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OVERVIEW
Are you a library staff member who is 
considering starting a teen intern program? Or 
perhaps you are a library staff member who 
already utilizes teen interns and are looking for 
more effective ways to manage your teen intern 
program. With all of this in mind, this toolkit is 
designed to provide information and resources 
to help library staff develop a teen intern 
program by explaining the necessary steps to 
make your program successful.

The purpose of this toolkit is to:

• Cover the five essential steps to establishing a 
successful teen intern program

• Thoroughly explain each step, which includes: 
 □ planning
 □ promotion

 □ application and interview process
 □ training and internship process, and 
 □ evaluation process

• Provide templates, resources and information 
to assist with developing a teen intern 
program

Please keep in mind that all teen intern programs 
are going to differ depending on various factors, 
including the community served, the needs of 
the community and library, budget, number of 
library staff, services offered, and how you plan 
to utilize teen interns. Content within this toolkit 
was included with the mindset of being able 
to offer diverse options and materials that are 
helpful and useful for all libraries. Please feel free 
to use and adapt these resources as needed for 
your library.

PLANNING 
The first step is the planning process. This helps 
your library define the desired outcomes for 
both the library and teen interns, and to develop 
a strategy to achieve them. 

Determine Your Purpose
Determining your purpose and outcomes will 
help direct other areas of planning.

When determining your purpose, some 
questions to consider include:

• Why do you want to offer a teen internship?
• What do you want the teen intern to gain from 

the experience?
• How will this experience help the teen in their 

future career? 
• To what extent do you need to supplement 

library staff during the summer intern 
program?

• What types of projects would a teen 
perspective be helpful?

• How will the teen internship benefit the library 
and your community? 

Another way to think about purpose is to think 
about outcomes. Taking time to write a set of 
outcomes will help you to create a plan and aid 
in evaluation when the internship is completed.

Examples of possible outcomes for the library 
include:

• Opportunity for staff to complete tasks and 
pursue projects that might otherwise not have 
been possible 

• Access to fresh perspectives and new skills
• Strengthen relationships with teen patrons 

through connected learning
• Promote community involvement by teaching 

potential future library staff/advocates
• Contribute to increasing positive behaviors in 

teens and help teens make positive choices
• Empower teens to explore their strengths and 

interests
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Examples of possible outcomes for the teen 
intern include:

• Gain real-world experience and learn job skills
• Understand expectations about workplace 

demands 
• Build a professional network through mentors 
• Create a portfolio of projects worked on and 

completed
• Improve self-esteem and self-confidence 

through accomplishments
• Work in a safe, supportive environment 

surrounded by caring adults
• Get on a path of financial stability

Be sure to also leave flexibility to incorporate 
the goals and opinions of the teen(s). Although 
libraries may have different outcomes, it is 
important to focus on how the teen intern 
program will be developed. Like any new project, 
you will have questions on where you should 
start. Next, we will discuss other important 
factors that should be considered during the 
planning process.

Budget
After determining the purpose of your intern 
program, you should now put together a budget 
associated with implementing the program. One 
of the first things to decide on is whether or 
not the teen interns will be compensated. Some 
libraries have asked their friends of the library to 
support the teen internships, while others apply 
for grants and make it part of their staff budget. 
It is important to consider that not all teens 
have the option of accepting an internship that 
is unpaid and may come from different social, 
emotional, economic, and family backgrounds. 
Some teens may even have to work while 
attending high school. Therefore, if possible, 
offer a paid internship. This will open up the 
opportunity to appeal and reach more teens.

If the teen interns will be compensated through 
the library’s budget, there are several questions 
to consider:

• How many teen interns will you hire?
• Will the teen internship be a regular library 

staff position or a part-time, temporary 
position? How does this affect the pay scale?

• Will the teen intern be paid at the same 
starting wage as other staff?

• Will the teen intern receive an hourly wage or 
a stipend? Will the stipend be given all at once 
or split into two? Once halfway through and 
then the rest at the end? Splitting the stipend 
into two payments may be a good way to 
keep the teen motivated. 

• Will the teen intern receive a stipend that may 
reflect a higher hourly wage than other library 
staff because of the funding source? 

• How will the teen be paid? Check? Gift card? If 
by check, does the teen have a bank account? 
It may be a good idea to reach out to the 
teen’s parent/guardian first before deciding. It 
is important to not assume and consider the 
teen’s situation. 

• Are there any state or library system specific 
regulations? E.g. taxes?

If the teen internship is grant funded, it is 
important to carefully follow directions to ensure 
you understand the eligibility requirements. 
Other questions to consider when applying for a 
grant to fund teen internships:

• Does the grant have specific requirements 
concerning the age of the intern? 

• Does the grant have guidelines for the types 
of activities that the intern can be involved in? 

• Does the grant funding have a specific time 
frame for completion? 

• What type of reporting does the grant 
require? 

• Do you have time to devote to the record 
keeping necessary for the grant? 

• Who oversees the intern’s supervision under 
the grant? Yourself, director, youth services, 
HR representative?

Youth Employment/ 
Child Labor Laws
When considering employing teen interns, it is 
recommended that you check with your library’s 
lawyer, HR Department, or whomever provides 
your library with legal advice. Different states 
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can have different labor regulations in relation 
to age, work hours, wages, and taxes when it 
comes to teen employees. The type of work that 
the teen will be involved in may also be a factor 
that affects his/her ability to be employed. Be 
sure to check your state’s child labor laws to 
make sure you are in compliance. In most states, 
the legal working age is set at 14 years of age 
and the number of hours that a teen can work 
per day is limited until the age of 18. Check out 
the OSHA Education Center for a good resource 
for gaining understanding of child labor laws.

Staff
Like any professional position, staff will need to 
determine who will oversee the teen internship 
program and supervise the teen interns. It is 
important that whoever is selected to do so can 
dedicate enough time to be an effective mentor 
to the teen interns. If the intern program will be 
implemented during the summer, think ahead to 
staff vacations. If the main coordinator plans to 
take vacation during the summer, who will serve 
as a backup?

