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Council of Chairs of Training Councils (CCTC) Voluntary Guidelines for Communication  
 
 
Guidelines for Communication between Graduate Programs and Internship Programs 
 
The following guidelines are recommended to enhance communication between graduate programs and 
internship programs regarding students on internship: 
 

1. Shortly after interns are selected, it is recommended that the graduate program communicate by 
letter with the internship programs that accepted its students. It is suggested that this letter at a 
minimum indicate (a) the faculty member in the graduate program with whom the internship 
program should communicate regarding the intern (the faculty contact person); and (b) any 
additional information about the training needs of the intern, especially information not covered in 
the intern’s application and letter of recommendation.  In addition to the sharing of formal 
evaluations, it is recommended that the faculty contact person and the internship training director 
have at least 1-2 informal (telephone or email) contacts about the intern. It is suggested that one of 
these contacts be initiated by the internship training director shortly after the beginning of the 
internship. If either party has difficulty contacting someone from the other site, it is recommended 
that they be persistent in their efforts at contacting someone. It is expected that if there is a change 
in the contact person at either site, that the other contact person will be notified and provided with 
a new contact person.  

 
2. It is recommended that, the internship training director should send formal written evaluations of 

the intern to the faculty contact person at least semi-annually during the internship. We encourage 
this communication to occur at the sixth month point and at the completion of the internship. 
Concurrent with this, internship staff/faculty should meet in person with the intern to provide 
detailed feedback. Additionally, it is suggested that the internship training director provide the 
intern a copy of the formal evaluation sent to the intern’s graduate program.  

 
3. Graduate program faculty and internship program staff/faculty are encouraged to share any 

communications they have about an intern with the intern via face-to-face contacts, emails, 
telephone contacts, or copies of written correspondence, etc. They are also encouraged to solicit 
intern input about these communications throughout the internship year. This recommendation is 
intended to enhance the climate of openness and support for professional development in the 
training of the intern. 

 
4. When major changes in the structure of the internship occur (e.g., alterations in rotations or 

available placements), internship program staff/faculty are encouraged to inform the graduate 
program faculty contact. 

 
 

Guidelines for Communication When Problems Arise About an Intern 
 
The following guidelines are recommended to facilitate open communication about intern difficulties and 
effective problem-solving in response to them. Programs are encouraged to review their Due Process 
Guidelines and see how these recommendations can be integrated into their Due Process Guidelines.  
 

1. It is suggested that when significant problems arise that are resolvable and/or resolved at the 
internship site that the faculty contact be informed.  

 
2. It is recommended that the internship training director communicate with the faculty contact 

person in a timely manner when problems arise with an intern that are not readily resolvable at the 
internship site, that are recurrent, or that may lead to the institution of due process procedures or an 



alteration in the intern’s program. The mode of communication will vary to suit the circumstance, 
but may include formal letters or emails, phone or conference calls, and on-site visits. It is 
recommended that the graduate and internship programs keep written records of all 
communications between them. It is suggested that this communication include: (a) a clear 
statement of the problem, remediation plan, and expected outcomes needed to resolve the problem;  
(b) what the internship program’s response has been to date; and (c) what role, if any, the 
internship program would like the graduate program to play in addressing the problem. It is also 
recommended that the internship training director ask for the graduate program’s policies and 
procedures for identifying and dealing with problem trainees. This will assist in handling and 
documenting problems that arise in the internship, so as to facilitate graduate program’s dealing 
with the trainee’s difficulties.  

 
3. Once communication about a problem is initiated, it is suggested that the graduate and internship 

programs maintain ongoing contact until the problem is resolved. It is recommended that this 
include discussions of the remediation plan and plan for monitoring and evaluating the intern’s 
performance. 

 
4. The intern may request and should receive copies of all formal communications regarding his or 

her performance. 


