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Pioneering the Future of Home Furnishings Leadership

WithIt is proud to lead the way as the first organization in the home and furnishings industry
to launch a structured internship program designed to bridge the gap between education
and opportunity. This groundbreaking initiative is more than a program—it’s a movement to
ignite careers, inspire leadership, and shape the future of our industry.

Rooted in WithIt’s mission to support women and foster diversity in leadership, this
internship program offers students more than hands-on experience. It provides access to
mentorship, industry knowledge, and a network of professionals committed to cultivating
the next generation of talent.

Through intentional collaboration between interns and industry leaders, we’re not just
preparing students for the workforce. We’re empowering them to lead, innovate, and leave
their mark on a dynamic, evolving industry.

Introduction
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Types of Internships
There are several types of internship programs you can set up at your company,
or you can create a combination depending on what works best in various
seasons. As you read through the definitions, consider which ones will work best
for your company, team and region.

336-882-9373 withit.org director@withit.org

Summer: A summer internship takes place during the summer months, typically when students
are out of school. Summer internships might be paid or unpaid, for credit or not for credit. They
typically last 8-12 weeks, depending on school schedules. 

For credit: A for-credit internship is one that offers college credit for their internship work. Some
companies choose to pay in addition to school credit, but this is up to your discretion. Different
academic institutions have unique parameters their students must meet in order for the
internship to qualify for academic credit. These parameters could include the number of hours
worked or the industry the internship is in. 

If you are considering offering internship programs for credit, we recommend looking up the
parameters at universities near you to ensure you build your program to easily meet those
requirements. Please note you may need to fill out additional paperwork with the participating
university to ensure your intern receives their credit.

Paid/unpaid: Whether or not to offer a paid or unpaid internship is up to each company’s
discretion. Interns and students can be unpaid, but certain criteria need to be met to ensure the
Fair Labor Standards Act is being met. 

There is a helpful test the courts have created to determine whether interns would need to be
paid or not. We recommend familiarizing yourself with these points so you can ensure you are
following the necessary guidelines when setting up your internship, whether it is paid or unpaid.
https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships 

Internship to employee: You might not have any job openings at your organization, but if you
do, it could be advantageous to prepare interns for the possibility of a full-time role. Internships
can allow employers to preview potential candidates prior to hiring full time. This strategy
reduces hiring costs and enhances employee productivity. 

Market employee: Market interns assist on a short-term basis at various furniture trade shows,
such as High Point Market. These interns assist with setting up showrooms, checking in visitors,
and general customer service.

https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships


Important Questions

If you plan to pay your interns, conducting a pay analysis to determine a competitive amount will help

you attract the best candidates possible.

Step 1: Research Data Sources

There are plenty of online databases and resources available that can help you research what

comparable companies are paying their interns in your area. 

Government databases, like the Occupational Employment and Wage Statistics or the Occupational

Outlook Handbook, can provide you with reliable information. However, you should also take a look at

crowdsourced data platforms. One we see used often is Payscale’s Salary Trends, which looks at pay in

various industries. 

Step 2: Analyze The Data

Once you’ve identified the databases and resources you’ll be using, it’s time to collect and analyze the

data. There are compensation analysis software you can purchase online to analyze the data for you, or

you can rely on a spreadsheet and your own calculations. 

Step 3: Reflection

After determining the average pay for interns in your area, you’ll need to decide where you want your

company to fall. Would you like to position yourself as a high-paying opportunity for interns in hopes of

attracting more candidates? Do you want to keep your pay in the average range for your area? Or are

there budget constraints you need to consider? Additionally, if you decide to pay on the lower-end of the

pay range for your area, what other perks or benefits can you offer to make your company’s internship

program attractive? 
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Pay Analysis

Housing
Particularly if you are courting candidates who live outside of your area, one thing to consider is housing

opportunities for your interns. Most employers provide a housing stipend to interns who need it.

Housing options may include short-term rentals (such as AirBnB or VRBO homes) or nearby hotels. Local

universities may also offer housing for summer interns. Websites such as internhousinghub.com provide

databases of affordable housing options.



Creating Internship GOals

The internship program at ______________ requires all interns to have a project that they

focus on throughout their time at ______________. This project is intended to give the

intern industry experience while challenging them to learn new things, and hopefully will

make an impact at ______.

Interns Project:

_______________________________________________________________________

_______________________________________________________________

Goals for your Intern:

1.  Goal 1:

_______________________________________________________________________

_______________________________________________________________

2.  Goal 2:

_______________________________________________________________________

_______________________________________________________________

3.  Goal 3:

_______________________________________________________________________

_______________________________________________________________

*Please discuss the goals you have set for your intern(s) with them one-on-one. This will

assist with tracking their progress during the midterm and final performance evaluations,

as well as giving them clear expectations for what they are to achieve during their

internship.

*Please make these SMART Goals

Specific, Measurable, Attainable, Realistic, Timely. 

336-882-9373 withit.org director@withit.org

Goal Creation Template



Resources and Templates
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6-8 Months Before Program Start
1.Manager Engagement:

Identify departments interested in hosting interns.
Collaborate with managers to create detailed job descriptions (JDs) for each internship
position.
Define projects and learning outcomes for interns.

2.Budget Approval:
Determine the internship program budget and get necessary approvals.

5-6 Months Before Program Start
1.Finalize JDs and Posting:

Finalize all job descriptions and post them on job boards, company websites, and
internship platforms.
Notify relevant networks and contacts that the internship application is live.

2.Recruitment Kickoff:
Begin sourcing candidates through university partnerships, online platforms, and
referrals.
Email previous applicants or database contacts.

3-4 Months Before Program Start
1.First Round Interviews:

Complete phone or video interviews to shortlist candidates.
2.Second Round Interviews:

Coordinate in-depth interviews with managers.
Finalize intern selections and present offers.

3.Program Scheduling:
Draft a detailed schedule for the internship program.
Reach out to leaders for lunch-and-learn sessions or workshops.

4.Onboarding Preparation:
Begin gathering necessary documents and onboarding materials for selected interns.

Internship Program Checklist:

Preparing for a Successful Program
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2 Months Before Program Start
1.Final Preparations:

Confirm intern workspaces and ensure all necessary equipment is set up.
Ensure managers are prepared for interns’ arrival with tasks and mentorship
plans.

2.Engagement Planning:
Plan fun and educational events (e.g., team outings, tours, and panels).
Schedule professional development activities such as mock interviews and
resume workshops.

1 Month Before Program Start
1.Communication:

Send welcome emails to interns with program details, start dates, and logistics.
Confirm final schedules with all involved parties (e.g., managers, workshop
leaders).

2.Materials and Logistics:
Print or prepare program materials (e.g., handbooks, schedules, guides).
Double-check workstations, IT setup, and any required badges/access.

During the Program
1.Orientation:

Conduct an orientation session to introduce interns to the company, their teams,
and program expectations.

2.Ongoing Development:
Facilitate regular lunch-and-learn sessions, workshops, and networking events.
Provide mentorship opportunities and regular feedback sessions.

3.Check-ins:
Schedule bi-weekly check-ins with interns to track progress and address
concerns.

4.Midpoint Review:
Gather feedback from both interns and managers to adjust the program if
necessary.

End of Program
Final Week:

Organize a closing event to celebrate interns’ contributions (e.g., bowling, team lunch).
Conduct final performance reviews and gather feedback for improvement.

Wrap-Up Tasks:
Assist interns with resume updates and LinkedIn recommendations.
Send thank-you notes and maintain contact for future opportunities.

Program Evaluation:
Debrief with managers and collect feedback.
Document successes and areas for improvement for next year.
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Week 1: Orientation and Onboarding
Day 1:

8:00 AM: Meet at a central location to foster camaraderie.
8:30 AM: Welcome meeting with leadership.
10:00 AM: Company orientation and an introduction to the internship program.
12:00 PM: Lunch with managers and team members.
1:00 PM: Facility tour.
3:00 PM: Meet and greet within respective departments.

Remaining Days:
Daily check-ins with supervisors.
Interactive workshops on company culture and values.

Week 2: Initial Learning and Development
Begin regular department-specific tasks.
Schedule at least one "Lunch and Learn" session for professional development.
Conduct team-building activities to strengthen interpersonal relationships.

Week 3: Hands-On Experience and Skills Development
Allocate time for interns to work on assigned projects.
Organize a Q&A session with senior leadership.
Continue "Lunch and Learn" sessions with a focus on relevant industry topics.

Week 4: Midterm Evaluation and Feedback
Conduct midterm performance evaluations.
Schedule one-on-one meetings between interns and their managers for personalized feedback.
Hold a workshop on skills such as effective communication or time management.

Week 5-6: Advanced Tasks and Networking
Encourage interns to take ownership of more complex projects.
Schedule an executive panel discussion or networking event.
Include workshops on resume building, LinkedIn optimization, or other career readiness topics.

