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Supervisor Forms 
 

Summer Checklist for Supervisors 

WHO: This resource is for you – the supervisor! 

WHAT: Use this checklist as a simple overview of the main tasks a supervisor should be thinking about 

throughout the internship experience. Check off items as you address them. 

WHEN: Right away! Start before the intern arrives and continue to complete the checklist throughout 

the summer. 

WHERE: This sheet does not need to be turned in; it is a resource for you to track completion. 

HOW:  

A. Use the fillable, online form to put check marks in each box as they are completed OR print a hard 

copy to write on. 
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New Hire Template 

WHO: Supervisors or organizational contact will complete and send to interns 

WHAT: This internship new hire template welcomes the intern and outlines the basic information 

needed prior to the intern starting 

WHEN: It’s recommended to send this to the intern at least one week prior to starting 

WHERE: The letter may be mailed or emailed to the intern 

HOW:  

A. Type in the name of your new intern 

B. List your organizations name, the intern’s title and department they will be working in; include who 

the supervisor will be. For example, “My name is Julie Jackson and I” or “Julie Jackson” 

C. Provide the dates of the internship 

D. List the wage and what you anticipate the work hours and schedule will be during the internship 

E. Provide the full address of the site where the intern will be working 

F. What does the intern need to know for the first day? Where do they check in on the first day? Who 

do they ask for when they get there? Do they need to bring a lunch? Is a refrigerator or microwave 

available? 

G. Provide contact information in case the intern has questions. 

H. The supervisor or contact sending the letter should include their title for the intern’s reference 
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Work Plan – Level 2 

WHO: Supervisors fill out this form in advance of the internship starting, then reviews it with the intern 

WHAT: This is the backbone of the internship, outlining the work tasks and activities the intern will 

experience and what skills they will again or enhance 

WHEN: Start before the intern arrives! Review/edit with the intern during the first week, add signatures, 

then submit. Revisit together throughout the summer, as needed 

WHERE: Supervisors do not need to submit a copy of this to the program, but it is recommended to 

share a copy with your intern 

HOW:  

I. Type in the name of the intern, supervisor and work site 

J. Type in the date that this was completed 

K. Check either the Initial or Updated box to indicate if this is a revision 

L. For each main job function, list a skill out of the MHA Lab’s Building Block skills (page 34 in your 

handbook) that your intern will be gaining or enhancing during the internship 

M. List the work task or activity your intern will be doing that builds or enhances this skill 

N. Identify the helpful people and/or resources to achieve this and the date completed 

O. Identify and schedule opportunities for your intern to grow their professional skills and identity 

P. As a best practice, both supervisor and inter should sign and date the form agreeing on the tasks 

and opportunities defining the internship experience 

 

   

 

A 

B C 

D E F 



 

 

2023 Internal Forms Packet – Level 2 9 | P a g e  
 

 
 

 

 

 

 

 

 

  

G 

H 



 

 

2023 Internal Forms Packet – Level 2 10 | P a g e  
 

 

Daily Work Attendance Sheet 
 

WHO: The intern fills out this form 

WHAT: This is a suggested form if the organization does not have one. The form documents the actual 

times that the intern works and may be used as supporting materials for their pay 

WHEN: Ideally this will be completed throughout each work day as the intern arrives, takes breaks and 

leaves for the day (Idea! If you have multiple interns, an easy way to track this is to have a centralized 

binder; build this task to sign in and out into their work day. Have a new sheet available each week!) 

