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Overview

Internships are a vital stepping-stone in vocational education and
training (VET), bridging the gap between academic knowledge and the
real-world workplace. This handbook, developed under the Erasmus+
KA210-VET project, "Enhancing Quality of Internship Programs
Through Experience Sharing Among Sending and Hosting
Organizations in Europe" (QUALITY), aims to address common
challenges and provide actionable solutions for stakeholders involved
in internship programs.

The QUALITY project brings together partners from Malta, Italy, and
Ireland to enhance the quality of internship experiences. By fostering
collaboration, sharing best practices, and developing clear guidelines,
this project empowers stakeholders to create impactful, structured,
and meaningful internships that meet the needs of learners and
organizations alike.

The
Importance
of
Internships

Internships play a critical role in preparing students for their
professional careers. They offer:

e Practical Experience: Enabling learners to apply theoretical
knowledge in real-life contexts.

e Skill Development: Building soft skills, adaptability, and technical
competencies aligned with labor market demands.

e Cultural Exchange: Encouraging adaptability and cross-cultural
understanding, particularly for international placements.

Despite their potential, internships often face challenges such as
inadequate supervision, misaligned expectations, and poor
communication. This handbook addresses these challenges by
offering insights and tools for all involved parties.




the key challenges we address

Based on the findings of the QUALITY project

1. Candidate Selection

We emphasize transparency and clear selection criteria , we aim to prioritize adaptability,
language skills, and technical competencies, while ensuring the evaluation process is fair and
structured by both the sending and the hosting organizations.

2. Pre departure Preparation

We are committed to providing cultural and linguistic training tailored to the destination
country and to aligning interal excpectations with the opportunities and challenges of the
placement.

3. Monitoring and Feedback

We emphasize the need to establish robust communication and feedback from the beginning
to the end of the internship.

4. Resource Management

We optimize financial planning through cost analysis and strategic partnerships, promoting
resource sharing and efficient budget utilization

5. Communication

The importance of fostering clear continuous, bidirectional communication among stake
holders

oOur Objectives

1. Facilitate experience sharing and adoption of best
practices among sending and hosting organizations

2. Provide comprehensive guidelines to improve the quality
of internships across Europe.

3. Strengthen collaboration and communication
between all stakeholders.




G

oles of stakeholders

1 Interns 2 Sending Organizations

At the center of the experience, they Responsible for pre-departure preparation,
require mentorship, structured tasks, and monitoring, and post-internship
cultural integration. evaluations.

3 Hosting Organizations 4 Employers

Key in providing meaningful work, support, Essential for aligning internship tasks with
and resources for interns. industry needs and ensuring relevance.

Ch

This handbook is a practical guide for stakeholders involved in
internship programs. It provides:

ow to use this handbook

e Tools for candidate selection, preparation, and evaluation.
e Strategies for addressing common challenges, from
language barriers to financial planning.

 Insights into fostering collaboration between sending and
hosting organizations.

To enhance the quality of the impact of internships, the
stakeholders can apply the insights and recommendations in this
handbook, ensuring that learners are prepared for fulfilling
careers and we can foster a culture of collaborations and
excellence in the VET sector.
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The Importance of a CV in
Internship Applications

A Curriculum Vitae (CV) is a foundational
document in the internship application
process, acting as a bridge between the
intern, the sending organization, and the
hosting organization. It offers a clear and
structured snapshot of the candidate’s
qualifications, skills, and experiences,
enabling all stakeholders to align
expectations and foster successful
matches.

For hosting organizations, the CV is often the first impression of a candidate’s potential, serving
as a critical tool in assessing their readiness for the role. For sending organizations, the CV
provides a structured basis for preparing candidates and ensuring their profiles align with the
expectations of hosting organizations. In the context of the QUALITY project, a well-prepared CV
reflects not only a candidate's technical and academic qualifications but also their adaptability
and readiness for cross-cultural and professional environments.

The structure and content of a good CV

A strong CV highlights the candidate’s strengths in a format that is clear, concise, and relevant
to hosting organizations' needs. Each section contributes to providing a complete picture of the
intern's potential and readiness.

The CV should begin with the candidate’s contact information, including their name, phone
number, email address, and, if applicable, a link to a professional online profile such as
LinkedIn. This information must be prominently displayed at the top of the document for easy
reference.