Week 7: Final Preparations and Presentations
Allow interns to finalize and rehearse presentations on their projects.
Schedule a tour of relevant company facilities or a key industry landmark.
Conduct mock interviews or a business etiquette seminar.

Week 8: Culmination and Reflection
Host final presentations attended by leadership, supervisors, and peers.
Organize a celebratory event or lunch to acknowledge interns' contributions.
Conduct final performance reviews and exit interviews.

Best Practices for a Successful Schedule:
1.Flexibility: Allow room for adjustments based on intern feedback and project requirements.
2.Balance: Mix structured activities with time for independent work.
3.Engagement: Include interactive and fun activities to keep interns motivated.
4.Feedback: Regularly solicit feedback from interns to improve their experience.
5.Networking: Provide ample opportunities for interns to connect with professionals within the

organization.

Sample Internship Program Schedule
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[Company Name]
[Company Address]
[City, State, ZIP Code]
[Date]
[Intern's Full Name]
[Intern’s Address]
[City, State, ZIP Code]

Subject: Internship Offer Letter

Dear [Intern’s Name],

We are pleased to offer you an internship position at [Company Name]. We believe your skills and
enthusiasm will be a great addition to our team. Below are the details of your internship:

Position: [Internship Role]
Department: [Department Name]
Duration: [Start Date] – [End Date]
Work Location: [Remote/In-Person/Hybrid]
Hours: [Part-Time/Full-Time, # of hours per week]
Compensation: [$ Amount] / Unpaid
Supervisor: [Supervisor's Name & Title]
Responsibilities:

[Responsibility 1]
[Responsibility 2]
[Responsibility 3]

Please confirm your acceptance of this offer by signing below and returning a copy by [Response
Deadline]. If you have any questions, feel free to contact [HR Contact Information].
We look forward to welcoming you to our team!

Sincerely,
[Your Name]
[Your Title]
[Company Name]
Accepted By:
[Intern’s Name]
[Signature]
[Date]

Internship Offer Letter Template
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Internship Agreement
This Internship Agreement ("Agreement") is entered into on [Date] by and between:
Company: [Company Name], with a principal place of business at [Company Address], hereinafter
referred to as the "Company," and
Intern: [Intern’s Full Name], residing at [Intern’s Address], hereinafter referred to as the "Intern."
1. Term of Internship
This Agreement shall commence on [Start Date] and terminate on [End Date], unless extended or
terminated earlier by mutual agreement.
2. Internship Role & Responsibilities
The Intern will assume the position of [Internship Title] within the [Department Name] and will be
responsible for:

[Responsibility 1]
[Responsibility 2]
[Responsibility 3]

3. Compensation & Benefits
☐ This is an unpaid internship and does not constitute employment.
☐ This is a paid internship with a stipend of [$ Amount] per [week/month].
4. Confidentiality & Intellectual Property
The Intern agrees to maintain confidentiality regarding Company operations, projects, and
proprietary information. Any work created during the internship remains the intellectual property of
the Company.
5. Code of Conduct
The Intern is expected to comply with all Company policies, including but not limited to workplace
behavior, attendance, and use of Company resources.
6. Termination Clause
The Company reserves the right to terminate this Agreement at any time due to misconduct, poor
performance, or business needs. The Intern may also terminate this Agreement with [#] days’
written notice.
7. Agreement & Signatures
By signing below, both parties acknowledge understanding and acceptance of the terms outlined in
this Agreement.
Company Representative:
[Your Name]
[Your Title]
[Signature]
[Date]
Intern:
[Intern’s Name]
[Signature]
[Date]

Internship Agreement Contract Template
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Intern Performance Evaluation

Intern Name: _______________________
Department: _______________________
Supervisor Name: _______________________
Evaluation Date: ______________

Evaluation Criteria (Scale: 1 = Poor, 5 = Excellent)
1.Work Quality & Attention to Detail (1 2 3 4 5)
2.Time Management & Punctuality (1 2 3 4 5)
3.Problem-Solving Skills (1 2 3 4 5)
4.Communication Skills (1 2 3 4 5)
5.Team Collaboration & Adaptability (1 2 3 4 5)
6. Initiative & Proactiveness (1 2 3 4 5)
7.Technical Skills (Relevant to Role) (1 2 3 4 5)
8.Professionalism & Work Ethic (1 2 3 4 5)

Comments & Feedback:
(Provide constructive feedback on intern’s performance, strengths, and areas of
improvement)

