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The purpose of the check-in is to make sure that a) you are fulfilling your provider’s expectations and that b) you are getting what you want out of the internship experience.  If something is amiss, you can remedy it. If things are going well, ask about ways that you can improve. This interview will prove helpful in writing the final evaluation - both for you and the sponsor. Take good notes.
Here are some tips on how to conduct a mid-internship check-in:
MAKE A TIME TO MEET
During the first week of your internship, let your supervisor know that half way through the internship you are required to do a formal check-in.  Ask if you can set up a tentative date and time – you should schedule at least an hour for the meeting.  If your supervisor is reluctant to make an appointment so far in advance, you will need to be aware of when your halfway point is, and start trying to make an appointment at least a week before.  This can sometimes be challenging, especially if you are at the height of a busy project.  You will need to be both persistent and flexible.  It’s ok if your appointment gets delayed slightly, but make sure that it happens no more than a week after your mid-way point.  Time will slip by before you know it!
FILL OUT CHECK-IN FORMS
This packet contains two check-in forms - one for you and one for your supervisor. Give the check-in form to your supervisor a few days before your meeting. This is a good way to remind her/him that your meeting is coming up.  You should fill out your check-in form before the meeting.  Be sure to write down everything you want to address with your supervisor – especially any concerns you have or skills you would like to develop.  This is your chance to shape the remainder of your internship, so make the most of it!
BE OPEN TO FEEDBACK
Be ready to receive both positive feedback and constructive criticism.  If you do receive some criticism, ask clarifying questions to make sure you know how you can improve.  Accepting feedback with grace is a sign of maturity, and will show your supervisor that you are flexible and willing to learn.
ADDRESS IMPORTANT ISSUES
Approach important issues or concerns with an attitude of trying to solve a problem.  Suggest projects that you would like to be involved in.  Don’t complain – offer solutions!

TAKE NOTES
Make sure to write down your supervisor’s comments – both positive and negative.  Pay especially close attention to suggestions for improvement, and make sure to write down your goals.  If you are not able to write down everything, at least jot down a quick note to jog your memory later.  After the meeting, go back over your notes and fill in the details.

EXPRESS THANKS
Thank your supervisor for taking the time to meet with you, and for teaching you skills, etc…Express positive feedback about specific things, if appropriate.
SUBMIT A SUMMARY 

After your check-in, please write a brief (1-2 paragraph) summary of your check-in and email it to Sharón Friedner at sfriedner@hampshire.edu. Include what is going well, any challenges or issues that came up, and your goals for the remainder of the internship.
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Intern Form
1. What have you done well so far this summer? What specific accomplishments are you proud of?
2. What skills have you learned/improved upon?
3. How could you further improve your skills and/or performance?
4. What are your goals for the remainder of the summer?
5. Other comments:
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Supervisor Form
As participants in the Entertainment Industry Internship Program, Hampshire students are required to do an on-site check-in with their supervisor half way through the internship.  This check-in is a great opportunity for you to tell the intern what they are doing well and to discuss ways in which they could improve their performance.  It is also an opportunity for both you and the intern to resolve any issues that may have arisen in the first half of the internship, and to agree on goals for the remainder of the summer.  Jotting down some notes before or during the check-in will be very helpful when you are writing a final evaluation for the intern.  Please use the following questions to help guide your mid-internship check-in.
1. What has the intern done well so far this summer?  What are some of the intern’s specific accomplishments?
2. What skills has the intern learned/improved upon?
3. How could the intern further improve their skills and/or performance?
4. Goals for the remainder of the summer:
5. Other comments:

