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Internship Agreement

THIS AGREEMENT is made BETWEEN:

(i)
Cambridge culture exchange Ltd, Unit 23 St Olav’s Court, London SE16 2XB (‘the CCE’);

(ii)
Employer, Address：                                                   (‘the Host Organisation’); and

(iii) 
Intern name of Address：                                                                           (‘you').

	1. Details of internship

	1.1 Subject to this Internship Agreement being signed by all parties, your internship will commence on dd/mm/yyyy and will end on dd/mm/yyyy unless the internship is ended earlier by either party in accordance with paragraph 8.

	1.2 As an Intern you are not an employee of the Host Organisation.  Nothing in this Internship Agreement shall be construed as, or taken to create, a contract of employment between you and the Host Organisation.  No payment will be made to you by the Host Organisation in respect of any work undertaken during this internship.

	1.3 Your main point of contact at the Host Organisation during your internship is xxx.

	1.4 The Host Organisation will arrange for you to have regular meetings with your main contact to discuss your internship goals, your duties, as well as to answer any questions you may have.

	1.5 During your internship your principal duties will be in accordance with the description of activities set out in the Internship Proposal attached to this agreement; however, you may be required from time to time to undertake such other duties as the Host Organisation may reasonably require for the purposes of completing the internship.

	1.6 You are expected to perform your duties to the best of your ability and to maintain appropriate standards of conduct at all times. This will include complying with the Host Organisation’s rules, policies, procedures, standards and reasonable instructions at all times.

	1.7 During the internship the Host Organisation has full responsibility for you and shall have day-to-day control over your activities.

	2. Induction and training

	2.1 The Host Organisation will provide an induction explaining who they are and what they do, and together will provide any information or training required to ensure your health and safety. The Host Organisation will support and train you appropriately for the activities that you may undertake during your internship with them.

	3. Place of Work

	3.1 You will be based at the address of the Host Organisation shown above or such other location as the Host Organisation may reasonably require.  The Host Organisation will notify the CCE of any change to your place of work.

	4. Expenses

	4.1 The CCE is unable to fund any additional expenses incurred by you during the course of your internship. If you are travelling to offsite locations with the Host Organisation, expenses may be reimbursed following approval and authorisation from the Host Organisation. 

	5. Hours

	5.1 During the internship, you will be expected to work xxx hours per week from the week commencing dd/mm/yyyy until the week ending dd/mm/yyyy. The days and times of such hours will be agreed between you and the Host Organisation from time to time.

5.2 Under and subject to the provisions of the Working Time Regulations 1998, you are entitled to a minimum rest break of 20 minutes in the course of any working day that exceeds six hours.

	6. Absence

	6.1 If you will be absent at any time when you have agreed with the Host Organisation you will attend for the purposes of the internship, you must notify your main contact at the Host Organisation of your absence and where such absence is planned agree it in advance with the Host Organisation. You must comply with your contract of employment with the CCE, in respect of any such absence (see section 9 of your contract of employment ‘Absence due to sickness or injury’). 

	7. Insurance

	7.1 The Host Organisation will provide adequate insurance cover for you while you are undertaking activities approved and authorised by the Host Organisation.

	8. Termination of the internship 

	8.1 Your internship is expected to end on the date specified under paragraph 1.1 above, unless terminated earlier:

	8.1.1 by either you, the CCE or the Host Organisation giving not less than one week’s written notice; or

8.1.2 by the Host Organisation without notice due to gross misconduct on your part or a persistent breach by you of the Host Organisation’s policies in place from time to time; or

8.1.3 by the CCE because the Host Organisation: (i) failed to pay any amount they owe the CCE on the due date; (ii) breached the terms of their internship agreement with the CCE; or (iii) was unable to pay its debts, became insolvent or made any arrangement or composition with or for the benefit of its creditors. 

	9. Confidentiality

	9.1 In the course of your internship you may have access to confidential information relating to the Host Organisation or its clients.  You will not use of disclose this information to any person either during your internship or at any time afterwards.

9.2 The Host Organisation or the CCE may at any time as a condition of commencing or continuing the internship require you to enter into a separate legally binding Confidentiality Agreement under which you will undertake not to misuse or wrongfully disclose confidential information to any person either during your internship or at any time afterwards.

	10. Property

	10.1 All documents, manuals, hardware and software provided for your use by the Host Organisation, and any data or documents (including copies) produced, maintained or stored on the Host Organisation's computer systems or other electronic equipment (including mobile phones), remain the property of the Host Organisation. Any Host Organisation property in your possession and any original or copy documents obtained by you in the course of the internship shall be returned to the Host Organisation at any time on their request and in any event at the end of the internship.

	11. Data Protection

	11.1 You are required to comply with the provisions of the Data Protection Act 1998 and with the Host Organisation’s data protection policies and procedures.

	11.2 You consent to the Host Organisation processing data relating to you for legal, personnel, administrative and management purposes and in particular to the processing of any "sensitive personal data" (as defined in the Data Protection Act 1998) including relevant information about you received from the CCE for the purposes of the internship and to the Host Organisation storing such personal information.

	12. Duty of Care

	12.1 The CCE has a duty to have due regard to prevent people from being drawn into terrorism or become subject to extreme radicalisation in accordance with the Counter Terrorism and Security Act 2015. The Partner Institution is required to cooperate with the CCE insofar as may be relevant in the exercise of this duty.

	


Please acknowledge receipt and acceptance of the terms of the internship by signing and dating below.

Accepted and agreed on behalf of the CCE:

Print Name: xxx
Signature: 

Date: xxx
Accepted and agreed on behalf of the Host Organisation:

Print Name: xxx……………………………………………………

Signature: ……………………………………………………………

Date: ………………………………………………………………

Accepted and agreed by you:

Print Name: …………………………………………………………………………

Signature: ……………………………………………………………………………

Date: …………………………………………………………………………………..