WHERE: As a best practice, supervisors should save signed copies as documentation 

HOW:  

A. Type in the name of the intern, supervisor and work site 

B. Type in the date range for the two payroll weeks 

C. Interns record their times in and out each day; interns are not paid for lunch breaks 

D. Ensure that interns do not work more than allowed by law; see Child Labor Laws if questions 

E. Ensure agreement on the time track by signing & dating the document; save this document for your 

records 
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Weekly Check In 
 

WHO: Supervisors fill out this form before or while reviewing it with the intern 

WHAT: This documents the formal check in process to give the intern an idea of how things are going 

from the supervisor’s perspective and allows an opportunity for the intern to provide feedback as well 

WHEN: It is recommended to be completed weekly 

WHERE: This form does not need to be submitted to the program, but a copy should be kept for the 

supervisor’s record 

HOW:  

A. Type in the name of the intern, supervisor and work site 

B. Type in the date that this was completed & when the next meeting is scheduled 

C. Update the boxes on Action Items that were identified before and current status 

D. Discuss each of the questions listed. Document a summary of items discussed  

E. Document new Action Items with who is responsible and timeframes  

F. If additional items come up that you don’t have the time to discuss at this meeting, document them 

so they can be addressed at the next meeting. Additional notes can be captured in the field below 
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COIN Model Feedback Template 

WHO: Supervisors may use this template for feedback 

WHAT: This form may be used to plan a structured constructive feedback conversation 

WHEN: Use for weekly check ins, at milestones, or as needed  

WHERE: This template does not need to be turned in or shared 

HOW:  

A. For each of the four areas, complete the sentence by filling in the blanks 

B. Use the prompts or use your own language keeping the concepts of Context, Observation, Impact 

and Next Steps in mind.  
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Intern Evaluation Form 
WHO: Supervisors fill out this form and then review it with the intern 

WHAT: Mid-term and Final Evaluations provide structured, formal feedback at key milestones in the 

internship experience 

WHEN: The Mid-term Evaluation should be filled out by Week 4, and the Final Evaluation should be 

completed during the last week of the internship. 

WHERE: As a best practice, supervisors may use this form and save a copy in their records 

HOW:  

A. Type in the name of the intern, supervisor and work site 

B. Type in the date the Evaluation was completed 

C. Check the box to indicate if this is the Mid-term or Final Evaluation 

D. Thinking about the overall timeframe of the internship to date (not just one particular occasion), 

answer each of the questions on a scale of Strongly Disagree to Strongly Agree 

E. Identify both areas of strength and areas for growth and give specific examples 

F. Add any additional notes in the space provided; schedule a time to review this with the intern and 

allow time for the intern to respond and ask questions. 

G. Both supervisors and interns should sign and date the completed copy for the records 
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Intern Performance Improvement Plan 
 

WHO: Supervisors fill out this form and then review it with the intern 

WHAT: This form documents the details of a serious incident or a less serious incident that has 

happened repeatedly, generally after a verbal warning has been given 

WHEN: As needed. Be curious to discover why something may be going on! 

WHERE: Submit a signed copy of this document to the Job Coach via email to become part of the 

intern’s personnel record. It is recommended that the supervisor keeps a copy for their records as well 

HOW:  

A. Type in the name of the intern, supervisor and work site 

B. Type in the date that this was completed and when the next meeting is scheduled, if needed 

C. Check what type of incident this is documenting 

D. Describe the incident in detail using specific examples 

E. Collaborate with your intern on different concrete actions that can be used to mitigate the barrier or 

challenge. For example, identifying a number your intern can text if they are going to be late or 

working with them on a transportation plan. 

F. Indicate whether or not there was a previous verbal warning related to this specific type of incident 

and when that occurred. Use the back of this form for any notes related to that warning 

G. Both parties should sign and date the form after reviewing 

 

Example of an inappropriate language incident: 

 

Details of the Situation 

On July 2, I observed Jane yelling multiple curse words in the lobby where our guests could hear. After 

inviting her into a private area to inquire what was going on, Jane stated that she was frustrated about a 

project not going well.  

 

Improvement Plan 

In the future when I am upset or frustrated with work, I will ask my supervisor for a couple of minutes 

break to cool off. When I return to work, I will create a plan to solve the problem. If I need help, I will ask 

my supervisor or a co-worker for some assistance. 
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