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The following guide has been based on information from a review of CIPD 
“Internships That Work”; Gateways to the Professions Collaborative Forum 
“Common Best Practice Code for High Quality Internships” and IAD “Hosting 
Students in IAD”
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This guide has been put together for staff wishing to host an undergraduate 
student (2nd or penultimate year) to work over the summer period as part of 
the Employ.ed on Campus programme managed by the Careers Service.
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1. DEVELOP A PROJECT BRIEF – what makes a good 
placement?

“In recent years, in order [for graduates] to pursue a professional 
career, it has become increasingly important to gain experience 

through an internship, in addition to academic qualifications.” taken 
from ‘Common Best Practice for High-Quality Internships’, Gateways to 

the Professions Collaborative Forum

Be clear about the aim:

You should aim to get the most out of your intern so they can make the 
biggest possible contribution to your department by using their skills 
and ideas. If it is to be beneficial to all, it is imperative that the intern is 
given as much responsibility and diversity in work as possible. Try to 
view it as a learning and development opportunity for them as well as 
delivery of a piece of work.

Interns need an opportunity for professional development – some 
will be using this as a way of determining whether or not they want 
to pursue a career in your sector and/or profession - tea making and 
data entry won’t give them this! You should aim to give interns no 
more menial tasks than you would expect other employees to do. 
You will also need to set aside time for the intern - they have the 
potential to make a huge contribution to your department in a short 
time at relatively low cost but only if they get clear direction, support, 
encouragement and sufficient challenge.

Guidance when scoping an internship:

•	 Something that is clearly important to the department. Ideas 
could include, but are certainly not limited to; researching 
new development ideas or products, improving information 
management systems, operational procedures, IT systems, 
internal communication systems, creating marketing strategies, 
designing promotional materials, etc.

•	 Work that offers a genuine “something extra” that has a medium 
to long term benefit rather than simply a short term “extra pair of 
hands”.
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•	 Project(s) which gives the student ownership/responsibility for 
some aspects of their work.

•	 Ideally work with a range of people, providing the opportunity to 
network and build relationships with others.

•	 Opportunity to experience client focus, if appropriate.

•	 Chance to use written/verbal communication skills in a 
professional, rather than purely academic context.

•	 Chance to see how their role fits in to the wider context and 
learn about department role/aims/stakeholders.

•	 Shadowing at a more strategic level, where appropriate.

•	 Work which gives students the chance to demonstrate how they 
have added value e.g. presenting at team meetings.

What are the required resources when scoping an internship?

Skills
•	 What skills does the student need to complete the project?
•	 What soft skills do they need to fit in/contribute?
•	 Which skills are essential and which are desirable?

Desired outcomes
•	 What specific results do you want a student to achieve and by 

when?
•	 Do you envisage any obstacles to achieving these objectives?
•	 How will you measure the success of these results?
•	 How do these outcomes fit with wider business objectives?

Equipment and workspace
•	 What equipment does the student need?
•	 Is there a desk available for the intern? 

Management time
•	 Who is the designated line manager (and ideally a depute or 

buddy)?
•	 Have you thought about multiple managers for the intern 

depending on the project they are working on?
•	 How often does the line manager want reports/meetings?
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•	 Does the rest of the team understand what the project is about?
•	 Do you have sufficient cover during the summer holiday period?

What does an intern need:

•	 A clearly scoped work plan with clear milestones – consult 
colleagues, line managers, heads of department to find a 
suitable project. If you can’t find one big project then the 
workload could be spread across a number of areas, which 
has the benefit of giving the intern a broader perspective and 
sharing the management responsibility across your team. 
You need clearly defined task(s) that a student can take 
responsibility for, which will be key to helping them gain future 
employment.