Next, a personal summary or objective statement sets the tone for the CV. This brief
paragraph outlines the candidate’s aspirations, skills, and how their background aligns with the
goals of the internship. For example, a candidate might state their desire to develop industry-
specific skills while contributing to the hosting organization’s objectives.

The education section follows, detailing the candidate's academic background in reverse
chronological order. For VET students, this section should emphasize vocational training,
relevant coursework, and certifications. Including institutions, dates of attendance, and notable
achievements gives hosting organizations a comprehensive understanding of the candidate’s
educational foundation.

The work experience section highlights practical experiences, even if limited. Roles such as
internships, part-time jobs, or volunteer activities can demonstrate transferable skills such as
responsibility, teamwork, and initiative. Each entry should describe the role, the organization,
and specific accomplishments. For instance: "Coordinated logistics for a workshop with 50
participants, achieving all objectives on time and within budget."



: A dedicated skills section is critical, especially for internships requiring technical expertise or
language proficiency. This section should include relevant hard and soft skills, such as:
Language proficiency, particularly English and other relevant languages for international
placements.

Industry-specific technical competencies, like software tools or equipment familiarity.
Interpersonal skills, including teamwork, communication, and cultural adaptability.

Optional sections, such as hobbies and interests, can add personality and highlight traits like
leadership, creativity, or adaptability, provided they are relevant to the internship.

Enhancing CV Effectiveness for Hosting and Sending
Organizations

For hosting organizations, a strong CV streamlines the selection process by providing clear
insights into a candidate's capabilities. This ensures that interns are placed in roles where they
can contribute meaningfully and gain valuable experiences. A well-prepared CV helps reduce
mismatched expectations and fosters smoother integration into the workplace.

Sending organizations play an essential role in guiding candidates through the CV creation
process. They can:

Offer workshops to teach CV-writing techniques tailored to internships.

Provide templates that align with international and industry standards.

Conduct personalized reviews to ensure CVs are tailored to specific hosting organizations'
needs.

Challenges in CV Preparation

Despite its importance, creating an effective CV can be challenging for candidates, particularly
those with limited experience. Common pitfalls include exaggerating qualifications or providing
irrelevant information. Honesty and precision are critical, as mismatched expectations can lead
to difficulties during the internship.

Candidates also need to balance detail with brevity. A
CV should ideally be no longer than two pages,
focusing on the most relevant skills and experiences.
Professional formatting, including consistent fonts
and logical organization, ensures clarity and makes a
positive impression.




: Tailoring CVs for Specific Internships

To maximize the impact of a CV, candidates should tailor it to the specific internship role. This
involves:

e Researching the hosting organization and understanding its priorities.

e Highlighting skills and experiences that align directly with the internship’s requirements.

¢ Including quantifiable achievements, such as: "Increased event attendance by 25% through
targeted outreach efforts."

For international placements, showcasing cross-cultural experiences, adaptability, and language
skills is particularly valuable. A candidate with prior international exposure or experience in
diverse teams should emphasize these attributes.

The Role of Motivational Letters

A compelling CV is often complemented by a motivational letter that provides additional
context. While the CV outlines qualifications, the motivational letter allows candidates to
explain why they are the right fit for the role and how the internship aligns with their personal
and professional goals. Together, these documents create a comprehensive and persuasive
application.

In Conclusion

A CV is more than just a summary of qualifications—it is a strategic tool that connects sending
and hosting organizations while showcasing a candidate’s potential. For hosting organizations,
it ensures the intern’s profile aligns with their needs. For sending organizations, it provides a
foundation for preparation and alignment. A well-crafted CV sets the stage for successful
internships, fostering meaningful learning experiences and impactful contributions.

Thanks to this handbook, sending organizations can support the candidates in presenting their
best selves, while host organizations can interpret the CVs, identifying correctly the candidates
who best align with their objectives. Overall, this attention to detail enhances the quality and
success of internship programs.
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Template of an effective cv:

RICHARD SANCHEZ

MARKETING MANAGER

CONTACT PROFILE

te +123-4546-7890 Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam quis

B  hello@reallygreatsite.com nostrud exercitation. Lorem ipsum dolor sit amet, consectetur adipiscing elit,
sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad

Q 123 Anywhere 5t., Any City minim veniam quis nostrud exercitation. Ut enim ad minim veniam quis nostrud
exercitation.