Final Performance Assessment Template
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	The internship program at ______________ requires all interns to have a project that they focus on throughout their time at ______________. This project is intended to give the intern industry experience while challenging them to learn new things, and hopefully will make an impact at ______. Interns Project: ______________________________________________________________________________________________________________________________________ Goals for your Intern: 1.  Goal 1: ______________________________________________________________________________________________________________________________________ 2.  Goal 2: ______________________________________________________________________________________________________________________________________ 3.  Goal 3: ______________________________________________________________________________________________________________________________________ *Please discuss the goals you have set for your intern(s) with them one-on-one. This will assist with tracking their progress during the midterm and final performance evaluations, as well as giving them clear expectations for what they are to achieve during their internship.
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	Resources and Templates
	Internship Program Checklist: Preparing for a Successful Program
	6-8 Months Before Program Start
	Manager Engagement:
	Identify departments interested in hosting interns.
	Collaborate with managers to create detailed job descriptions (JDs) for each internship position.
	Define projects and learning outcomes for interns.
	Budget Approval:
	Determine the internship program budget and get necessary approvals.

	5-6 Months Before Program Start
	Finalize JDs and Posting:
	Finalize all job descriptions and post them on job boards, company websites, and internship platforms.
	Notify relevant networks and contacts that the internship application is live.
	Recruitment Kickoff:
	Begin sourcing candidates through university partnerships, online platforms, and referrals.
	Email previous applicants or database contacts.

	3-4 Months Before Program Start
	First Round Interviews:
	Complete phone or video interviews to shortlist candidates.
	Second Round Interviews:
	Coordinate in-depth interviews with managers.
	Finalize intern selections and present offers.
	Program Scheduling:
	Draft a detailed schedule for the internship program.
	Reach out to leaders for lunch-and-learn sessions or workshops.
	Onboarding Preparation:
	Begin gathering necessary documents and onboarding materials for selected interns.



	2 Months Before Program Start
	Final Preparations:
	Confirm intern workspaces and ensure all necessary equipment is set up.
	Ensure managers are prepared for interns’ arrival with tasks and mentorship plans.
	Engagement Planning:
	Plan fun and educational events (e.g., team outings, tours, and panels).
	Schedule professional development activities such as mock interviews and resume workshops.

	1 Month Before Program Start
	Communication:
	Send welcome emails to interns with program details, start dates, and logistics.
	Confirm final schedules with all involved parties (e.g., managers, workshop leaders).
	Materials and Logistics:
	Print or prepare program materials (e.g., handbooks, schedules, guides).
	Double-check workstations, IT setup, and any required badges/access.

	During the Program
	Orientation:
	Conduct an orientation session to introduce interns to the company, their teams, and program expectations.
	Ongoing Development:
	Facilitate regular lunch-and-learn sessions, workshops, and networking events.
	Provide mentorship opportunities and regular feedback sessions.
	Check-ins:
	Schedule bi-weekly check-ins with interns to track progress and address concerns.
	Midpoint Review:
	Gather feedback from both interns and managers to adjust the program if necessary.

	End of Program
	Final Week:
	Organize a closing event to celebrate interns’ contributions (e.g., bowling, team lunch).
	Conduct final performance reviews and gather feedback for improvement.
	Wrap-Up Tasks:
	Assist interns with resume updates and LinkedIn recommendations.
	Send thank-you notes and maintain contact for future opportunities.
	Program Evaluation:
	Debrief with managers and collect feedback.
	Document successes and areas for improvement for next year.

	Sample Internship Program Schedule
	Week 1: Orientation and Onboarding
	Day 1:
	8:00 AM: Meet at a central location to foster camaraderie.
	8:30 AM: Welcome meeting with leadership.
	10:00 AM: Company orientation and an introduction to the internship program.
	12:00 PM: Lunch with managers and team members.
	1:00 PM: Facility tour.
	3:00 PM: Meet and greet within respective departments.
	Remaining Days:
	Daily check-ins with supervisors.
	Interactive workshops on company culture and values.

	Week 2: Initial Learning and Development
	Begin regular department-specific tasks.
	Schedule at least one "Lunch and Learn" session for professional development.
	Conduct team-building activities to strengthen interpersonal relationships.

	Week 3: Hands-On Experience and Skills Development
	Allocate time for interns to work on assigned projects.
	Organize a Q&A session with senior leadership.
	Continue "Lunch and Learn" sessions with a focus on relevant industry topics.

	Week 4: Midterm Evaluation and Feedback
	Conduct midterm performance evaluations.
	Schedule one-on-one meetings between interns and their managers for personalized feedback.
	Hold a workshop on skills such as effective communication or time management.