•	 A designated point of contact - who will induct, supervise, 
coach, feedback and review. It may be a good idea to have a 
‘buddy’ lined up for the intern, for more information: http://www.
docs.csg.ed.ac.uk/HumanResources/Recruitment/Role_of_the_
Buddy_in_the_Induction_Process.pdf

•	 Induction & review processes – the Careers Service will 
provide you with an information booklet and an induction event 
to help with these processes.
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2. RECRUITMENT – BEST PRACTICE

Interns should be recruited in broadly the same way as regular 
employees.  The recruitment process should be rigorous and open to 
encourage fair and equal access to your opportunity for all applicants.

Job Specification:
The Careers Service will provide you with a job specification template, 
which needs to be completed by 20th Dec 2018.

eRecruitment:
The Careers Service will originate the position on your behalf and 
gain approval for the position. The role will not be advertised through 
eRecruitment but on MyCareerHub. Once the successful student has 
been selected it is the responsibility of the department to input the 
details on eRecruitment and gain approval and ultimately the contract 
of employment  for the individual.

Advertising:
The Careers Service will manage the advertising of the job 
specifications on MyCareerHub, the Careers Service advertising portal. 
The students will be asked to complete an application form as well as 
providing their CV.  

Shortlisting:
The Careers Service will offer a shortlisting service for vacancies 
that receive over 15 applications and will provide a matrix with their 
recommended shortlist. CVs and application forms will be sent to you 
in a zipfile by the 28th February. However, it is the hiring manager’s 
final decision who they select for interview. Shortlisting should take 
place between the 1st - 9th March.

Interviewing:
It is the responsibility of the hiring manager to invite students 
to interview.  Interviews should take place from the 12th - 30th 
March. When preparing for interviews we recommend looking at 
the University’s guidelines (https://www.ed.ac.uk/human-resources/
recruitment/recruiters-guide/shortlisting/interviewing). Appendix 1 
(p15) provides a template you can use to invite students to interview. 
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The Internships team at the Careers Service will also provide you 
with a guide entitled ‘Advice to Help Interview Your Shortlist’, which 
will include an interview matrix and example questions.  Students are 
allowed to apply for a maximum of three internships, therefore some 
applicants may be interviewed for multiple internships. The Careers 
Service will highlight any candidates who fit this profile. [Please 
remember to complete eligibility to work checks at interview.]

Rejecting Applicants:
Please notify the Careers Service of unsuitable students before the 
interview for your vacancy and they will directly communicate the 
outcome to these students. It is recommended that you contact the 
candidates who attended the interview directly to provide them with 
constructive feedback.  

Appointment:
It is the responsibility of the department to appoint the selected 
candidate on eRecruitment, as with any appointment to the University. 
A verbal offer can be made to the individual subject to suitable 
references being received.  Individual references should be requested 
by the hiring manager, an email reference is sufficient. The University 
recommends two references are received. Appendix 2 (p17) provides a 
template you can use for sending a reference request by email.    

Interns should be on D2 fixed term training contracts (this should be 
inputted on eRecruitment to allow the correct contract to be issued).

The Careers Service should be notified of who you have selected and 
confirmation that all other applicants have been rejected.
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3. PREPARE FOR YOUR INTERN

As the internship is for a fairly short period of time, it is helpful to make 
preparations before the start in order to maximise the time available. It 
would be useful to contact your intern prior to them starting e.g. invite 
your intern to meet the team, organise any training required for the 
internship or send information to get them to start thinking about their 
project(s).  

Induction Event for line managers:
The line manager will be invited to an induction event on the 9th May 
2018, organised by the Careers Service, to help you plan and organise 
the arrival of your intern. Attendance of this event is at your discretion 
but it is advised for any manager who has not hosted an intern 
previously.

Induction Event for interns:
The interns will attend an induction on 31st May 2018, run by the 
Careers Service, before they commence their internship on the 4th 
June. This will help the interns understand the transition into the 
workplace and set themselves three personal development goals (part 
of their participation in the Edinburgh Award).

First day induction:
“A well-designed induction process can make an intern’s transition 
into the world of work a smooth and enjoyable experience as well as 
helping your organisation by integrating your new member of staff as 
quickly and effortlessly as possible.” Chartered Institute of Personnel 
Development from ‘Internships that work’.