& www.reallygreatsite.com

WORK EXPERIENCE
EDUCATION

Borcelle Studio 2030 - PRESENT
2029 - 2030 Marketing Manager & Specialist
WARDIERE UNIVERSITY

+ Master of Business

Management
3 and results-driven work environment,
Monitor brand consis r across marketing channels and materials.
2025 - 2029
WARDIERE UNIVERSITY Fauget Studio 2025 - 2029
* Bachelor of Business Marketing Manager & Specialist
« GPA:3.8/4.0
* Create and man the marketing budget, ensuring efficient

and optimizing ROL

SKILLS Oversee market research to identify emerging trends, customer needs,

and competitor strategies.
Monitor brand consistency across marketing channels and materials.

+ Project Management

» Public Relations = s £
Studio Shodwe 2024 - 2025
2 U Marketing Manager & Specialist

« Time Management
! with partners, agencies,
« Leadership £ . ;

« Effective Communication « Monitor and G stency across all marke

« Critical Thinking channels and materials.

LANGUAGES REFERENCE

» English (Fluent) Estelle Darcy Harper Richard

» French (Fluent) Wardiere Inc. / CTO Wardiere Inc. / CEQ
« German (Basics) .78 Fhone: ;

+ Spanish (Intermediate)
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he interviewing process

The interview is a critical preparatory step in the internship process.

Purpose Of It serves as an opportunity for sending organizations to evaluate
. candidates' readiness while introducing them to the expectations and
the Interview realities of their upcoming experience. This stage is essential in

identifying motivated and capable interns, managing their
expectations, and ensuring their alignment with the goals of the
internship program.

By fostering engagement early in the process, the interview helps
sending organizations build a strong foundation for the internships,
ensuring that participants are prepared to adapt and thrive in new
cultural and professional environments.

Engaging The interview is a critical preparatory step in the internship process.
It serves as an opportunity for sending organizations to evaluate
future candidates' readiness while introducing them to the expectations and
interns realities of their upcoming experience. This stage is essential in
identifying motivated and capable interns, managing their
through expectations, and ensuring their alignment with the goals of the
preparation internship program.

By fostering engagement early in the process, the interview helps
sending organizations build a strong foundation for the internships,
ensuring that participants are prepared to adapt and thrive in new
cultural and professional environments.

The interview is more than an assessment—it is an opportunity to
connect with s on a personal level. Through individual or small-group
KI’IOW the interviews, educators can explore the interns strengths, goals, and any
Participant pote'ntial concern§ they ma'y have a‘bout mobili.ty.. These coan-:-'rsations
provide deeper insights into their personalities, adaptability, and
interpersonal skills.
This phase also establishes trust between participants and educators,
fostering an open line of communication. Addressing their questions
and clarifying uncertainties about the internship process helps them
feel supported and confident as they prepare for this transformative
experience.

Getting to
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c‘Introducing the Internship

Introducing the internship program during the interview ensures that candidates have a clear
understanding of what to expect. This includes providing details about:

The Destination

Cultural norms, highlights of the location, and logistical considerations.

The Role

Specific tasks, responsibilities, and the professional environment of the hosting
organization.

The Process

Key steps leading up to the internship, such as travel arrangements, support systems,
and anticipated outcomes.

Equipping partecipants with this information enables them to visualize their role in the program,
fostering a sense of purpose and clarity. It also prepares them for challenges, such as cultural
differences or professional expectations, and gives them tools to navigate these effectively.

c‘M¢:|n¢:|¢_:|ing| Expectations

One of the most vital aspects of the interview is managing future interns expectations. It is
important to provide a realistic perspective on what they will experience during the internship.
This includes discussing potential challenges like language barriers, adapting to new cultural
environments, and meeting professional standards. Clear communication about these realities
ensures that they are mentally prepared for the journey ahead.

