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Authentic Learning  

Internship Survey: Notes
Date:

Internship mentor’s name:

Mentor’s job title:

Organisation/workplace: 


Address of organisation:

Telephone number:
These questions will help you understand your Internship workplace. Ask your mentor to help you answer these questions. Also ask your mentor who else you can speak with at the organisation. Answering these questions will help you sharpen your observation skills and better plan your project. You may use the questions below or create questions of your own. If you have completed a Shadow Day at the same workplace some questions may already be answered. You may like to copy that information onto this document.
Part 1: Overview

1. What is the main purpose of this organisation/business/workplace?

2. (a) How many people work here?

(b) What different kinds of jobs are there in this workplace?

3. Who are the customers or clients, or who are served by this organisation?

4. The people who work here: What is the mix of genders, races and ages?

5. (a) When do people arrive and when do they leave?

(b) How long is lunch?

(c) Is there a dress code?

(d) What kind of spaces do people work in?
Part 2: Structure
6. Is this organisation broken down into departments? What are they?

7. If there are different parts of the organisation, what are the ways they use to communicate with each other?

8. How are decisions made in your part of the organisation?

9. Which part of the organisation do you find most interesting? Why?

10. What kinds of jobs could you see yourself doing in this organisation?

Part 3: Evaluation
11. How is work evaluated at this workplace?

12. Do co-workers review each other’s work? How is this done?

13. Do people seem to have high standards for their work? How can you tell?

14. What are 3-5 skills or personal qualities that seem to be important for all employees, in order for them to do quality work and receive a good evaluation?

15. What skills and personal qualities are important for you to work on in the next few months, so that you would fit into this organisation?
NOTE: It may be helpful to write a 1-2 paragraph summary or notes about your Internship 
             workplace in your Learning Journal.

EITHER:   Attach these notes into your Learning Journal
OR:          Save this document to your e-Portfolio.
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