INTERNSHIP REPORT TEMPLATE

An internship report is a summary of the internship experience that is necessary to complete to finish the internship. The internship report is important because it informs the educators of the lessons and skills the student has learned and the opportunities the student has had to apply those skills.

In remote internships, it is particularly important for the supervisors at the HEI and the company to follow the intern’s performance. The internship report can be a very useful tool to achieve this goal. Usually the internship report is prepared by the student at the end of the internship and presented at the HEI.

In remote internships, we suggest to change this existing system and to make the internship report a tool that can be used throughout all the internship experience.

In remote internships, the procedure for creating internship reports could look like this:
· HEI employee (usually study coordinator) creates an empty Internship Report template for each student, using free available digital tools (e.g. Google or Microsoft Online documents).
· HEI employee shares the Internship Report with each student and both their Supervisors.
· The  student fills in the report on daily basis during the internship.
· The supervisors can follow the progress of the student and intervene when necessary.

This strategy can help to solve the communication problems which are particularly important in digital internships.

The internship report template in a digital form is available here (can be downloaded and used by any HEI): (link to project web page)
