INTERNSHIP GUIDE
FOR ORGANISATIONS

TO ASSIST WITH HOSTING STUDENT INTERNS
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WELCOME
Our students make a wide range of
social
contributions
to
the
community, including;

Michelle Scott, Director
McCusker Centre for Citizenship
I would like to welcome you to the
McCusker Centre for Citizenship
Internship Program. Thank you for
partnering with the Centre.
Through our internship program, we
are building the capacity of future
generations
to
foster
caring,
connected
and
socially-engaged
citizens.
Our
partnerships
with
organisations enables us to provide
students with a structured quality
internship experience which facilitates
their learning about important social
challenges in our community, while
developing their skills to make a
practical contribution.
The McCusker Centre for Citizenship is
unique as it connects students with
the broader UWA community, not-forprofit and community organisations,
government and business to make a
difference in our communities locally,
nationally and globally.

Working with organisations in
regional and remote communities
to deliver youth services.
Securing philanthropic funds and
grants for homeless services.
Developing practical resources to
assist vulnerable families coming
into contact with the legal system.
Researching and measuring the
effectiveness of services in the
community so that mental health
and alcohol and drug programs can
be expanded to those who need
them.
The interest from students wanting to
undertake the internship continues to
grow. This is consistent with what
research is telling us – that young
people are looking for social purpose
in their education and career paths.
I am proud of our intern achievements
so far. With your continued support, I
look forward to expanding the
program and increasing opportunities
for students and the overall reach of
the Centre in the future.
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INTERNSHIP OVERVIEW
The McCusker Centre for Citizenship offers quality, structured 100-hour
service internships that expose students to complex social issues in our
communities.
Student interns contribute to the community sector and gain an understanding
of issues that they may never have encountered before. The program aims for
students to learn about the contribution they can make as citizens and
carry this with them in their professional lives.
Undergraduate
students
may
complete
internships for academic credit as a
broadening
or
elective
unit,
while
postgraduate students may require approval
for our unit to be considered as an elective
within their UWA course.

95% of surveyed
organisations would
recommend the McCusker
Centre internship to
fellow organisations

GUIDELINES
Students must meet the specific UWA
learning outcomes unit to:
1. Engage in real work in a community
service context.
2. Demonstrate
professional
responsibility and citizenship by using
their knowledge and skills to better the
environment in which the community
service experience takes place.
3. Reflect, think deeply and discuss
cogently how the service experience
affected them and supported their
learning about civic engagement and
responsibility.
4. Present evidence of the reciprocity of
the experience, demonstrating that
both the organisation stakeholders and
the student benefitted from the
exchange.
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INTERNSHIP PROCESS
Organisation

Intern

McCusker Centre

BEFORE INTERNSHIP
Expresses an interest in
hosting an interns
Supported by McCusker
Centre staff, designs Role
Description(s) for
upcoming internship(s)
Signs the Service Learning
Agreement (unless one is
already in place)
Reads the Internship Guide
for Organisations

Applies for program
If successful, accepts the
offer of an internship role
Participates in the
Introduction to Active
Citizenship session
Participates in the
Aboriginal Cultural
Awareness session
Completes the UWA PrePlacement Program

Assists organisations with
designing internship roles
Assesses student
applications and carefully
matches successful
students to roles
Introduces student interns
to their supervisors
Prepares students for
internships including
facilitating sessions (left)

DURING INTERNSHIP
Signs Student Deed Poll
Provides an induction
Provides work station,
equipment and materials
Signs off timesheets
Provides guidance and
supervision to the intern
for the duration of the
internship
Completes Mid-Internship
Evaluation and final
Supervisor’s Report

Completes a Student Deed
Poll with their supervisor
Undertakes 100 hours
(minimum) of service
Participates in a suite of
self and peer reflective
learning activities for
academic progress
Participates in an End of
Internship Review with
peers and McCusker Centre
staff

Conducts at least two
check-in calls with hosting
organisations
Conducts check-in calls
with students
Provides academic support
Facilitates learning
activities and student
sessions
Responds to queries and
provides support to both
students and organisations

AFTER INTERNSHIP
Completes an Internship
Program Survey

Completes an Internship
Program Survey

Uploads student unit
results to university
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INTERNSHIP PROGRAM
CHECKLIST
Before the internship, meet with the student to:
Confirm and refine the project.
Negotiate and agree on the schedule for completing 100 hours; including
specific work days, times, and a start and finish date.
Complete and sign the required McCusker Centre Student Deed Poll (the
student is required to submit this to the Centre).
Advise on dress standards and/or special requirements including photo ID or
Working with Children and Police checks.
Liaise with Internships Coordinator with any concerns/questions.
During the internship:
Conduct workplace orientation and induction.
Re-visit the role description and ensure that you and the intern are starting on
the same page.
Monitor student’s performance by spending time with them 1:1.
Regularly sign student’s timesheet to confirm hours worked.
Complete a mid-point check-in to evaluate progress and give comprehensive
feedback.