Time Frame
When hiring teen interns, you need to determine 
the time frame of the internship. Will this just be 
a summertime internship? Is there a possibility 
of it continuing into the school year? Perhaps an 
unpaid, volunteer position with reduced hours? 
What about a part-time position? It also important 
to take the teen’s personal summer schedule 
into account. Are they going to be taking any 
vacation? If so, when? How will this affect the 
internship period? Will it need to be shortened 
because of the teen intern’s personal schedule? 

Tasks
Depending on the needs of your library and 
the length of the internship, libraries will have 
specific tasks and projects that teen interns can 
undertake. When preparing tasks, you should 
consider the length of time that the teen intern 
will work for the library and how long it will take 
to complete the tasks. It is also important that 
you provide tasks that do not take away from 
other professional staff responsibilities. 

The needs that you identified for your library 
should be reflected in the tasks that you plan for 
the teen intern. Some libraries have projects that 
they would like teen interns to complete, whereas 
other libraries will consider suggestions that 
teen interns make based on the teen’s skills and 
interests. If possible, incorporate the suggestions 
from teens. This will make the experience more 
meaningful and interesting to them.

After determining the list of tasks, but before 
assigning tasks, you will need to determine 
whether the task is ongoing or is bound by a 
deadline. If the task is ongoing, you need to 
consider who will oversee continuing the task 
once the teen intern leaves. To ensure they know 
what is expected of them, staff should create a list 
of tasks and projects that the teen interns should 
work on. A copy of the task list should be given 
to the teen and a copy should be kept where 
other staff members can easily have access to in 
the event that the teen supervisor is not available 
or has an emergency. It is the supervisor’s 
responsibility to make sure that the teen intern 
completes his/her work and to give constructive 
feedback. The bottom line is, no matter what 
tasks are given, it is important that the teen intern 
feels that his/her work is relevant to the success 
of the organization and themselves.

Also consider having a “back-up” list of tasks 
for the teen. If it is your first time implementing 
a teen intern program, you may over or 
underestimate how much time a task may need 
to be completed, so having a back-up list of 
tasks will be helpful if that happens. 

http://www.oshaeducationcenter.com/articles/child-labor-laws
http://www.oshaeducationcenter.com/articles/child-labor-laws
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Location
You will need to determine where the teen intern 
will work within your office space. If they will be 
sharing a space, you will need to consider how this 
will affect other staff if their schedules overlap.

Work Contact Information
Will the intern need access to any library 
accounts or email? do they need their own email 
address to communicate or collaborate with 
others inside and outside the library? If so, you 
should consider setting up an email address and 
phone number for the interns.

Potential Challenges
There are many things to consider when 
planning for a teen intern. As you start to come 
up with your purpose, outcomes and tasks, you 
should also consider obstacles that may arise so 
that you can try to prepare for them in advance. 

Some examples include:

• How will staff make time to assist in on-
boarding and training the teen interns?

• What types of tasks and projects do you 
have available that fit the interests of the teen 
interns?

• How do you help other staff see their role as 
mentors to the teen interns?

• If the teen intern is needed to supplement 
staff, what will happen when there are 
schedule conflicts?

• What training opportunities will you have 
available for the teen interns to learn new 
skills?

• How will the library sustain tasks and projects 
after the teen interns leave?

• If you or the supervisor of the teen intern(s) 
has an emergency, is there another staff 
member who can supervise the teen intern(s)? 

Planning Resources
There are many resources available to help 
prepare your organization for hiring teen interns. 
Chegg Internships offers helpful information to 
help you set up an internship program via their 
“12 Steps to Setting Up an Internship Program – 
Intern Program Tips” page. 

The University of Virginia also offers a helpful 
resource: Starting and Maintaining a Quality 
Internship Program. 

See Appendix F for a sample planning 
worksheet.

https://www.internships.com/employer/resources/setup/12steps
https://www.internships.com/employer/resources/setup/12steps
https://www2.virginia.edu/career/intern/startinganinternship.PDF
https://www2.virginia.edu/career/intern/startinganinternship.PDF
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PROMOTION
Promotion is essential to getting the word out 
about your teen internship program. You will 
need to keep in mind that the target audience 
for promotion is teens. Don’t forget to consider 
the type of community (small, rural, tribal, 
metropolitan, etc.) you serve. You should also 
make sure you promote in a way that considers 
teens of all backgrounds, including underserved 
and at-risk teens. Keeping all of this in mind will 
help you determine the most effective promotional 
methods. Also consider which methods will 
produce the widest reach. Check out this resource 
to learn about ways to recruit teens. 

Promotional Materials
In addition to a job posting, you should consider 
creating a promotional flier for the teen 
internship program. The flier will allow you to 
engage and attract teens to become interested 
in the teen internship. The job posting should list 
specific qualifications and requirements that you 
are looking for in potential candidates. There are 
many resources available to aid you in creating 
fliers, posters, and other promotional materials. 
Many have templates you can easily use by 
simply dropping in your content. Some helpful 
websites include: 

• Canva (free templates to create marketing 
materials)

• dafont (free, downloadable fonts) 
• Inkscape (vector based graphic design tool)
• Pixabay (open source commercial photos)
• Scribus (publishing layout program)

When to Start Promoting
You should consider when you want the teen 
intern(s) to begin their position. You will need 
to start promotion at least 1-2 months ahead of 
the start date of the teen internship. This will 
allow enough time to share information with the 
community, accept applications, and conduct 
interviews. It is important to remember that the 
end of the school year is a busy time for teens, 

so you need to allow extra time to promote and 
spread the word about the available position.

Where to Promote
There are many different promotional methods 
available to help you promote your program, 
including word of mouth, community outreach, 
partnership, social media and other media 
platforms. 

Word of mouth is one of the easiest methods of 
promotion. The key is to make sure that all staff 
are aware of the teen intern program, so they 
can give accurate information. You should have 
fliers, job descriptions, applications, and other 
relevant information available to give out when 
discussing the position. Additionally, teens who 
use the library or have worked in the position 
previously can help spread the word about the 
open position to other teens.

Community organizations are another option. You 
should evaluate which community organizations 
would most be in line with what you are trying to 
accomplish with your teen internship program. 
Organizations that work closely with teens 
would be good options since they already have 
established connections. Some organizations 
that serve teens include Boys and Girls Clubs of 
America, YMCA, local high schools, homeschool 
groups, SAT/ACT prep centers, tutoring centers, 
community centers, etc. You can use established 
connections with staff at these organizations 
and ask them to help promote the internship to 
teens who may be a good fit. You should also 
consider promotion of the internship at your local 
government offices and civic organizations, such 
as Rotary, Kiwanis, Pilot Clubs, etc. This will give 
you the opportunity to showcase the internship 
program and highlight one of the wonderful 
things your library is doing in your community. 

