the intern and the faculty coordinator regarding the intern’s performance.

9. Providing narrative progress reports regarding the intern’s assignments and progress at the close of each month the intern is engaged.

10. Submitting a final Intern Evaluation Form to human resources on the final day of the internship assignment.

Agreed :
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