Student Intern Checklist

Today’s Date: ________________________

Name of Manager conducting the orientation: ____________________________

Student Intern’s Name: __________________________

CLUB TOUR AND INTRODUCTIONS

HR PAPERWORK

· General employee orientation

· Take a picture of the student intern and do a brief write-up on the student for the club newsletter

REVIEW INTERN MATERIALS

· 3 ring binder for materials

· Club History Book

· Club By-Law/Rules and Regulations Book

· Copy of the book Raving Fans by Ken Blanchard for the intern to read

· Copy of the Employee Handbook

· Copy of all menus from all dining outlets/banquet mens/snack bars

· Copy of first week’s schedule

· Copy of Intern Exit Interview Questions that the intern should answer throughout their internship

· Copy of calendar of Club staff meetings that they will attend/CMAA activities and other scheduled events

CLUB POLICIES

· Review the expectations of the Club for the intern and what the intern would like to learn during their internship experience

· Review attire/uniforms

· Review Club policies/Club culture/ground rules