In addition to community outreach, you should 
also consider the partnerships that your library 
has already established. If you work closely 
with local school districts that your library 

https://www.reliableplant.com/Read/12676/eight-ways-to-recruit-today's-best-teenagers
https://www.canva.com/
https://www.dafont.com/
https://inkscape.org/
https://pixabay.com/
https://www.scribus.net/
https://www.bgca.org/
https://www.bgca.org/
https://www.rotary.org/en
https://www.kiwanis.org/
https://www.pilotinternational.org/becomeapilot/?gclid=EAIaIQobChMI656l6Kmf5AIVmKDsCh1_ZwAUEAAYASAAEgIWn_D_BwE
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services, then you could ask if they are willing 
to share information about the teen internship. 
Some departments within schools, such as the 
counseling office, may be willing to promote 
the internship and encourage students who 
may be a good fit to apply. Don’t forget to also 
make your rounds at local schools. When visiting 
schools to do your routine summer learning 
activities promotion, you should also use the 
opportunity to also promote the teen internship. 
This is a good opportunity for teens, especially 
those who are younger and have fewer jobs 
available to them, to learn more. 

Social media is another good option for 
promotion to directly reach teens. Instagram, 
Facebook, Twitter, TikTok, and Snapchat are 
some of the current popular social media 
platforms used by teens. Are there creative ways 
you can use social media to promote your intern 
program? Perhaps a TikTok video? Boomerang? 
GIFS or Memes? Using the poll function on 
Twitter or Instagram to gauge interest in the 
position?

You should also consider using other media 
platforms when promoting the teen internship 
program. For example, you could contact your 
local newspaper, radio stations, news stations, 
etc. and ask them to feature your teen internship. 

How to Promote
It is important to display information about the 
internship where teens are likely to notice it, 
such as social media platforms and places they 
frequent, such as schools. It is also a good idea 
to display the internship fliers in study rooms and 
places that teens hang out at your library. If your 
library utilizes teen volunteers or a teen advisory 
group, it would be a good idea to share this 
information with them and have them promote 
it to their friends circle. You could also consider 
hosting an interviewing program for teens. They 
will not only be able to practice the skills needed 
for a successful interview, but staff can also share 
information about the teen internship.

Helpful Promotion Tips
• Include your library logo and grant sponsored 

logos on all promotional materials.
• Clearly state required qualifications and skills 

on the job posting, as well as the incentive for 
the teen

• Use simple language that is easy for teens to 
understand

• Make sure you proofread your work so you do 
not lose credibility for errors

See Appendix G for samples of promotional 
materials, a press release, and social media 
posts.

Additional Resources
https://www.suffolknewsherald.
com/2019/05/03/good-news-for-teens/ 
Includes a press release seeking teen applicants 
for open position

http://www.courierherald.com/life/teens-
encouraged-to-volunteer-at-pierce-county-
libraries/ 
Includes a press release for teen volunteer 
opportunities

https://www.houstontx.gov/hr/hrfiles/gyow/
HHY_Flyer2019.pdf 
Sample of a flier promoting employment 
opportunities for teens

https://www.suffolknewsherald.com/2019/05/03/good-news-for-teens/
https://www.suffolknewsherald.com/2019/05/03/good-news-for-teens/
http://www.courierherald.com/life/teens-encouraged-to-volunteer-at-pierce-county-libraries/
http://www.courierherald.com/life/teens-encouraged-to-volunteer-at-pierce-county-libraries/
http://www.courierherald.com/life/teens-encouraged-to-volunteer-at-pierce-county-libraries/
https://www.houstontx.gov/hr/hrfiles/gyow/HHY_Flyer2019.pdf
https://www.houstontx.gov/hr/hrfiles/gyow/HHY_Flyer2019.pdf
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APPLICATION AND INTERVIEW PROCESS
Application Process
After promotion of the teen internship position, 
you will need to create an application to help 
you learn more about potential candidates. The 
purpose of the application is to determine which 
candidate will best meet the needs of your 
library. The application should include questions 
that are relevant in helping the library determine 
which candidates would be the best fit for the 
goals of the position.

In addition to submitting a resume and cover 
letter, there are several important details that 
should be included on the application:

• Basic contact information (teens and their 
parent/guardian)

• Educational background
• Professional and volunteer experiences
• Schedule of availability
• Why they are interested in this teen internship
• What they hope to learn and projects they’re 

interested in working on
• References (anyone other than relatives)

See Appendix H for application samples.

For most teens, this internship will be one of the 
first jobs they apply for. As a result, they’ll likely 
need assistance in completing the application. In 
addition to the application, teens may also need 
help preparing for the interview. You should 
consider hosting a teen job preparation program 
at the library or off-site. During this program, 
you can offer resources to teens to aid them in 
completing the job application (pre and post 
steps) and preparing for an interview. Here are 
two good resources to help teens with their job 
application and job hunt.

Application Review Process 
As you receive applications, you will need 
to determine which candidates you want to 
interview. You should evaluate the candidate’s 
application, resume, short answer questions, 
and any other application materials submitted 
for consideration. When evaluating, you should 
consider the job’s minimum requirements and 
skills needed to be successful in the position. 
Remember that this may be the first job that 
a teen applies to, which means that they may 
not have previous job experience. In this case, 
you should look for skills, interests, and other 
volunteer experiences that would make them a 
good fit for your organization. A good resource 
for vetting applications can be found here. 

Interview Process
During the interview process, ask essential 
questions that allow you to get to know the 
candidate better. It is important to recognize 
that many teens may not have any interview 
experience and that this may very well be their 
first. Therefore, the interview process should 
be conducted similarly to interviews for other 
professional staff. Interviews can be as short as 
15 minutes, but they can also be longer if they 
include an opportunity to show teens what they 
might be doing and tour the library to meet 
staff they might potentially work with. At the 
end of the interview, be sure to give teens the 
opportunity to ask any questions they might 
have, as well as let them know they can get back 
in contact with you if a question comes up after 
the interview.