	Week 5-6: Advanced Tasks and Networking
	Encourage interns to take ownership of more complex projects.
	Schedule an executive panel discussion or networking event.
	Include workshops on resume building, LinkedIn optimization, or other career readiness topics.

	Week 7: Final Preparations and Presentations
	Allow interns to finalize and rehearse presentations on their projects.
	Schedule a tour of relevant company facilities or a key industry landmark.
	Conduct mock interviews or a business etiquette seminar.

	Week 8: Culmination and Reflection
	Host final presentations attended by leadership, supervisors, and peers.
	Organize a celebratory event or lunch to acknowledge interns' contributions.
	Conduct final performance reviews and exit interviews.

	Best Practices for a Successful Schedule:
	Flexibility: Allow room for adjustments based on intern feedback and project requirements.
	Balance: Mix structured activities with time for independent work.
	Engagement: Include interactive and fun activities to keep interns motivated.
	Feedback: Regularly solicit feedback from interns to improve their experience.
	Networking: Provide ample opportunities for interns to connect with professionals within the organization.


	Internship Offer Letter Template
	[Company Name] [Company Address] [City, State, ZIP Code] [Date] [Intern's Full Name] [Intern’s Address] [City, State, ZIP Code]
	Subject: Internship Offer Letter
	Dear [Intern’s Name],
	We are pleased to offer you an internship position at [Company Name]. We believe your skills and enthusiasm will be a great addition to our team. Below are the details of your internship:
	Position: [Internship Role] Department: [Department Name] Duration: [Start Date] – [End Date] Work Location: [Remote/In-Person/Hybrid] Hours: [Part-Time/Full-Time, # of hours per week] Compensation: [$ Amount] / Unpaid Supervisor: [Supervisor's Name & Title] Responsibilities:
	[Responsibility 1]
	[Responsibility 2]
	[Responsibility 3]
	Please confirm your acceptance of this offer by signing below and returning a copy by [Response Deadline]. If you have any questions, feel free to contact [HR Contact Information]. We look forward to welcoming you to our team!
	Sincerely, [Your Name] [Your Title] [Company Name] Accepted By: [Intern’s Name] [Signature] [Date]


	Internship Agreement Contract Template
	Internship Agreement This Internship Agreement ("Agreement") is entered into on [Date] by and between: Company: [Company Name], with a principal place of business at [Company Address], hereinafter referred to as the "Company," and Intern: [Intern’s Full Name], residing at [Intern’s Address], hereinafter referred to as the "Intern." 1. Term of Internship This Agreement shall commence on [Start Date] and terminate on [End Date], unless extended or terminated earlier by mutual agreement. 2. Internship Role & Responsibilities The Intern will assume the position of [Internship Title] within the [Department Name] and will be responsible for:
	[Responsibility 1]
	[Responsibility 2]
	[Responsibility 3]
	3. Compensation & Benefits ☐ This is an unpaid internship and does not constitute employment. ☐ This is a paid internship with a stipend of [$ Amount] per [week/month]. 4. Confidentiality & Intellectual Property The Intern agrees to maintain confidentiality regarding Company operations, projects, and proprietary information. Any work created during the internship remains the intellectual property of the Company. 5. Code of Conduct The Intern is expected to comply with all Company policies, including but not limited to workplace behavior, attendance, and use of Company resources. 6. Termination Clause The Company reserves the right to terminate this Agreement at any time due to misconduct, poor performance, or business needs. The Intern may also terminate this Agreement with [#] days’ written notice. 7. Agreement & Signatures By signing below, both parties acknowledge understanding and acceptance of the terms outlined in this Agreement. Company Representative: [Your Name] [Your Title] [Signature] [Date] Intern: [Intern’s Name] [Signature] [Date]

	Final Performance Assessment Template
	Intern Performance Evaluation
	Intern Name: _______________________ Department: _______________________ Supervisor Name: _______________________ Evaluation Date: ______________

	Evaluation Criteria (Scale: 1 = Poor, 5 = Excellent)
	Work Quality & Attention to Detail (1 2 3 4 5)
	Time Management & Punctuality (1 2 3 4 5)
	Problem-Solving Skills (1 2 3 4 5)
	Communication Skills (1 2 3 4 5)
	Team Collaboration & Adaptability (1 2 3 4 5)
	Initiative & Proactiveness (1 2 3 4 5)
	Technical Skills (Relevant to Role) (1 2 3 4 5)
	Professionalism & Work Ethic (1 2 3 4 5)
	Comments & Feedback: (Provide constructive feedback on intern’s performance, strengths, and areas of improvement)