At the end of the internship:
Meet with you intern to give
feedback
via
the
final
Supervisor's
Report,
and
conduct your own exit interview
if you think this will add value.
Sign the final timesheet for the
intern’s 100 hours.
Meet with your intern to
complete
the
Supervisor’s
Evaluation Form. Your intern will
return it to the Internships
Coordinator.
Complete the final internship
program survey:
https://bit.ly/3dIedNH
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“Partnering with the McCusker
Centre for Citizenship has allowed us
to conduct in depth reviews of our
current service delivery models in
regional and remote areas. The
Centre’s interns have exceeded our
expectations and have helped us
identify where there is greater need
for our services.”

Suzanne Caren
Former Drug and Alcohol Youth
Service Area Manager, Mission
Australia

ORIENTATION &
INDUCTION
Setting expectations
As a supervisor, it is important that you set clear guidelines for performance
standards, responsibilities and work expectations for your intern. This may
include expectations on what to wear and professionalism in the workplace or
protocols for sickness/absenteeism. Having initial conversations to discuss these
topics will allow for effective communication between the host organisation and
the intern should an emergency occur.
Timelines and administrative requirements
It is important to meet with your intern prior to the beginning of the internship
to agree on: start and end dates of internship, contact hours/days, a realistic
work plan, project requirements and timeline, and details of internship program
requirements. See the check-list at the end of this guide to assist with planning.
Computer access and logins
Does your organisation have required lead times for IT and computer access? It is
recommended that required access and logins required are set up in advance.
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ORIENTATION CHECKLIST
Before the internship
Notify all staff in your organisation that an intern will be joining your team.
Ensure you have provided an appropriate work station for your intern with all
necessary resources available for their first day.
Consider collating a welcome pack which could include links to policies and
process, organisational structure, contact list, health and safety resources,
information on parking and other facilities.
Advise IT and get permissions for any required computer, shared folder or
email access in advance if possible.
Sign the intern up for any staff organisation training and induction sessions.
Advise the intern what they need to know/bring for their first day.

Intern's first day/week
Take the time to explain to your intern the elements of your organisation’s
culture and purpose – an organisational chart is very useful!
Introduce the team to your intern and assign them a buddy (if possible).
Give your intern a tour of the working environment and building.
Ensure that your intern has a health and safety induction or briefing,
including evaluation procedures.
Advise the intern on policies to follow and where to find relevant resources.
Review the project outline with your intern to ensure that they know where
and how to start and re-visit the internship schedule in case changes need to
be made.
Complete and submit all required paperwork for the McCusker Centre.
Set clear guidelines for performance standards, responsibilities and work
expectations for your intern.
Make sure that you check in with the intern throughout their first day to
ensure that they are settled in and ready for their second scheduled day.
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TIPS FOR AT-HOME
INTERNSHIPS
While we strongly prefer interns to work on location at
the organisation, in special circumstances if may be
possible for interns to work from home. Here are some
tips to ensure a good experience.

Communications
"Make sure your intern knows what is
expected of them, and check in regularly."

Technology

"The internship gave me the
opportunity to contribute to
the community and I now
realise my ability to give
back to the community is
much greater than I
imagined.”

"Strong internet is required, and frequent email,
phone and video chats are essential."
"It is important to have good guidelines in place.
How-to guides are very helpful!"

Information Security
"Ensure WFH is written into internship policy."
"Choose a platform based on security so as to not
compromise breaches of IT."

Time Management
"Make deadlines and expectations extra clear."
"Check interns' work after each 'working' day."

Teamwork
"Encourage your intern to attend usual team
meetings so they can gain experience working in a
team , even while working from home."

Jesse Zhou
Save the Children intern

HEALTH & SAFETY
Students are required to complete the online UWA Pre-Placement program that
covers topics on occupational health and safety and teaches them how to
maintain safety whilst on placement, including “preventing harm to yourself
and others”. However, it is the responsibility of host organisations to go through
specific workplace requirements as per their own organisation protocols. As a
host organisation, you must remember that health and safety policies applies to
interns.
Your intern should be advised of the office evacuation and emergency protocols
on their first day. Please refer to the Safe Work Australia link (Resources, p. 13).
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SUPERVISOR STYLE
Everyone has their own supervision style. Based on our experience so far
with successful internships we have listed some suggestions as a guide.
Start strong
Communication is key! We recommend that at your initial meeting (or intern's
first day) you learn about your intern’s capabilities, experience, work style
and interests, which will encourage open and honest communication
throughout the internship.
Allocate time for a thorough orientation and induction and supply all
necessary workplace resources.
Don’t make assumptions - for example, acronyms and organisation specific
terminology can be difficult to understand, especially in the first few weeks.