At the same time, it is essential to emphasize the skills and attitudes necessary for success.
Traits such as flexibility, a positive work ethic, and a willingness to learn are critical for making
the most of the internship. By setting these expectations, educators help candidates adopt the
right mindset, reducing the risk of misunderstandings and fostering a productive experience

(\

Practical Training and
Preparation

Beyond discussions, practical training is a key element of the
school interview process. Role-playing exercises, for example, can
simulate real-life workplace scenarios, helping students build
confidence in handling professional situations. Cultural sensitivity
training introduces them to the norms and practices of their host
country, ensuring smoother integration. Additionally, workshops
focusing on skills like communication, teamwork, and problem-
solving further prepare students for the demands of their
internship.




An Example of Engagement

A structured activity can deepen the interview process. For instance, candidates might
participate in a project simulation where they are tasked with solving a workplace problem or
planning an event. During this exercise, educators can observe their teamwork, creativity, and
ability to articulate solutions.

Following the exercise, feedback sessions allow participants to reflect on their performance
and learn how their approach connects to real-world internship scenarios. This method not
only enhances engagement but also offers valuable insights into the future interns’ readiness
and potential.

Example
Scenario

You are recruiting interns for an event management company. As part of the interview
process, you create a project simulation where candidates must design and plan a community
fundraising event.

Step 1: Problem Statement

Candidates are presented with the following task:

"Your team is tasked with organizing a fundraising event for a local animal shelter. The event
must attract at least 200 attendees, raise $10,000 in donations, and include activities
suitable for families. You have a budget of $5,000 and three months to plan."

Step 2: Guidelines and Time

Candidates work in small teams and are given:
¢ 30 minutes to brainstorm and create a basic event plan.
e Access to props like charts, markers, or digital tools to outline their ideas.

Step 3: Presentation and Evaluation

Each team presents their event plan, including:

e Event theme and key activities.

e Budget allocation.

e Marketing strategies to attract attendees.

e Contingency plans for unexpected challenges (e.g., bad weather or low turnout).

Interviewers evaluate the presentations based on criteria such as:

e Practicality: Is the plan realistic given the budget and time frame?
e Innovation: Are the activities creative and engaging?

e Team Dynamics: How well did the team collaborate?

¢ Communication: How effectively did they articulate their vision?




Step 4: Feedback Session

After presentations, candidates receive constructive feedback. Examples:
e "Your marketing strategy using social media influencers is innovative, but how would you
ensure it fits within the budget?"

e "The idea of a pet adoption booth is great, but you might want to consider logistical
challenges, like managing animals at the venue."

Step 5: Reflection and Real-World Connection

Candidates are asked to reflect on their performance and discuss:
e What worked well and what could be improved in their planning process.
e How they might apply similar planning and problem-solving skills in a real internship.

Benefits of the Interview

The interview benefits all stakeholders involved. For participants, it provides clarity, builds
confidence, and fosters essential skills. For sending organizations, it offers a structured
approach to assessing candidates, tailoring preparation activities, and ensuring alignment
between participants’ abilities and the program’s objectives. By investing in this preparatory
phase, sending organizations enhance the overall quality of the internship experience,
ensuring meaningful learning outcomes and smoother integration for all participants.




PRE-DEPARTURE
PREPARATION

Purpose of Pre-Departure
Preparation

The pre-departure preparation phase is a
cornerstone of the internship process. It
provides participants with the knowledge,

tools, and mindset they need to
successfully adapt to their new
environment and professional role. For

sending organizations, this phase is an
opportunity to ensure participants are fully
equipped to meet the expectations of
hosting organizations while fostering
confidence and cultural readiness.

Proper preparation not only minimizes
potential challenges but also maximizes
the learning experience for participants,
ensuring their time abroad is both
enriching and impactful.

Building a Foundation of
Knowledge

The first step in pre-departure preparation
involves familiarizing participants with the key
aspects of their internship. This includes
providing comprehensive information about
the hosting organization, their role, and the
destination. Participants should understand the
objectives of the internship and how their tasks
contribute to the overall goals of the
organization.

It is essential to address logistical details,
such as travel arrangements, accommodation,
and transportation in the host country. Sending
organizations should also ensure participants
are aware of practical matters, such as health
and safety protocols, emergency contact
numbers, and cultural norms. These
foundational elements help participants feel
more prepared and reduce uncertainty before
mobility begins.

Cultural Awareness
and Adaptability

One of the most significant aspects of pre-
departure preparation is fostering cultural
awareness. Participants must be ready to
navigate differences in communication
styles, workplace etiquette, and societal
norms. Cultural sensitivity training sessions
can help future interns understand and
respect the values and traditions of their
host country, enabling smoother
integration into both the workplace and the
broader community.

