Standard Operating Procedure (SOP): Internship Position
Sourcing and Employer Engagement

This SOP details the internship position sourcing and employer engagement process, covering the identification and
selection of suitable internship opportunities, establishing and maintaining relationships with employers, negotiation of internship
terms, coordination of student placements, and continuous communication to ensure successful internship experiences. The aim
is to create meaningful partnerships with employers that provide valuable learning opportunities for interns while meeting
organizational needs.

1. Purpose

To outline clear steps for sourcing quality internship positions and engaging employers in order to maximize the internship
experience for both students and host organizations.

2. Scope

This SOP applies to all staff and stakeholders involved in the placement, supervision, and management of internships.

3. Responsibilities

¢ Internship Program Coordinator &€ Leads and oversees the process.
e Placement Officers a€“ Facilitate communication and placements.

¢ Employers a€” Provide internship opportunities and feedback.

e Students 4€* Participate in application and placement process.

4. Procedure

1. ldentify Potential Employers and Opportunities
o Research industries and organizations aligned with student interests and curriculum.
o Utilize existing employer databases and attend career fairs/networking events.
o Solicit internship opportunities via outreach campaigns (emails, calls).
2. Evaluate and Select Internship Opportunities
o Screen employer proposals based on organizational reputation, learning potential, and relevance.
o Conduct site visits or virtual assessments if necessary.
3. Engage and Establish Relationships with Employers
o Initiate contact and discuss the value proposition of hosting interns.
o Share internship guidelines, mutual expectations, and roles.
4. Negotiate Internship Terms
o Agree oninternship duration, responsibilities, supervision, compensation (if any), and evaluation processes.
o Document terms via formal agreements or MOUs.
5. Coordinate Student Placements
o Match students to opportunities based on skills, interests, and employer requirements.
o Facilitate application, interview, and selection processes.
o Provide orientation to both students and employers.
6. Maintain Ongoing Communication
o Act as a liaison throughout the internship period.
o Address challenges, gather feedback, and ensure expectations are met.
7. Conduct Debrief and Evaluation
o Collect feedback from students and employers at internship completion.
o Assess outcomes for continuous improvement.
o Recognize employers and maintain engagement for future cycles.

5. Documentation and Records

Employer database and contact logs
Internship agreements/MOUs
Placement records

Feedback and evaluation forms

6. Review and Continuous Improvement

¢ Review and update SOP annually or as needed.



e Utilize feedback to enhance procedures and outcomes.

7. Appendix: Key Contacts

Role Name
Internship Program Coordinator [Name]
Placement Officer [Name]

Note: Replace bracketed fields with relevant information.

Email
[Email]

[Email]

Phone
[Phone]

[Phone]
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