See Appendix I for interview question examples.

C:\Users\tdillard\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\HDKK982X\•	https:\www.thebalancecareers.com\job-application-tips-for-teenagers-2061581
C:\Users\tdillard\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\HDKK982X\•	https:\www.thebalancecareers.com\job-application-tips-for-teenagers-2061581
C:\Users\tdillard\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\HDKK982X\•	https:\middleearthnj.wordpress.com\2011\03\07\how-teens-can-get-that-first-job\
https://www.glassdoor.com/employers/blog/how-to-vet-candidates/
https://www.glassdoor.com/employers/blog/how-to-vet-candidates/
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Acceptance and Rejection 
Letters
Once the interviews are conducted, it’s time to 
make a decision on which candidate(s) you want 
to hire. You should send either acceptance or 
rejection letters to candidates who applied for 
the teen internship. You should also consider 
having a memorandum of understanding 
signed by the library, the teen intern, and a 
parent/guardian, so that expectations about 
the position are understood. Be sure to attach 
any supplement documents or forms as well. 
This may include photo consent or tax forms, 
as well as statements of appropriate conduct, 
guidelines, etc. It is also important to give 
interview feedback if desired. This will give you 
the opportunity to foster teens that were not 
selected for the position. For those who were 
not selected, are there other opportunities 
for them to help at the library? Perhaps as 
volunteers either during the summer or during 
the school year. 

See Appendix J for an acceptance and rejection 
letter samples.

See Appendix K for a memorandum of 
understanding sample.

See Appendix L for a photo release form sample.

Additional Resources
https://www.investopedia.com/terms/m/mou.
asp 
Description of a Memorandum of Understanding 

http://www.ala.org/tools/libraries-and-photos-
patrons 
Article about libraries and photos of patrons

https://wikis.ala.org/professionaltips/index.
php?title=Use_of_Photographs_in_Publicity_
Materials#Sample_forms 
Article that includes links to sample photo 
release forms

https://www.investopedia.com/terms/m/mou.asp
https://www.investopedia.com/terms/m/mou.asp
http://www.ala.org/tools/libraries-and-photos-patrons
http://www.ala.org/tools/libraries-and-photos-patrons
https://wikis.ala.org/professionaltips/index.php?title=Use_of_Photographs_in_Publicity_Materials#Sam
https://wikis.ala.org/professionaltips/index.php?title=Use_of_Photographs_in_Publicity_Materials#Sam
https://wikis.ala.org/professionaltips/index.php?title=Use_of_Photographs_in_Publicity_Materials#Sam
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TRAINING AND INTERNSHIP PROCESS
While teen interns are invaluable resources, they 
often are inexperienced with job responsibilities. 
Therefore, it is essential to provide training to 
help the interns be successful and productive. 
There are several effective ways to train teen 
interns.

Advance Preparation
Before the interns start, you should have a plan 
in place with objectives and goals for what you 
want them to accomplish and what you want 
them to take away from the internship. Share 
this with them before their first day so they can 
review, ask questions, and provide feedback 
about additional tasks or their interests. 

This would also be a good time to prepare an ID 
badge for the intern, along with other supplies 
or items needed for access to staff areas, such 
as a key fob.

Welcome and Tour of Building
To ease teen interns into their new position, it is 
a good idea to introduce teen interns to all staff, 
so they get to know everyone and can feel more 
comfortable knowing who they can ask for help. 
This will help the interns direct inquiries, both 
internal and external, to the correct staff member. 
While introducing the interns to staff, this is an 
ideal time to give them a tour of the library, so 
they can become familiar with the building.

You should also consider hosting a staff meeting 
and inviting the interns, so all employees have 
an opportunity to meet them. When possible, 
you should invite the interns to attend staff 
meetings, conferences, and other library-
related events to help them network with other 
professionals and so that they are in-tune with 
other events or situations at the library that may 
affect or involve their work. 

See Appendix M for an on-boarding process 
sample.

Review Policies and 
Procedures
After meeting other staff, you should have the 
interns review library policies and procedures, 
including dress code, attendance, leaves of 
absence, etc. This would also be a good time to 
provide training documents, including any step-
by-step instructions or videos.

Like other permanent professional staff, you 
should consider creating a handbook for teen 
interns. The handbook can serve as a guide 
to your library and an overview of the teen 
intern position. After completing the handbook, 
consider having it reviewed by your supervisor, 
Library Board or attorney.

See Appendix N for a teen volunteer handbook 
sample.

Schedules
You should work out a schedule based on 
the needs and availability of the interns. Be 
sure to also take into consideration of any 
vacation time that the teen(s), yourself, and 
other staff will take. Knowing this in advance 
will allow you to make plans to accommodate 
any gaps in coverage. This will give the interns 
an opportunity to review their week-by-week 
schedule and inform you of any schedule 
conflicts. You should also consider if there are 
a specific number of hours needed to complete 
the internship, so that can be worked out in 
the beginning of their internship. Additionally, 
if the intern is a minor under 18 years of age, 
you should check your state’s child labor laws 
to make sure you are in compliance with the 
number of hours the intern is allowed to work.

See Appendix O for an intern schedule sample.
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Determine Goals, Tasks and 
Projects
To show how the intern fits into the bigger 
picture, you should share the library’s strategic 
plans and goals. This will allow the interns to 
understand how their roles and work will have 
an impact on the library’s success. This would 
be a good time to share the goals, including 
tasks and projects, you hope the intern will 
accomplish. 

You should also try to match tasks and projects 
that align with intern interests. During the time 
of the internship, interns should be given at 
least one long-term project to work on. While 
interns should take the lead on the project, the 
assigned supervisor should be available to guide 
and assist when needed. Not only will this give 
them something to do in addition to other tasks, 
but it will also allow the interns to build their 
portfolios. You should set deadlines for when 
you expect tasks and projects to be completed. 
As tasks are completed, the supervisor should 
review the work and provide feedback, so 
changes can be made if necessary. It is also 
a good idea to start off by giving the interns 
simple, less complicated tasks. This will allow the 
supervisor to see how the interns accomplish 
their tasks. More detailed tasks can be provided 
with less guidance as the interns prove capable 
of handling additional tasks.