Educating participants about potential
cultural challenges, such as
misunderstandings or feelings of isolation,
prepares them to address these issues with
resilience and adaptability. Providing
examples of common cultural differences
and strategies for managing them helps
participants build the confidence needed
to thrive in a foreign environment.

Managing Expectations

Setting realistic expectations is critical for
their
and adaptable
mindset. Future interns should be made aware
including cultural
expectations, and
moments of uncertainty. By addressing these
realities upfront, sending organizations can
and
disappointment during the internship. At the
same time, it is important to highlight the
growth and development.
that
acquiring
personal
and
embracing new perspectives. This balanced

ensuring participants
internships with an open

approach

of potential
adjustments,

challenges,
professional

reduce the likelihood of frustration

opportunities for
Participants should
internships are not only about
technical skills but also about
development, building

understand

resilience,

approach helps future interns enter

experience with a sense of purpose and

readiness.
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Effective communication is vital for success during an internship, especially when language
barriers are present. Pre-departure preparation should include language training tailored to the
host country’s primary language, focusing on basic phrases, workplace terminology, and
conversational skills. For participants with limited proficiency, even a foundational understanding
can significantly enhance their ability to interact with colleagues and navigate daily life.

Online Language Support (OLS)

The Erasmus+ program offers the Online Language Support (OLS) platform, designed to assist
participants in improving their language skills before and during their mobility experience. OLS
provides language assessments and courses in multiple languages, enabling future interns to
evaluate their proficiency and engage in self-paced learning to enhance their communication
abilities.

Through OLS, participants can:

e Assess Language Proficiency: Take an initial language assessment to determine current skill
levels.

e Access Tailored Courses: Enrol in online language courses that match their proficiency,
focusing on relevant vocabulary and communication skills.

e Utilize Interactive Tools: Engage with various learning resources, including exercises, tutorials,
and live coaching sessions.

To access OLS, participants typically receive an invitation from their sending organization,
providing login credentials and guidance on utilizing the platform effectively.

In addition to OLS, sending organizations should emphasize the importance of active listening
and non-verbal communication, as these skills often bridge gaps in language proficiency.
Encouraging participants to approach language challenges with a positive attitude reinforces the
value of perseverance and continuous learning.

By leveraging tools like OLS and engaging in comprehensive language training, future interns
can develop the communication skills necessary to succeed in their international internships.
Effective communication is vital for success during an internship, especially when language
barriers are present. Pre-departure preparation should include language training tailored to the
host country’s primary language, focusing on basic phrases, workplace terminology, and
conversational skills. For students with limited proficiency, even a foundational understanding
can make a significant difference in their ability to interact with colleagues and navigate daily
life.

Sending organizations should emphasize the importance of active listening and non-verbal
communication, as these skills often bridge gaps in language proficiency. Encouraging students
to approach language challenges with a positive attitude reinforces the value of perseverance
and continuous learning.



C‘Practical Workshops and Training

To equip participants with the skills, knowledge, and confidence required to thrive in their
internship roles.To equip participants with the skills, knowledge, and confidence required to
thrive in their internship roles.

1. Introduction and Objectives (10-15 minutes)

o Welcome and icebreaker activity to build rapport.
o Brief overview of the workshop agenda and learning goals.

2. Session 1: Role-Playing Exercise (30-40 minutes)

o Objective: Develop problem-solving and communication skills.

o Activity: Participants role-play as team members tasked with resolving a workplace conflict
or completing a collaborative project.

o Materials: Scenario handouts, flip charts, or digital collaboration tools.

3. Session 2: Skills Development Workshops (45-60 minutes)

o Objective: Focus on workplace skills like time management, teamwork, and professional
etiquette.
o Activities: Case studies and interactive games like “time management challenges.”

4. Session 3: Orientation and Program Overview (30 minutes)

o Objective: Familiarize participants with logistics, expectations, and workplace policies.
o Materials: Presentation slides, program handouts, and Q&A.

5. Reflection and Feedback (20 minutes)

o Activity: Reflection forms and group discussions to evaluate learning outcomes.

