
Hosting a remote intern is an excellent way to

connect with people who are entering the field

and give back to your community of practice.

However, just as in the online or remote classroom,

the remote internship requires a more intentional

approach in order to be successful. The materials

included in this toolkit will help you to do just that!

 INSTRUCTIONAL DESIGN REMOTE
INTERNSHIP TOOLKIT

 



 GET  ORGAN IZED  BEFORE  YOUR  INTERN  STARTS !

Do you need to coordinate with HR or other administrative
units before bringing an intern on board? Who?

Plan for intern involvement in team meetings
and/or activities
Provide intern access to communications
and contact information
Provide intern access to information and
resources, any shared document
repositories
Don't forget to identify areas or topics to
which it may be inappropriate to offer access

What level of coordination is needed within
your own team or unit to prepare?

Welcome letter and onboarding instructions
Checklist(s) for internship supervisors 
General timeline for completing onboarding activities
What else can you think of that would be helpful?

Suggested documents and resources that will help
set the stage for the internship experience



THE  " GET  ORGAN IZED "  TO  DO  L IST
Capture your ideas about actions you need to take to get organized for your intern below



CREATE OPPORTUNITY

FOR CONNECTION

PROVIDE WORK

SPACE AND CONTEXT

Share “big picture”

resources and

information

Highlight various

roles people play in

your department

Explain how your

organization

generally functions

Help intern see how

they will contribute

to the organization

ESTABLISH TRUST &

FACILITATE GROWTH

get a feel for the

departmental culture

develop their identity

as an instructional

design professional

see themselves as part

of a larger network of

professionals

Provide a sense of

community to help interns:

Deepens our ability

to communicate and

get things done.

Gives us a solid

foundation for

sharing feedback

Better understand

one another’s intent

and motivations,

helping move

everyone toward

their goals

THREE  ELEMENTS  TO  CREATE  A  SUCCESSFUL
REMOTE  INTERNSH IP



PROVIDE WORK SPACE AND CONTEXT

What are required
deliverables for the
internship? For the

intern’s work with your
organization?

A basic or initial internship structure gives everyone a place to start and helps organize the
internship experience. This is particularly important in the remote environment as we don’t have

the same physical tethers that make it easier and more natural for people to connect on the fly or
learn about an organization by simple immersion in day-to-day activities. Provide “big picture”

resources and information to highlight the various roles people play in your department, how your
organization functions, and how the intern will fit into the picture.

Mission and vision
statements
Organizational chart
Organization and team
values

What information does the
intern need to know about

your organization?

What is the
timeline for

activities and
projects?

What does the intern
need to know about the
role(s) of interns in your

organization? What
types of projects and/or

activities can they
anticipate participating

in?

Interact with you & your
team
Connect with anticipated
partners
Complete projects & access
associated materials

Does the intern have access to
the technology and/or tools

they need?

If needed, how will
the intern track

their time
investment with

your organization?



CREATE OPPORTUNITIES FOR CONNECTION

It is critical to provide a sense of community to help interns see themselves as part of a larger network, get a feel for
the departmental culture and begin to develop an identity as an instructional design professional. While social

interactions with new people in remote environments can sometimes feel a little awkward at first, with just a little time
and intention, relationships and connections can quickly grow. 

 
How will the intern gain a
general understanding of
your institution’s culture? 

Asynchronous &
synchronous
communication tools
Regular meeting cadence

How will the intern get to
know and stay actively

connected to you? 

How to ask questions and
where to direct them
Levels of formality

Are there spoken/unspoken
rules about communications
and team dynamics that they

need to know?
 

 

Invitation to regular team
meetings
Facilitation of introductions

How will the intern get to know
and feel connected to other

members of your team?
 

How will the intern
meet other key

people associated
with your workplace?



ESTABLISH TRUST AND FACILITATE GROWTH

Just as in any relationship, a foundation of trust deepens our ability to communicate and get things
done. In the workplace, trust also gives us a solid foundation for sharing feedback with one
another as we better understand one another’s intent and motivations. Just as in the online

classroom, this also opens the door to two-way feedback loops, which allows a deeper and more
complex experience for everyone involved!

What are the goals of the
internship from both your and
the intern’s perspective? How
will you coordinate to help all

parties reach their goals?

How will you
support the

intern’s growth
with regular,

formative
feedback? 

How will you get
feedback from the intern
on their experience and

what’s working/not
working from their

perspective?

Is there a place for
reflective and/or

metacognitive activities to
help the intern process
their own growth and

learning?



ACT ION  PLAN
Capture your ideas and plan your next steps in the space below.

This toolkit was created for the online session Cultivating the Next Generation of Instructional Designers with
Remote Internships presented by Jill Giacomini & Lainie Hoffman at the 2022 Online Learning Consortium
Innovate Conference, Dallas, TX, March 2022.
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