[INTERN’S NAME]
[ADDRESS LINE 1]
[ADDRESS LINE 2]
[POSTCODE]
[DATE]
Dear [NAME],
Re.: Internship Agreement
This letter confirms your unpaid internship with [COMPANY NAME]. [COMPANY NAME] is committed to providing interns with a supportive, learning environment. 
Internship
Your internship will take place at [ADDRESS] from [DATE] to [DATE]. You will have no fixed hours of work, but we hope that you will be able to attend for up to [NUMBER] hours a week. We suggest you work these hours between [TIME] and [TIME], [DAY] to [DAY]. 
We expect you to achieve the learning objectives set out in the Schedule below to the best of your ability. We also expect you to follow our procedures and standards, including health and safety and to comply with [our anti-corruption and bribery policy and procedures AND/OR the Bribery Act 2010]. You can expect us to deal with you in accordance with our equal opportunities policy.
Training
You will be provided with appropriate training to assist you to meet the standards we expect from interns and to ensure your health and safety.
Supervision and support
Your main point of contact during your internship is [NAME OF INTERN COORDINATOR]. You will have regular meetings with [NAME OF INTERN COORDINATOR] to discuss your learning objectives and any problems you may have.
Please give [NAME OF INTERN COORDINATOR] as much notice as possible if you are unable to attend any part of your internship when expected.
Expenses
[Your internship is a volunteer activity and, as such, is understood to be outside of the National Minimum Wage legislation. We agree that if the circumstances of your internship change such that it is no longer a volunteer activity, we will abide by National Minimum Wage legislation, if applicable.] We will reimburse certain out-of-pocket expenses incurred in connection with your internship in accordance with our expense policy as provided to you separately. 
Insurance
We will provide adequate insurance cover for you while you are undertaking work approved and authorised by us.
Confidentiality
In the course of your internship, you may have access to confidential information in relation to [COMPANY NAME] or our clients. We expect you not to use or disclose this information to any person either during your internship or at any time afterwards.
This agreement is binding in honour only, is not intended to be a legally binding contract between us and may be cancelled at any time at the discretion of either party. Neither of us intends any employment relationship to be created either now or at any time in the future.
Please acknowledge receipt and acceptance of this letter by signing, dating and returning the enclosed copy.
Schedule 1: Work plan and learning objectives
[INSERT DETAILS]
Yours faithfully,
 ................................................................
On behalf of [COMPANY NAME]
[I understand the contents of this letter
Signed .....................................................
[NAME OF INTERN]
Date ........................................................]
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