Example

Timetable

Introducti d
09:00 - 09:15 fro ,UC ],On an 15 minutes
Objectives

09:15 - 09:55 Role-Playing Exercise 40 minutes

Skills Development
09:55 - 10:55 ! velop 60 minutes
Workshops

Orientati d
10:55 - 11:25 renta I?n an 30 minutes
Overview

Reflection and

11:25 - 11:45 i
Feedback 20 minutes




To ensure all necessary aspects of preparation are covered, sending organizations can
provide participants with a pre-departure checklist. This checklist might include:

D Securing travel documents, such as passports and visas.
Completing health and travel insurance requirements.

Packing essentials for both professional and personal
needs.

D Confirming travel and accommodation details.

Reviewing cultural norms and workplace etiquette.

By completing this checklist, participants can approach their
departure with confidence, knowing they are well-prepared for the
journey ahead.

Comprehensive pre-departure preparation benefits all parties involved. For participants, it
reduces anxiety, enhances confidence, and ensures a smoother transition into their new
environment. For sending organizations, it reinforces the quality of the internship program,
helping to establish stronger partnerships with hosting organizations and promoting positive
outcomes for all stakeholders.

By investing in this critical phase, sending organizations lay the groundwork for a successful
and meaningful internship experience, ensuring participants are ready to embrace the
challenges and opportunities that await them.

DEPARTURES b
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The Role of
Monitoring in
Enhancing
Internships

Monitoring is a critical component of any successful internship program. It
ensures that the goals of the internship are being met, that interns are
supported throughout their journey, and that challenges are addressed
proactively. Through effective monitoring, sending and hosting
organizations can foster alignment between expectations and outcomes,
creating a meaningful and impactful experience for all stakeholders.
Monitoring provides a structured approach to evaluating the effectiveness
of preparation efforts and support systems for sending organizations. It
allows them to gather insights for continuous improvement while ensuring
interns remain on track. Hosting organizations, on the other hand, benefit
from monitoring by receiving feedback on their mentoring practices and
ensuring that interns contribute positively to their objectives. This
collaborative process strengthens the relationship between all parties and
enhances the overall quality of the internship.

Establishing
Communicati
on and
Oversight

Regular and open communication is the foundation of effective monitoring.
By establishing clear channels of communication, sending and hosting
organizations can ensure that interns feel supported, that potential
challenges are identified early, and that the internship progresses
smoothly.

For sending organizations, regular check-ins with interns are essential.
These can be conducted through one-on-one meetings, emails, or virtual
calls to assess the intern’s well-being, discuss their progress, and address
any concerns. Maintaining regular contact with hosting organizations is
equally important to gather updates on the intern’s performance and
integration into the workplace.

For hosting organizations, providing regular updates to sending
organizations helps maintain transparency and ensures alignment between
the intern’s assigned tasks and the program’s objectives. This two-way
communication fosters trust and accountability, ensuring that all
stakeholders remain informed and engaged.

Providing
Feedback for
growth

Feedback is one of the most valuable tools in the monitoring process. It
fosters a culture of learning and continuous improvement, allowing interns
to reflect on their performance and identify areas for growth. Hosting
organizations play a central role in this process by providing constructive
feedback that highlights both strengths and opportunities for development.
Feedback should be specific, actionable, and delivered in a timely manner.
For example, instead of general comments like “Good work,” hosting
organizations can offer targeted feedback such as, “Your organizational
skills in coordinating this project were excellent, but consider improving
your time management for meeting deadlines.” This level of detail helps
interns develop a clearer understanding of their performance.

Sending organizations should also gather feedback from hosting
organizations about the overall experience and the intern’s progress. This
two-way feedback loop ensures transparency, supports the intern’s
development, and provides actionable insights for improving future
programs.






<\E\u:|lu¢:|tin¢_:| Performance and Progress

Structured evaluations provide a formal mechanism for assessing the intern’s performance and the
overall effectiveness of the internship. These evaluations can be conducted at various stages of the
program to ensure consistent oversight:

e Mid-Point Reviews: These allow organizations to assess the intern’s progress, address any challenges,
and adjust objectives if necessary.

e Final Evaluations: At the end of the internship, these evaluations provide a comprehensive overview of
the intern’s achievements, skill development, and overall contribution.