Communication
The assigned supervisor should plan to have a 
brief meeting with the interns on a regular basis. 
This will allow the interns to get feedback on 
their work and ask questions, while also allowing 
both parties to discuss any issues or concerns. 
You should also let the intern know that you 
are available when needed. If the teen intern is 
hesitant to speak about an issue face-to-face 
at first, consider offering other options such as 
an email, text, or note. After this initial trust is 
built, the teen may then feel more comfortable 
speaking face-to-face. 

Shadow Employees
Once interns are ready to dive into their roles, 
you should have the interns shadow experienced 
employees. This will provide an opportunity 
to see how tasks are completed, learn what 
is expected of them, and to ask questions. 
Interns will learn as they complete tasks, so it is 
important to select employees who assist with 
training and mentoring to be good role models.
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EVALUATION PROCESS
Now that the internship has come to an end, 
it is important to evaluate the success of the 
program. Like most professional positions, you 
have the option to conduct an exit interview or 
an evaluation survey with the interns. In both 
options, you should get feedback that will help 
improve your library’s future intern programs. To 
determine the best option for your organization, 
here is a good resource to use. To ensure you 
are getting valuable feedback, it is important to 
consider the types of questions you will ask for 
whichever option you choose. 

Examples of exit interview and evaluation survey 
questions include:

• How did the internship match your 
expectations?

• What new skills did you learn during the 
internship?

• What did you find the most satisfying about 
the internship?

• What did you find the least satisfying about 
the internship?

• What tasks or projects did you wish you had 
more time to complete?

• In what ways did your supervisor help you 
succeed?

• If you had to redo any part of the internship 
over again, what would you change?

• Name at least one thing you wish you had 

known before starting this internship.
• How can the internship improve for others in 

the future?
• How likely are you to recommend this 

internship to others?
• How can we help you get to the next step in 

your career?
• What other comments and suggestions do 

you have for us?

Upon completion of the teen internship, you 
should consider providing a certificate of 
completion. The certificate shows the interns 
that you appreciate them and value the work 
they have done.

See Appendix P for a certificate of completion 
sample. 

It is also important to let the teens know that 
their relationship with the library does not end 
even though the internship is completed. Is 
there opportunity to allow them to volunteer 
during the school year? If so, offer it to them. 
Teens should be encouraged to utilize the library 
staff they worked with as references for future 
opportunities. Also, library staff should also 
consider writing recommendation letters for 
teen interns. It is important for teens to feel that 
the library wants to help them be successful in 
future endeavors.

https://www.quantumworkplace.com/future-of-work/exit-survey-vs-exit-interview-a-360-approach-to-uncovering-turnover-trends
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ADDITIONAL RESOURCES
Braun, L. W., & Peterson, S. (2017). Putting teens 
first in library services: A road map. Chicago: 
Young Adult Library Services Association 
(YALSA), a division of the American Library 
Association (ALA). 

http://www.ala.org/yaforum/sites/ala.org.
yaforum/files/content/YALSA_nationalforum_
final.pdf 
The Future of Library Services for and with 
Teens: A Call to Action

https://apply.ala.org/plinterns/mentor-toolkit 
A PLA Toolkit for Teen Intern Mentors

https://www.dol.gov/odep/pdf/
InclusiveInternshipPrograms.pdf 
Inclusive Internship Programs: a how-to guide 
for employers

https://www.teenservicesunderground.com/
managing-a-library-internship-program/ 
An article, “Managing a Library Internship 
Program”

https://wikis.ala.org/yalsa/index.php/Reaching,_
Engaging_%26_Serving_Vulnerable_Youth 
A YALSA Wiki with information on reaching, 
engaging and serving vulnerable Youth

https://wikis.ala.org/yalsa/index.php/Serving_
Diverse_Teens_@_Your_Library 
A YALSA Wiki with information on serving 
diverse teens at your library

https://wikis.ala.org/yalsa/index.php/Teen_
Volunteering_%26_Service_Projects 
A YALSA Wiki with useful links, resources, and 
teen volunteer projects

http://www.ala.org/yaforum/sites/ala.org.yaforum/files/content/YALSA_nationalforum_final.pdf
http://www.ala.org/yaforum/sites/ala.org.yaforum/files/content/YALSA_nationalforum_final.pdf
http://www.ala.org/yaforum/sites/ala.org.yaforum/files/content/YALSA_nationalforum_final.pdf
https://apply.ala.org/plinterns/mentor-toolkit 
https://www.dol.gov/odep/pdf/InclusiveInternshipPrograms.pdf 
https://www.dol.gov/odep/pdf/InclusiveInternshipPrograms.pdf 
https://www.teenservicesunderground.com/managing-a-library-internship-program/ 
https://www.teenservicesunderground.com/managing-a-library-internship-program/ 
https://wikis.ala.org/yalsa/index.php/Reaching,_Engaging_%26_Serving_Vulnerable_Youth 
https://wikis.ala.org/yalsa/index.php/Reaching,_Engaging_%26_Serving_Vulnerable_Youth 
https://wikis.ala.org/yalsa/index.php/Serving_Diverse_Teens_@_Your_Library 
https://wikis.ala.org/yalsa/index.php/Serving_Diverse_Teens_@_Your_Library 
https://wikis.ala.org/yalsa/index.php/Teen_Volunteering_%26_Service_Projects 
https://wikis.ala.org/yalsa/index.php/Teen_Volunteering_%26_Service_Projects 
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APPENDIX A
Anecdotes from the Library Community:  
Cabell County Public Library
Cabell County Public Library, 455 9th Street, Huntington, WV 25701 
Breana Bowen, Assistant Director for Youth Services

How many interns did you have and what 
were their tasks?

Every summer, as a part of our system-wide 
summer reading program, The Cabell County 
Public Library hosts a Super Why Reading 
Camp. This program is held in partnership 
with our local PBS station and the camp is 
designed to help preschool children learn to 
read. Traditionally, we have teens help with the 
program. This year, we were fortunate enough to 
be the recipient of a YALSA and Dollar General 
Literacy Foundation Summer Teen Intern Grant. 
As a result, we had the funds to hire eight paid 
teen interns. These interns assisted library staff 
at the camps. The teens worked with the small 
children in a variety of activities ranging from 
helping with technology to supporting daily 
reading activities. We also were able to have our 
teen interns help with a variety of other youth 
services programs. For example, they helped 
children sign up for summer reading, helped to 
host programs, worked with staff in creating and 
implementing craft activities and helped serve 
free lunch. When the internship was complete, 
every participating teen received a stipend.

