Company Name
Company Number
Company Address

To: Intern Name
Intern Address

Internship Agreement

Dear Intern’s Name,

This letter outlines the agreement between Intern’s Name (“you”) and Company Name (the “Company”).

We're delighted to be bringing you on board and hope that you are as excited as us to have the opportunity to learn from the talented team we have here at Company Name.

Our goal is to develop a relationship of mutual trust and respect during your internship. By signing this agreement, we are agreeing to work together to build a great experience for you as a student, trusting that you are ready to work hard. We'll do our best to make this a rewarding experience for you. We expect you to give us your smartest thinking, professionalism and resourcefulness, and to take ownership of your work.

We will provide you with clear directions and mentoring, and we expect you to deliver your assignments in full and on time.

1. Start Date and Duration

Your internship with the Company begins on Start Date and continues until End Date unless and until terminated by the Company giving you not less than X days notice or otherwise terminated in accordance with the terms of this agreement.

2. Induction

On your first day, you'll be inducted into the Company. You'll be introduced to staff members, particularly senior members and people who you will be working with directly. When appropriate, you'll also be given a tour of the office, shown where you'll be sitting, where the common areas are, and where the nearest fire exits are.
You will also be provided with a printout of team members' names and photos to help you familiarise yourself with the team.

3. Internship Description

Your role will be Intern’s Job Name, and you will report to Direct Supervisor, who will be your “mentor”.

Your duties are Explain what they need to do. 

You may be required to undertake other duties from time to time as we may reasonably require.

You confirm that you are entitled to work in the UK without any additional approvals and that you will tell us immediately if this changes.

You agree not to work for anyone else while you are employed by the Company, other than by prior agreement with the Company.

4. Company Culture

We encourage openness, diversity and opportunity. 

The Company promises to give you as much responsibility and work diversity as possible, and will not require you to undertake any more administrative tasks than other employees of the Company would be expected to do.

The Company is conscious that you may have a specific area of interest that you would like to gain experience in. It is your responsibility to make such an interest known to your mentor, who will endeavour to delegate tasks to you which are appropriate for that area of interest.

5. Place of Work and Hours

Your place of work will be the Company's main office, or other location as mutually agreed.

Your working hours will be Monday to Friday from 9am to 5pm with a X hour break for lunch. We're happy to discuss flexible working hours as needed.

We may need you to travel occasionally in the performance of your duties, in which case we'll work with you to agree the timing and location of such travel.

Occasionally, such as before important business events and deadlines, we may need "all hands on deck" and we may ask you to work additional hours to help us hit our goals. We may in these circumstances offer you time off in lieu to be taken at a time that is convenient for both of us. It's important to note that rather than counting hours that people are working, we're focused on creating great things that happen on time, and we're looking to create a team who understand this and who are happy to put the time in to hit those goals.

We also ask that you provide us with details of your vacation weeks and time off.
We know that sometimes school or university gets intense and deadlines are due. Practice smart planning, if you see that your class syllabus will get particularly busy, give us a heads up and remind us when it's getting closer.

6. Payment

You will be paid £X per hour, which will be paid by Cheque/Cash/Bank Transfer at the end of each month. Please provide the Company with your payment details on your first day.

Where you are required to attend external meetings or events and need to travel to get there, the Company will reimburse your pre-agreed reasonable expenses within X days of receipt of your receipts. This does not include your costs for travelling to/from work.

7. Your Responsibilities

During your internship with us you agree to:
a. carry out such duties as may be required by us from time to time including those outlined in your internship description;
b. comply with our rules, policies and procedures in force from time to time;
c. spend the whole of your time, attention and ability during working hours (and any "all hands on deck" time) to carry out your duties with due care and attention;
d. faithfully serve the Company to the best of your ability and use your best endeavours to promote the interests of the Company; and
e. behave in a professional manner at all times.

Personal responsibility is an important quality for employees. While there may be occasional exceptions, we will do our best to give you assignments with a reasonable amount of time to complete them.

8. Our Responsibilities

Your mentor will be responsible for:
a. building a supportive working relationship with you;
b. offering guidance and support where appropriate;
c. being a point of contact for any questions or concerns you may have during your internship;
d. offering career advice and support and discussing your plans for the future;
e. delegating appropriate tasks that make the best use of your skills and ability;
f. supporting and training you for any tasks you are required to undertake but do not yet have the skills/knowledge to complete;
g. conducting your end of first week performance review; and
h. conducting your final performance review at the end of your internship.