Evaluations should focus on key aspects such as task completion, adaptability, engagement, and skill
acquisition. Both sending and hosting organizations should collaborate to create balanced and insightful
evaluations that benefit all parties.




erools and Strateqies for Effective
Monitoring

To streamline monitoring efforts, sending and hosting organizations can
utilize various tools and strategies:

e Check-In Templates : These provide a consistent format for gathering
updates and tracking progress.

Ex. Use this template to consistently gather updates and track progress during the internship.
o Date of Check-In:
e Intern's Name:
e Supervisor's Name:
¢ Current Tasks:
¢ Progress Made:
e Challenges Faced:
e Support Needed:
* Next Steps:

« Digital Platforms: Shared calendars, project management tools, and feedback forms
ensure seamless communication and documentation .

« Example of using shared tools for seamless communication and documentation:

» Shared Calendar: Use Google Calendar or Outlook to schedule regular check-ins
and track deadlines.

» Project Management Tools: Platforms like Trello or Asana to assign tasks, set
priorities, and monitor progress.

+ Feedback Forms: Use Google Forms or Typeform to gather feedback from interns
and supervisors.

e Feedback Surveys : Anonymous surveys encourage honest input from interns and
hosting organizations, revealing valuable insights.

Use this survey to anonymously gather feedback from interns and hosting organizations.

Intern Feedback Questions:
« How would you rate your overall internship experience? (1-5)
« What aspects of the internship were most beneficial?
» What challenges did you face during the internship?
» What suggestions do you have for improving the program?

Hosting Organization Feedback Questions:
« How would you rate the intern’s overall performance? (1-5)
» What strengths did the intern demonstrate?
« Were there any areas where the intern needed additional support?
» How could the sending organization better support this process?



Mentorship Logs

Hosting organizations can maintain logs to record the intern’s
growth, key accomplishments, and any challenges faced during

the program.
Use this log to record the intern’s growth, accomplishments, and challenges.
+ Date:
+ Intern's Name:
* Mentor's Name:
« Key Accomplishments:
« Skills Developed:
» Challenges Faced:
« Actions Taken to Address Challenges:
» Overall Progress:
 Next Steps/Goals:

These tools not only enhance the efficiency of monitoring but also ensure consistency
and accountability across all stakeholders.
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Monitoring is an essential tool that allows organizations to identify and address challenges
proactively, preventing them from escalating into significant issues. Common challenges
include cultural adaptation difficulties, mismatched expectations, and communication
breakdowns.

Common Challenges and Proactive Solutions

1. Cultural Adaptation Difficulties

Interns often face challenges in adapting to a new cultural or workplace environment. These
difficulties may manifest as misunderstandings about norms, hesitation to integrate into
team dynamics, or discomfort with unfamiliar practices.

Solutions:

o Hosting organizations can provide ongoing mentorship, pairing interns with experienced
staff who can guide them through cultural nuances and expectations.

o Sending organizations can offer pre-departure cultural training sessions and provide
access to resources like cultural guides or language learning tools.

o0 Regular check-ins to discuss feelings of inclusion and adaptation can help identify and
address cultural barriers before they escalate.

2. Mismatched Expectations

Interns may enter the program with expectations about their role or the nature of tasks that
differ from reality. This misalignment can lead to frustration or disengagement.

Solutions:

o Hosting organizations should ensure that the intern’s role is clearly defined in the
internship agreement, detailing tasks, responsibilities, and expected outcomes.

o Sending organizations can help manage expectations during pre-departure workshops,
emphasizing flexibility and the importance of adaptability.

o If misalignment occurs, both organizations can collaborate to adjust the intern’s role,
ensuring a balance between the organization’s needs and the intern’s aspirations.

3. Communication Breakdowns

Poor communication between interns, supervisors, or organizations can lead to
misunderstandings, unmet expectations, or feelings of isolation.

Solutions:

o Establish structured communication channels, such as weekly progress meetings,
mentorship logs, or feedback forms.

o Provide interns with communication training to enhance their ability to express concerns
and seek clarification.

o Encourage an open-door policy, allowing interns to approach supervisors or mentors
without hesitation.

4. Performance and Skill Gaps

Interns may encounter tasks that exceed their current skill levels or experience, resulting in
decreased confidence or productivity.