What challenges did you face with the teen 
interns?

We really did not face any challenges. Our teen 
intern program ran pretty smoothly; however, if 
we are given this opportunity again it would be 
nice to expand the program outside of our Super 
Why Reading Camps and allow the teens more 
opportunities to help with our summer reading 
program. This would allow the teens to gain 

more diverse, hands on experience working with 
the community and families. The teens would 
be able to reach a larger portion of our library 
demographic, ultimately learning more about 
our community. 

What did the teens learn or like the most 
about interning?

Our program connected to YALSA’s Futures 
Report and vision on many different levels. For 
example, teen interns were able to: 

• Learn, work in leadership roles, build a sense 
of community, and explore their creativity. 

• Gain critical skills needed to enter the 
workforce. 

• Participate in workforce development training 
through real-world experiences. 

• Explore careers in library settings. 
• Connect with adult mentors (library staff) and 

learn through real-life experience.
• Make decisions and become more 

independent individuals.
• Be a part of a team that worked together 

to achieve goals and objectives, ultimately 
building strong and supportive relationships 
with peers and adults.

Ultimately, our teens were empowered through 
education, and they gained confidence, 
resiliency, and learned to trust themselves as 
individuals who are capable of giving back to 
their community and bettering themselves.

http://www.ala.org/yaforum/future-library-services-and-teens-project-report
http://www.ala.org/yaforum/future-library-services-and-teens-project-report
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What worked? What didn’t? What would 
you do differently next time?

We learned so much from having a teen intern 
program! This program enabled our library 
system to reach our teen demographic like we 
have never been able to before. We learned that 
many teens in our community are looking for 

volunteer and internship opportunities to gain 
crucial skills needed to thrive outside of high 
school. We realized there is a significant need for 
teen volunteer positions within our community. 
The teens were able to learn about library staff 
and our profession, and we were able to better 
ourselves and our organization from working 
with the teens.

APPENDIX B
Anecdotes from the Library Community:  
Novi Public Library
Novi Public Library, 45255 W. 10 Mile Road, Novi,  MI 48375 
Lindsay Gojcaj,  Information Services Librarian

How many interns did you have and what 
were their tasks?

Each summer, the Friends of the Novi Public 
Library support the hiring of two Teen Leader 
Volunteers (previously known as Teen Interns) 
who assist with the Summer Reading Program. 
The Teen Leader Volunteers help individuals 
and families sign-up for the Summer Reading 
Program, log books read, and redeem 
prizes. They are also assigned other tasks as 
needed. The Teen Leader Volunteers receive 
a $500 stipend when they have met all of the 
requirements for the position.

What challenges did you face with the teen 
interns?

One of the main challenges that we faced with 
the teen interns is determining schedules for 
June through August. It is difficult for the teens 
to plan their schedules in advance during the 
busy summer months. We do our best to work 
around summer school and other activities.

What did the teens learn or like the most 
about interning?

The teens learned how to communicate with 
the staff and the public. They were responsible 
for managing the Teen Leader Volunteer email 
account. They also learned accountability and 
adaptability. The library has an online teen 
volunteer management system and the Teen 
Leader Volunteers learned how to record and 
submit timecards. From the feedback we 
received, we learned that the teens enjoyed 
learning about the library and wanted to learn 
more. They also stated that they did not realize 
the amount of work that is involved with the 
Summer Reading Program. Through their 
positions, they got to see behind-the-scenes 
of what library staff do to make the Summer 
Reading Program successful. They also preferred 
to have some variety to their tasks during their 
shifts. For example, they enjoyed assisting staff 
with folding brochures and stamping bookmarks 
with the library logo rather than only assisting at 
the Summer Reading Program information table.
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What worked? What didn’t? What would 
you do differently next time?

What we have learned is to work out a schedule 
for June through August (the length of the 
position) when they sign the memorandum 
of understanding. This helps staff know when 
they are working and can expect the Summer 
Reading Information table to be staffed. We 
provide lanyards with photo ID for both Teen 

Leader Volunteers and send a welcome email 
to staff. They also have their own email address, 
so they can communicate with staff and be 
up-to-date with information relevant to their 
position. One of our challenges is finding tasks 
and projects that the teen leaders can do while 
working at the desk. We continue to look for 
ways to improve the Teen Leader Volunteer 
program.

APPENDIX C
Anecdotes from the Library Community:  
Algona Public Library
Algona Public Library, 210 N. Phil l ips, Algona, IA 50511  
Sonya Harsha, Young Adult Librarian

How many interns did you have and what 
were their tasks?

We generally employ one intern for the summer 
months, with most of the time being spent 
helping with youth services and summer learning 
programs. The range of tasks that our summer 
intern participated in varied from checking 
books in and out, shelving, recording summer 
reading stats, helping with summer reading 
programs, creating summer reading craft 
projects, and developing promotional materials.

What challenges did you face with the teen 
interns?

One of the challenges that we face with teen 
interns is scheduling around their school 
and family activities. If they are involved in 
sports or music, they have practices and 
games that sometimes take priority over 
work. It is important to try to find out about 
potential conflicts during the application and 
interview process so that you can take that into 
consideration when hiring.

What did the teens learn or like the most 
about interning?

We asked our intern to answer some exit 
interview questions, and the first question was, 
“What have you learned from this experience?” 
In her own words, this was her answer, “I have 
learned many things through my experience 
interning at the library this summer, from new 
skills such as taking photos at events, checking 
out books to kids, helping with programs, 
weeding books, recording information, and 
making copies. I have also learned how a lot 
of things work at the library and saw some of 
the behind the scenes of programs and the 
work that goes into everything libraries provide 
for the public.” Our intern’s experience wasn’t 
exactly what she imagined it was going to be, 
but that was okay. She shared, “As an intern at 
the library this summer, I originally thought I 
would be coming in a few days a week to help 
with programs, and what this job has turned 
out to be is completely different from that. I’ve 
come in pretty much every Monday, Tuesday, 
Thursday, and Friday these past few months and 
even a couple of Saturdays, and I didn’t help 
with as many programs as I thought I would. 
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Instead, I’ve worked on several different skills in 
the library. Though this experience has been very 
different than what I expected going in, I think 
I have probably enjoyed the reality more than 
what I anticipated.”