Make time for feedback
Remember interns may require ongoing training, supervision and planning.
Ask to view drafts of the intern's work on a regular basis in order to provide
timely feedback and explain how they are valued by the organisation.
Keep records of the intern’s contribution so you can report to other
stakeholders, celebrate achievements and discuss challenges.
Conduct a structured, formal mid-point check-in to review progress, set new
goals and ensure the internship is on schedule.
Complete the final intern evaluation and in person one-on-one feedback at
the end of the internship.
"For the first two days, my supervisor
Tori made sure that I met as many people
as possible. She introduced me to my
colleagues, the executive of Anglicare
WA, and people from other departments.
The on-boarding program
was also
incredible, and made me feel like a
welcomed member of the team!
Whenever I would signal interest in
something, the organisation would be so
proactive in introducing me to people
from that space and teaching me how it
corresponds to the work they do."

Luke Thomas
Anglicare WA intern
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ENGAGE WITH YOUR
INTERN
Where possible, include your intern in team meetings and training so that they
feel like a valued member of the workplace. This will also enable
opportunities for collaboration, support and effective communication.
Ask your intern to reflect on their experience throughout their internship.
Students are required to write a few reflective journals and these may offer a
starting point for discussions.
If you have time, you could ask your intern to present their outcomes/project
at a team meeting.
Consider conducting your own exit interview with the intern to see how they
reflected on the experience and share the interns’ success with the rest of
team and organisation.
Provide a reference where appropriate as this will greatly enhance the
student’s employ-ability. Where possible, allow them to refer to the work in
their own professional portfolio.
Keep in touch with your intern as you have invested so much in the
relationship. Many interns have continued to volunteer and work at their host
organisations after they have finished their internship.

Listen to our podcast to hear from student interns and
supervisors about their internship experience: bit.ly/2Un1CEU

“When you’re a student you can feel a little
helpless reading about world issues in the
news. The internship helped me understand
practical ways in which these issues can be
addressed. The internship also gave me the
opportunity to work with dedicated
professionals who mentored and taught me
many things that I would not have learnt
from a book.”
Eloise Skoss
Walk Free Foundation intern
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ADVICE FROM OTHER
SUPERVISORS
"Communicate regularly! A lot of students don’t
know what to ask or are afraid to speak up, so it’s
up to the supervisor to initiate meetings and
check-points to ensure the intern feels supported.
99% of issues can be resolved through open and
collaborative discussion."

"Consider their degree when
planning their schedule – tailor the
project to their strengths so you
both get the most out of the
experience. Introduce them to
interesting people in your
organisation."

"Get the ball rolling with IT as
soon as possible – this was
something that I did not
envisage would stall the start
of the internship so
significantly."

"Create a standard welcome
pack/handbook - we did this
and then rolled it out each
time we hosted a student.
We got feedback on the
usefulness of it to improve
this resource, now onboarding new
interns is so
much easier!"

"Make your intern
part of your team –
take them to
meetings and
introduce them to
new experiences."

"Encourage other staff
members to get involved in the
intern's experience by offering
their insight and expertise
throughout the duration of the
internship."
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“The McCusker Centre for
Citizenship’s internship program has
been extremely valuable to us.
Without Alex’s dedication and
commitment, the Men’s Resource
Centre would be still in the dark
ages regarding communication. It’s
now so much easier for blokes
globally to access our support and
information.”

Grant Westthorp
Men’s Resource Centre CEO

Alex Arnold
Men’s Resource Centre intern

“The internship is one of
the best learning
experiences you’ll ever
have while at university.
It’s not like anything else
you’ll do.”

A PERFECT MATCH
After finishing his internship at
the Men’s Resource Centre in
Albany – University of WA
Masters
of
Professional
Engineering
student
Alex
Arnold chose to stay on and
volunteer for more than 450
hours to develop the Well Man
app, which he launched on the
steps of Parliament House
together with Health Minister
Roger Cook and CEO Grant
Westthorp in June 2018.
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CONTACTS
INTERNSHIPS
COORDINATOR

internships@mccuskercentre.uwa.edu.au

ACADEMIC
COORDINATOR

internships@mccuskercentre.uwa.edu.au

(+61) 8 6488 7553

(+61) 8 6488 7504

RESOURCES
Documents for host supervisors and organisations: https://bit.ly/2NNiypy
UWA policy on harassment, discrimination and bullying: https://bit.ly/2Ns0SN5
Ombudsman WA Fair Work Australia guidelines: https://bit.ly/3fTjq51
As all internships are unpaid, students are covered by UWA insurance. To request a
Certificate of Currency, contact the internships team.
Safe Work Australia Student Work Placement Guide: https://bit.ly/2SgCRtX
For specifics on insurance and indemnity, host supervisors should also refer to the
McCusker Centre Student Service Learning Agreement that was signed at the
beginning of the partnership.
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THANK YOU

Our internship program would not be a
success without the continued support of our
valued partners.

If you have any questions or feedback on this guide, please contact our
Internships Coordinator via phone (+61) 8 6488 7553 or email
internships@mccuskercentre.uwa.edu.au

