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Internship Vacancy Form – Spring Term 2020
	Internship Scheme and Reference Number: 

	SBP

	Job Title: (please add in the job title that best describes your role e.g. Marketing Intern, Research Assistant, Project Support Assistant)

	

	Line Manager-Name, Email and Tel


	

	Name and Address of Company or College/Department


	

	Workplace Address (if different from above):


	

	Internship vacancy deadline for employers to return the completed form



	08/11/2019

	Advertisement Start Date: 


	15/11/2019


	Advertisement Closing Date: 


	01/12/2019


	Applications to be sent to employer to shortlist applications and call to candidates to interview: 



	02/12/2019

	Interview Date: 

	09/12/2019 


	Internship Start Date: 

	20/01/2020

	Internship End Date: 

	27/03/2020

	Working Hours and Pattern: 

	7 hours a week x10 weeks of work = 70 hrs total


	Holiday:

	Due to Christmas vacation and exams students are not available to work between 17/12/2018-20/1/2019. Students are entitled to 8hrs and 26minutes paid holiday leave from you. You can either:

· arrange for your intern to take leave form their working weeks, or 
· pay the intern about their holiday pay of £72.27.
The University is unable to provide the extra funds to pay holiday.
Please indicate which holiday option you are offering by highlighting above.

	Salary:

	£8.75 an hour


	Pay Day:

	Please indicate the date of the month your intern will be paid. Please note we expect you to pay the intern once a month. You will receive an employer subsidy payment from the University’s once you have submitted your invoice, which has terms of 30 days payment. Please do not wait for this payment before paying your intern. 

	Job Summary:

	No need for you to complete as the Internships Team will complete the section


	Job Description and Person Specification (characters with spaces-maximum 3000):

	INTRODUCTION

Summary of Company/Department

Please write a paragraph summarising your organisation and department the role will be in. This could include a description of what you do; your company performance (this could include position in sector and whether you are award winning) when you were established; how many people work with you; number of staff; company culture; work life balance; and commitment to CSR.

JOB DESCRIPTION

Purpose of Role
Overall goal

Duties and Responsibilities 

Initial duties and responsibilities 
Longer-term duties and responsibilities
Leading on a project

Training and Development opportunities

Who works in the organisation that the intern can learn from? You could link to LinkedIn profiles here 

On the job training

Accredited qualifications
Potential for progression for the right candidate in your company or highlight how the experience can help the intern with their next step

Level of Support 

How frequently will the intern meet their line manager?

Will they be allocated a mentor?
Other Benefits, Rewards and Recognition

Flexible working

Bonus 

Having a job that allows you to ‘give something back’ to the community 
Awards

Travel

Health and wellbeing e.g. eye test
PERSON SPECIFICATION

Attainments/Qualifications

Skills and Understanding

Prior Experience (please only include experience that could have been achieved outside of the workplace)

Behavioural Characteristics/ Personal Qualities and Attributes

Other Requirements

Graduate of a UK university within the last 3 years/Student at the University of Exeter
Right to work in the UK for the duration of the internship.



	Risk Assessment: 
· What are the hazards involved in this internship? Please consider the hazards within the working environment (e.g. temperature, terrain, access, falls etc) and hazards of the tasks that interns will be involved in (e.g. working at height, welding or display screen (computer) use).
· If hazards are present, please outline the control measures you have in place / will put in place for the intern (e.g. safety shoes, training, safe systems of work, risk assessment,  regular breaks etc) 
· For guidance on the identification of hazards and control measures please visit the University Health and Safety pages and sector specific guidance  www.hse.gov.uk/guidance/industries.htm

	Hazards:
	Control measures in place: 

	1.
	
	

	2.
	
	

	3.
	
	

	
	I HAVE REVIEWED THE WORKPLACE AND THE TASKS THAT I WILL BE EXPECTING THIS INTERN TO UNDERTAKE AND I CAN CONFIRM THERE ARE NO SIGNIFICANT RISKS.
	Yes/No (please delete as appropriate)


	Further Communications:

	Approximately six times a year we would like to contact you about further employability events and recruitment activities that we hope will meet your needs. Due to the introduction of the General Data Protection Regulation (GDPR), we need to ask your permission to do this. Please tick the relevant box below:

	Yes – I wish to be contacted regarding future employability and recruitment opportunities.
	

	No – I do not wish to be contacted about future employability and recruitment opportunities.
	

	Declarations

	By returning this form you are confirming that you:

· Agree to the Terms and Conditions for the internships schemes.

· Hold valid Employer Liability Insurance and Public Liability Insurance

· I have assessed the risk of the workplace and tasks the intern will undertake
· Agree to the University of Exeter sharing the details of the internship, your organisation and the intern, with the funders, either University of Exeter teams or Santander Universities 
· Agree to any data provided to the University by any party will be processed in accordance with Student Employability and Academic Success (SEAS) Privacy Policy.  


Please return this form to j.mccreedie@exeter.ac.uk copying in internships@exeter.ac.uk 