One of the outcomes that I look for is seeing the 
intern grow in their confidence for future choices. 
The following question on the exit interview 
addresses that long-term influence, “Will this 
internship influence your future job search?” Our 
intern’s response was: “Based on this experience, 
I think I learned that I like to do creative things 
and come up with ideas in a job, rather than just 
working hard and doing customer service like my 
other job at Fairway (a local grocery store) has 
been about. I think this information about myself 
will help me to find a job in the future that I will 
enjoy doing.” We later found out that she was 
considering Library Science.

What worked? What didn’t? What would 
you do differently next time?

Our intern was great. She related well with other 
staff, and she worked diligently on whatever 
tasks we gave her to complete. A couple of 
things that we would change would be to have 
an additional work computer so that when 
the intern is working on projects, they can 
complete the task without occupying the shared 
circulation computer. This is easily remedied 
with the use of a laptop computer. The other 
thing that we would do differently would be to 
involve the intern in more of the programming. It 
is great for the intern to learn about the day-to-
day processes of the library, but the social and 
leadership skills that a young person can gain 
while assisting with programs is a priority for our 
internship programs.

APPENDIX D
Anecdotes from the Library Community: Madison 
Public Library
Madison Public Library, 6111 Middle Ridge Rd. Madison, OH 44057 
Melanie Lyttle, Head of Public Services

How many interns did you have and what 
were their tasks?

We have had as many as six interns a year, 
but most years we have four. Their main job 
is assisting with summer reading programs. 
Assisting can include: preparing crafts, doing 
program set up and clean up, leading games, 
and generally helping the staff leading the 
programs. Their secondary job is taking photos 
or videos. For some programs, their only job is 
photos. For other programs, they must assist 
and take pictures or videos.

What challenges did you face with the teen 
interns?

Our biggest challenge is scheduling. This 
manifests itself in various ways. Many of the 
teens we would most like to have as interns 
are very busy throughout the summer doing a 
variety of things. However, if they are too busy, 
they will be unable to attend the library when we 
most need the help. If the other organizations 
that teens participate in don’t provide them with 
schedules soon enough, and by the time they 
receive schedules for sports, volunteering, or 
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whatever, it is too late, and we have already filled 
our positions. The other big challenge is also 
our greatest joy, and that is being a teen’s first 
job. Because this is often the first time they are 
in a professional situation where other people 
are looking to them to complete tasks or lead 
a group, they often need coaching and gentle 
guidance. Staff must be ready for this and have 
the time available. The teens aren’t going to 
know how to just “go do it,” but instead they 
have to be shown multiple times. However, the 
change in the interns between the beginning of 
the summer and the end is remarkable and the 
confidence levels they display when they finish 
their time at the library is tremendous.

What did the teens learn or like the most 
about interning?

Over the years, some teens have learned they 
do not like working with children. That’s a 
great thing to learn early on in their potential 
career journeys. Some teens discover a love of 
photography and go on to buy their own “fancy 
cameras” and develop a whole new hobby for 
themselves. Almost all the teens discover that 
they learned a whole lot about how the library 
works and how much more goes on behind the 
scenes than they ever realized when they came 
to the library simply as a patron. Almost half of 
our interns over time have applied to work at 
the library year-round as a page, putting away 
books, because they really enjoyed their time 
at the library, and they wanted to keep working 
here. One of our first interns worked at the 
library as a circulation clerk for a while as one of 
her jobs through college.

What worked? What didn’t? What would 
you do differently next time?

Over the years, we have refined our interview 
process and interview questions. What we felt 
like we never got right was the timing of when 
to interview and train the interns. We tried 
doing it right before our summer programs 
started, and that felt like the library staff was 
too stressed trying to complete the work they 
needed to do for preparing for programs, as 
well as interviewing and training. This past year, 
we decided to do the interviewing and training 
much earlier in the spring to get the teens set 
and then the staff got ready for programs. 
However, this time, we ended up with a bunch 
of scheduling conflicts we had not had before 
because the teens didn’t have all their various 
calendars for summer activities and then had 
to change assignments with their fellow interns 
after the schedule was set because of other 
conflicts they didn’t know two weeks earlier that 
they had. We haven’t decided what to do next 
year because it seemed like doing interviewing 
and training early created new problems we did 
not have before. We are going to continue to 
refine our scheduling and perhaps try something 
new again this coming year.
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APPENDIX E
Anecdotes from the Library Community: Charles E. 
Beatley, Jr. Central Library/Alexandria Library (VA)
Alexandria Library, 5005 Duke Street, Alexandria, VA 22304 
Isaiah West, Teen Services Coordinator

How many interns did you have and what 
were their tasks?

Our number of interns varies from summer 
to summer depending on funding for that 
summer. We have had anywhere from 1 intern to 
5 interns. Our teen interns, when we just have 
1 or 2, act as a library assistant, and do most 
things librarians do. We have them run and 
assist with programs, work at our youth services 
desk, attend committee meetings, and create a 
connected learning project. When we have lots 
of interns, we tier them. Some of the interns act 
as assistants, others act as pages. Our pages 
mostly do clerical/shelf maintenance. We also 
use teen interns in a page capacity to assist with 
some of our larger performer programs during 
the summer.

What challenges did you face with the teen 
interns?

The biggest challenge with our teens is keeping 
them on task. When we first started, we thought 
giving a loose schedule would be fine, but we 
soon learned that teens are not sure what to do 
with themselves during unscheduled times. This 
led us to start with a super structured schedule 
and start to lessen the schedule once they got 
the hang of what a day should look like. 

We also realized that communication is hard 
for teens. Some teens have no problem asking 
for help and updating you, but lots of teens 
just do not understand the importance of 
communicating ideas and progress. They also do 
not understand email.

What did the teens learn or like the most 
about interning?