9. Reference Letter

The Company promises to provide you with a reference detailing work you have undertaken and a summary of the formal performance review undertaken at the end of your internship. If we somehow forget to provide you with this reference, please do remind us, and we'll present it to you as soon as we can. The reference can be in any convenient format, e.g. a letter, a statement for your CV or a LinkedIn endorsement.

10. Intellectual Property

“Intellectual Property Rights” means copyright, moral rights, patent rights, trademarks, design right, rights in or to databases, rights in or relating to confidential information, rights in relation to domain names and all other industrial, commercial or intellectual property rights (whether registered or unregistered) throughout the world and all similar or equivalent rights or forms of protection which exist now or may exist in the future.
You will give the Company full written details of all Inventions and of all works embodying Intellectual Property Rights made wholly or partially by you at any time during your employment which relate to, or are reasonably capable of being used in, the business of the Company (“Created Works”).

You agree that all Created Works created by you in the course of your employment will be original and will not be wholly or substantially copied from any third party works.
You acknowledge that all Intellectual Property Rights subsisting (or which may in the future subsist) in all such Inventions and Created Works will by law automatically, on creation, vest in the Company absolutely. To the extent that they do not vest automatically by law, you hold them on trust for the Company.

You hereby irrevocably waive all moral rights under the Copyright, Designs and Patents Act 1988 (and all similar rights in other jurisdictions) which you have or will have in any existing or future Created Works.

You will not register or attempt to register any of the Intellectual Property Rights in the Created Works, nor any of the Inventions, unless requested to do so in writing by a director of the Company.

You agree at the Company’s cost to do all things which are necessary or desirable for the Company to obtain for itself or its nominees the full benefit of this assignment.

11. Termination

Notwithstanding section 1, Company Name may terminate this agreement with immediate effect without notice and without any liability to make any further payment to you (other than in respect of amounts accrued before the termination date) if at any time:
a. You commit any gross misconduct affecting the business of Company Name;
b. You commit any serious or repeated breach or non-observance of any of the provisions of this agreement or refuse or neglect to comply with any reasonable and lawful directions of Company Name;
c. You are convicted of any criminal offence (other than an offence under any road traffic legislation in the United Kingdom or elsewhere for which a fine or non-custodial penalty is imposed);
d. You are, in the reasonable opinion of Company Name, negligent or incompetent in the performance of your duties; or
e. You commit any fraud or dishonesty or act in any manner which in the opinion of Company Name brings or is likely to bring Company Name into disrepute or is materially adverse to the interests of Company Name.

The rights of Company Name under this section 11 are without prejudice to any other rights that it might have at law.

12. Confidentiality

We cannot overstate the importance of confidentiality. The documents you're receiving, our methods, our original materials, and our clients’ information are strictly confidential. Sharing documents, strategy, or any other information you learn here is prohibited, and any use of such material outside our business amounts to stealing. What you learn here you will be able to apply to future jobs, but any written material cannot be shared without explicit approval from us in writing.

13. Data Protection

You consent to Company Name holding and processing "sensitive personal data" as defined in the General Data Protection Regulation (EU) 2016/679 ("GDPR") and all other mandatory laws and regulations of the European Union, the EEA and their member states and the United Kingdom which are applicable to the parties’ processing of personal data under this agreement relating to you for legal, personnel, administrative and management purposes including but not limited to:
a. information about your physical or mental health or condition in order to monitor sick leave and take decisions as to fitness for work;
b. information on racial or ethnic origin or religious or similar beliefs in order to monitor compliance with equal opportunities legislation;
c. information relating to any criminal proceedings in which you have been involved for insurance purposes and in order to comply with legal requirements and obligations to third parties.

You consent to Company Name making such information available to Company Name, regulatory authorities, governmental or quasi-governmental organisations and potential purchasers of Company Name or any part of its business. You consent to the transfer of such information to Company Name's business contacts outside the European Economic Area in order to further its business interests.

14. Company Property

All equipment and materials provided for your use by the Company, and any materials (including copies) produced, maintained or stored on the Company’s premises or computer systems or other electronic equipment or services (including mobile phones or cloud services), remain the property of the Company (“Company Name Property”).
Any Company Name Property in your possession or control will be returned to Supervisor Name at any time on request and in any event prior to the termination of your employment with the Company.

Upon ending of your internship you will irretrievably delete any Company Name Property stored on any non-Company computer or cloud service that you may have transferred such materials to, and all matter derived from such sources which are in your possession or control outside the premises or computer systems of the Company.

15. Additional Information

Add any additional information that you want the intern to know. 






We agree to the above.



____________________________________________
Director’s Name
For and on behalf of Company Name



I agree to the above.



____________________________________________
Intern’s Name