An induction should include the following:

•	 An introduction to the department/School, including history, 
services, culture and values. 

•	 Explanation of how the team is structured (list of photos/names 
of colleagues would be useful).

•	 Tour of the facilities (e.g. work areas, breakout areas, where to 
get food/drink, where nearest toilets are and where the fire exits 
are situated).

•	 Explain to the intern health & safety guidelines, access 
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arrangements, absence reporting, time-keeping, etc. 
•	 Brief introduction to the senior members of the department 

as well as the people that the intern will be working with on a 
regular basis.

•	 More information provided by HR can be found on the website - 
http://www.ed.ac.uk/human-resources/recruitment/induction

Date of first meeting:
As part of the induction an initial meeting with the line manager should 
be arranged, preferably on the first day, to go over the key project 
deliverables.  

General topics should include:
•	 The project description – are they clear what they need to do? 

Agree outputs (short and long term goals).
•	 Identify a buddy for the intern - to help them day-to-day 

(for more information see: http://www.docs.csg.ed.ac.uk/
HumanResources/Recruitment/Role_of_the_Buddy_in_the_
Induction_Process.pdf)

•	 Discuss any holidays that you may have and who the intern will 
report to in your absence.

•	 Working hours – interns should be treated as you would an 
employee.

•	 As part of the intern’s induction with the Careers Service they 
will have set themselves three development goals. Please 
discuss, so you are aware of their personal development plan 
over the summer.
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4. DURING THE INTERNSHIP

Throughout the project it is the line manager’s responsibility to ensure 
their intern is progressing as planned and to assist them where 
necessary. Interns tend to be inexperienced and may need support and 
supervision, regular weekly scheduled meetings are useful to assess 
progress and identify any issues straightaway. The summer will go very 
quickly!

Take the opportunity to involve the intern in as many aspects of your 
department as possible. Arrange meetings with other colleagues and 
encourage participation in any relevant meetings or events.

It is generally recognised that incorporating periods of reflection into 
a work based experience can enhance employability. The Careers 
Service will support this by encouraging interns to blog (confidentially) 
and communicate with the other summer interns during the three 
planned events (before, during and at the end of their internship).  

Furthermore, the Edinburgh Award has been designed as a means for 
students to reflect on their learning in extra-curricular and co-curricular 
activities and there is a version of this for Employ.ed on Campus. The 
Internships Manager will provide information about this Award at the 
Managers Induction Event.  More information about the Edinburgh 
Award can be found at http://www.ed.ac.uk/edinburgh-award/about 

Interim review:
It is recommended the line manager conducts a mid-point review, 
ideally before the intern attends the Careers Service Interim Event (4th 
July). This is a chance to check the project(s) are on track and to make 
amendments to the project description. Potential topics to include:

•	 Progress on project(s) – are they where you would expect? Are 
there any issues needing addressed?

•	 Positive feedback – let the intern know what they are doing well.
•	 Areas of development – what would be useful for the intern to 

focus on for the remainder of their internship?
•	 Personal development goals – are they getting an opportunity 

to achieve these?
•	 Discuss the interns areas of interests – are there any 
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colleagues it would be useful for them to meet/speak to?
•	 Confirm date for final review and discuss final presentation 

event 

Interim Event:
The Careers Service will be running an event on the 4th July 2018 
during the working day, it is a requirement that the interns attend 
for c.3 hours. The purpose of the event is for the interns to have an 
opportunity to discuss how their internship is progressing and refer to 
their personal development goals.  It will also act as a networking event 
for the group.

5. END OF INTERNSHIP

End Event:
The Careers Service will be running an end event for the interns and 
line managers. There will be three events, and the date will depend on 
the length of the placement you agree with your intern:

Length of Internship Date of final Presentation 
Event

10 weeks 8th August 2018
12 weeks 22nd August 2018 

The event will give your intern the opportunity to present, in small 
groups, to their peers and other managers about; their placement 
experience, key learning points and the impact they have made 
personally. There will also be an opportunity for the interns and 
managers to separately give their feedback on the Employ.ed on 
Campus programme and an opportunity to network as a group.

