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Connecting students with causes




The Old Music Hall, 106-108 Cowley Road, Oxford, OX4 1JE

Interns – a primer for charities and social enterprises
What is an intern (and how does it differ from a volunteer?)

We see an internship as:

“An unpaid placement in which the intern is responsible for achieving at least one challenging project or a series of high level tasks. This placement should benefit both the organisation and the individual, and is driven by a business need.”

It differs from other volunteering positions in its emphasis on the challenging or high level nature of the task. Interns are ideal if you’re looking to run a specific project or expand into a new area of work. We would not expect interns to perform largely administrative tasks. 
Why would you want to take on an intern?

Time saving – the student can work on a specific project and also be of assistance in a variety of other tasks that might need to be done.
Entrepreneurial energy - you will get the skills and perspectives of a bright, enthusiastic individual.
Finding talent – there is potential to find people who might work for you after graduation. If they are already proven to suit the job you can cut down on training and recruitment costs. 

Little cost – remuneration can be minimal or interns could even work on a volunteer basis. However, you should consider that paying nothing will close your pool of potential interns to those who can afford it. A fairer system would be to pay at least the national minimum wage – you will be getting a very valuable service in any case!  

Developing the sector – you will be contributing to the ongoing development of a young person who is just setting out as a changemaker. 

Taking on interns is not a great burden on an organisation. Especially in the charity and social entrepreneurship sectors, where jobs are few and far between, interns will be keen to prove their worth, highly motivated and eager to contribute. Nevertheless, you need to be committed and prepared to take them on, should set interns clear objectives, and be able to provide appropriate and timely feedback. The nightmare scenario where interns photocopy and make cups of tea is something you will certainly want to avoid.
What could an intern do?

The best-managed internships will be those where you have a specific project for the intern to do and potentially a variety of smaller tasks to help out in other areas. If you’d like to discuss whether your project might be suitable, please get in touch. 
When are interns available?

The majority of students will take internships during their summer holidays, which typically run during July and August. Organisational placements would ideally be finalised just after the New Year for advertisement during the early spring. 

On a rolling basis, Student Hubs will also be able to advertise short- and long-term opportunities outside of the summer vacation to students who are about to graduate or have recently graduated. 

Making the most of the opportunity:


An induction programme, led by the intern’s line manager or your HR department, is an essential requirement for getting a student up to speed and able to work efficiently as quickly as possible. 

You should have clear goals and objectives for the intern’s time with you. Regular reviews of these will ensure that the intern knows what is expected of them and will help you tailor work appropriately.

Advertising the vacancy and selecting the student:

Student Hubs will publicise the vacancy through their mailing lists, on their websites and at careers fairs.

The standard form of application will be through CV and a covering letter. If you wish we can also make initial screenings of applicants and send through only the most appropriate candidates for you to choose from. You would then have the opportunity to interview the prospective candidates by phone or in person.

To advertise your internship we will need the following information:

· Job title

· Location

· Responsible to

· Responsible for

· Purpose of job

· Key responsibilities

· Key skills and competencies – eg, communication, team working, interpersonal, organisational, 

· Conditions – hours and days of work, rates of pay (if any) and any special circumstances.

· Start and end date for position:
Complying with the law:

Legal issues attached to an intern, on a voluntary or paid basis, are no different to those involved with employees or volunteers more generally. 
Payment:

If you choose to pay your interns anything other than lunch and reasonable travel expenses, you will need to pay the National Minimum Wage. For students aged 18-21 this is at least £4.77 (from October 2008) and those aged 22+ at least £5.83 (from October 2008).

Discrimination:

You will need to comply with legislation that applies for all employment – Race Relations Act, Disability Discrimination Act, Equal Pay Act, Sex Discrimination Act.

Other legislation:

The Health and Safety Act, Human Rights Act, Data Protection Act and Public Interest Disclose Act apply as they do elsewhere. 
Information compiled with assistance from ‘Red Hot Talent’ by the National Council for Work Experience.
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