LGBTA Student Resource Center 
Internship Program – Post-Interview Decision Meeting
· Inquire about schedule & availability for new-intern greeting

· Review Work Agreement 
· General overview of goal of providing professional development experiences
· Compensation

· Term of employment

· Summary of Duties

· Reporting/Supervision

· Evaluation Process (each semester)

· Requests for recommendation letters references
· Handout general hiring paperwork

· Intern information sheet (general)

· Collect preferred t-shirt size

· Intern personal information/bio sheet (extended)

· Intern compensation form

· Progressive discipline policy

· Discuss confidentiality of the hiring process (please do not discuss hiring decisions until ________________________ [date])

· Newhires are welcome to take some time to think about whether or not to accept the position.  We need to know before ___________________________ (date)

· Re-confirm fall training dates, including possibility of evening hours
· Over the summer we may send letters/emails to re-confirm some of the training information