Final Meeting:
The Final meeting is an opportunity for the line manager and intern to 
summarise the project results. Some areas you might want to discuss:

•	 What have they learned and how have they developed over this 
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internship?
•	 How well do they think they have performed against the 

objectives set?
•	 What has been their biggest achievement?
•	 What do they think they could have done differently?
•	 In what ways are they better prepared for the job market after 

completing this internship?
•	 What are their strengths and weaknesses?
•	 What areas of development do you, as their line manager, 

suggest they concentrate on in future jobs?

Remember to write down the answers to your questions as this will 
help form the basis of any reference letter that you provide for your 
intern. It might be useful to give the intern the list of questions prior to 
the meeting to allow them time to think about their responses.

The final meeting is also an opportunity to:
•	 Thank the student for their efforts 
•	 Discuss any potential work opportunities in the future (e.g. part-

time work during semester) 
•	 Summarise their achievements on the project
•	 Other practical things to consider at the end of the internship 

are; to notify HR if you plan to extend your intern’s contract, 
remove their access to any mailing lists, IT systems and folders 
on shared drives.
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6. EVALUATION OF THE PROCESS

Student projects provide a rich source of information about your 
workplace and it is important to capture feedback from the intern. 
Departments can decide the best way to do this i.e. face-to-face or a 
written evaluation form.

Careers Service:
The Careers Service will ask for feedback from both the interns and 
line managers after the programme has finished. This will be in the 
form of focus groups at the End Event and online surveys sent out 
by email. The feedback received will help to shape the future of the 
Employ.ed on Campus programme.

Case Studies:
All interns will be asked to complete a case study on their experience, 
which will appear on the University website and encourage future 
students to apply for the programme. This could also be used for your 
own department’s literature, please speak to the Internships Team if 
you require copies.  
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Appendix 1 - Invitation to interview by email

CONFIDENTIAL 

Vacancy: XXX

Dear XXX, 

With reference to your application for the above post, I am pleased to 
inform you that you have been selected for an interview on xxx March 
2016. Please report to [location] for xxx and sign in as a visitor. You 
should be free to leave by approximately xxx. 

The selection process will include a panel interview with xxx. If you 
require communication or access support, please contact us to discuss 
ways of organising this.  

Could I ask you to please confirm via email as soon as possible that 
you are able to attend the interview? 

In accordance with the Immigration, Asylum and Nationality Act 2006 
the University of Edinburgh, as an employer, has a legal responsibility 
to prevent illegal working and therefore must check that all employees 
are entitled to work in the United Kingdom (UK). 

To do so, the University of Edinburgh requires to see original 
documents evidencing right to work in the UK before commencement 
of employment and this is normally carried out at interview. Therefore, 
I would be grateful if you could bring the appropriate original 
document(s) with you when you attend the interview. Details of the 
documents can be found on: 

http://www.docs.csg.ed.ac.uk/HumanResources/List_A.pdf 

http://www.docs.csg.ed.ac.uk/HumanResources/List_B.pdf 

If you do not have eligibility to work in the UK, please bring your 
passport with you. 
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If you have any queries, please do not hesitate to contact me. 

Yours sincerely, 

XXXXXXX

Appendix 2 - Requesting a reference by email 

Dear XXX,

I am contacting you on behalf of the xxxx from the University of 
Edinburgh.

Recently we held interviews for the xxxx position based within xxxx. We 
are considering xxxx for the post. He/She has named you as a referee 
and I would like to ask you to send a written reference to this email 
address at your earliest convenience. 

To provide assistance I duly attach the details of this post for your 
perusal.   

Many thanks for your time in this matter. 

Kind Regards,

XXXXXX
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