I feel that most of my interns tell me that they 
just did not understand how much work went 
into working in a library. They thought it was 
mostly helping people find books and reading. 
They loved that it had such a human element. 
Some of my teens like programming. They 
loved working with kids and other teens. Others 
really liked working at the desk and assisting all 
kinds of patrons with their information needs. I 
had one teen that was put on two committees 
during her time at the library. She loved it. She is 
a natural leader, so she loved getting to go into 
the meeting to help plan initiatives and policy.

What worked? What didn’t? What would 
you do differently next time?

I think giving them more responsibility was the 
best thing we could have done. It gave them 
something to do, and it lessened the workload 
for the rest of us. By understanding that teens 
are just as capable as anyone else, we truly 
allowed our teens to help run our departments, 
and the outcome was only positive.

We have set volunteer coordinators at each of 
our branches, but not all of them were prepared 
for having teen interns. I think not preparing 
them and providing adequate training (or the 
option of passing the baton) really hindered 
the experience for teens placed with those 
individuals. Since those mishaps, we have not 
placed as many teens in a full intern capacity 
at those branches, but I think when we go back 
to a full scale internship program, we will have 
regular meetings before the experience, and we 
will provide full training to those mentors.
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APPENDIX F
Planning Worksheet Example
Courtesy of Algona Public Library (IA)

Teen Intern Planning/Brainstorming Worksheet

1. Why do we want to hire a teen intern?

2. How does it benefit the library/the intern?

3. What are some goals for a teen intern program?

4. How will we fund the internship?

5. Is the internship for just the summer or longer?

6. Will the internship continue to be funded for future years?

7. Does your library have any policy that governs the hiring of an intern?

8. Are there any Child Labor Laws that we need to consider in hiring an intern?

9. Who will supervise the teen intern program?

10. Who will take care of training for the intern?

11. Where will the intern be stationed within the library?

12. Will the intern be sharing a workspace with other staff?

13. What are some projects that the intern will be involved in within the library?

14. Will the intern be in charge of any specific projects?

15. What are the exit plans for the intern?
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APPENDIX G
Promotional Materials, Press Release, and Social 
Media Post Examples
Fliers courtesy of Stacy Richardson Bond, Cabell County Public Library (WV)
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Sample teen internship advertisement, courtesy of Madison Public 
Library (OH)
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Sample Press Release, courtesy of YALSA
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Social media post samples:

• Calling all teens! We will be offering one lucky 
teen a paid internship at the Main Library 
this summer. Interested candidates should 
contact [name of staff member] at [email and 
phone number] with questions. #teeninterns 
#makeadifference (Include a picture of the 
flier)

• Are you a teen interested in gaining job 
experience in a library setting? Check out 
the attached job posting for more details. 
#teenintern #teenjobs #loveyourlibrary 
#giveback

• We are looking for a #dynamicteen to join our 
staff as a #paidintern this summer! Interested 
candidates should follow the instructions 
posted. 

• We are currently accepting applications for 
two Summer #TeenLeaders. Please visit our 
website for more information and a complete 
job description. 

• We are hiring #TeenInterns for the summer! 
Check our website for more information. 
#teeninternship

• The Library is currently seeking a #TeenIntern 
for a PAID summer position! Check our 
website for more information. #teeninternship
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APPENDIX H
Application Examples
Courtesy of the Novi Public Library (MI)
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Courtesy of the Novi Public Library (MI)
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Courtesy of the Madison Public Library (OH)
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APPENDIX I
Interview Question Examples
Used with permission from PLA and the Inclusive Internship Initiative Program.
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Sample interview questions, courtesy of the Novi Public Library (MI)

1. Tell me about yourself and why you want to be a teen leader.

2. Have you volunteered at the Library or anywhere else? If so, what did you like most 
about it?

3. What makes you the best person for this position? What do you hope to gain from this 
experience?

4. Please describe your work ethic. How would your teachers describe you?

5. Can you tell us about a time where you were being asked to do many different tasks at 
one time and how did you handle that particular situation?

6. Working in the library can be stressful at times. Can you tell us about a situation where 
you found yourself under a great deal of stress and how did you handle that situation?

7. There are times where you will not be busy. How will you keep yourself busy?

8. You still have an hour left to go in your shift, but you have finished the tasks assigned to 
you. What would you do next?

9. A library patron asks you a question you do not know the answer to. How do you 
approach the situation?

10. This position will involve a great range of tasks such as working directly with librarians 
and young children and also other projects. Do you have a preference for working with 
others or alone? What kinds of tasks or projects would you not want to do?

11. The work involved with this position will be assisting patrons with using the summer 
reading program software. Have you used Beanstack? How comfortable are you learning 
the software?

12. Is there anything else you would like to tell us?
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Courtesy of the Madison Public Library (OH)
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APPENDIX J
Acceptance and Rejection Letter Examples
Example of acceptance letter, courtesy of the Novi Public Library (MI)
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Example of rejection letter, courtesy of the Novi Public Library (MI)
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APPENDIX K
Memorandum of Understanding Example
Courtesy of the Novi Public Library (MI)
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APPENDIX L
Photo Release Form Example 
Courtesy of the Cabell  County Public Library (WV)
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APPENDIX M
On-Boarding Process Example
Courtesy of the Alexandria Library (VA)
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APPENDIX N
Teen Volunteer Handbook Example
Courtesy of the Novi Public Library (MI)



4 5T E E N  I N T E R N  T O O L K I T 4 5



YO U N G  A D U LT  L I B R A R Y S E R V I C E S  A S S O C I AT I O N4 64 6



4 7T E E N  I N T E R N  T O O L K I T 4 7



YO U N G  A D U LT  L I B R A R Y S E R V I C E S  A S S O C I AT I O N4 84 8



4 9T E E N  I N T E R N  T O O L K I T 4 9



YO U N G  A D U LT  L I B R A R Y S E R V I C E S  A S S O C I AT I O N5 05 0



5 1T E E N  I N T E R N  T O O L K I T 5 1



YO U N G  A D U LT  L I B R A R Y S E R V I C E S  A S S O C I AT I O N5 25 2

APPENDIX O
Intern Schedule Sample
Courtesy of the Alexandria Library (VA)
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APPENDIX P
Certificate of Completion Example
Courtesy of Stacy Richardson Bond, Cabell  County Public Library (WV)