Solutions:

o Hosting organizations can offer tailored training sessions to bridge skill gaps, ensuring
interns feel supported in their roles.

o Assigning interns a mix of challenging and familiar tasks allows them to build confidence
while gradually expanding their capabilities.

o Mentorship and constructive feedback should focus on growth, guiding interns toward
achieving their professional goals.
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Monitoring is most effective when sending and hosting organizations collaborate to address
issues holistically. A collaborative approach involves maintaining open communication
channels, sharing feedback, and coordinating solutions tailored to the intern’s specific needs.
Key strategies include:

¢ Regular Feedback Loops: Hosting organizations can provide weekly or bi-
weekly progress reports to sending organizations, ensuring all stakeholders
are informed of any emerging concerns.

e Joint Problem-Solving Meetings: Virtual or in-person meetings involving
the intern, hosting organization, and sending organization can clarify
misunderstandings and develop actionable solutions.

e Personalized Support Plans: For interns experiencing significant
challenges, organizations can create individualized support plans that outline
specific actions, timelines, and roles for all parties involved.

Preventing Challenges Before They Arise

While addressing challenges is critical, prevention is equally important.
Monitoring systems should aim to identify potential issues early, allowing
organizations to take preemptive action. Effective prevention strategies
include:

e Comprehensive Pre-Departure Preparation: Equip interns with the
knowledge, skills, and expectations they need to navigate their roles
successfully.

¢ Clear Role Definitions: Ensure that job descriptions and responsibilities
are transparent, realistic, and aligned with the intern’s goals.

e Frequent Check-Ins: Early and consistent communication helps interns feel
supported and allows organizations to identify issues at their onset.

Benefits of Effective Monitoring in Addressing Challenges

When organizations implement robust monitoring systems, they create a
safety net that fosters resilience and adaptability. Interns benefit from feeling
supported and valued, which enhances their engagement and performance. At
the same time, sending and hosting organizations strengthen their
partnerships, ensuring a positive experience for all stakeholders.

By addressing challenges collaboratively, organizations can turn potential
obstacles into opportunities for growth, ensuring the internship remains a
transformative and rewarding experience.
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Monitoring extends beyond the completion of the internship. Post-internship feedback offers
an invaluable opportunity to evaluate the program’s overall success and identify areas for
enhancement. Interns, hosting organizations, and sending organizations should all contribute
to this review process, sharing their perspectives on the program’s strengths and areas for
improvement.

For sending organizations, this feedback provides a roadmap for refining preparation
processes and support systems. Hosting organizations, meanwhile, can use the insights
gained to enhance their mentorship practices and create more meaningful roles for future
interns. This cycle of reflection and adaptation ensures that internship programs remain
relevant, effective, and beneficial for all parties involved.

Post-Internship Feedback and Continuous Improvement Template

1. Feedback from Interns

Use this section to gather insights from interns regarding their experiences and suggestions for
improvement.

¢ Intern's Name:

¢ Internship Program:
e Date:

Questions:

1. What were the most valuable aspects of your internship experience?

2. Were there any challenges you faced during the internship? If yes, how were they addressed?
3. How would you rate the support provided by the sending and hosting organizations? (1-5)

4. What suggestions do you have for improving the internship program?

5. Do you feel this internship has contributed to your personal and professional growth? If so,
how?

2. Feedback from Hosting Organizations

Use this section to evaluate the hosting organization's perspective on the intern's performance
and the program's structure.

¢ Hosting Organization:
e Mentor/Supervisor's Name:
e Date:

Questions:

1. How would you rate the intern’s overall performance? (1-5)

2. What strengths did the intern demonstrate during the program?

3. Were there any areas where the intern needed additional support or training?
4. How would you evaluate the collaboration with the sending organization?

5. What changes or enhancements would you recommend for future internships?




Post-Internship Feedback and
Continuous Improvement

2. Feedback from Hosting Organizations

Use this section to evaluate the hosting organization's perspective on the intern's performance
and the program's structure.

¢ Hosting Organization:
e Mentor/Supervisor's Name:
e Date:

Questions:

1. How would you rate the intern’s overall performance? (1-5)

2. What strengths did the intern demonstrate during the program?

3. Were there any areas where the intern needed additional support or training?
4. How would you evaluate the collaboration with the sending organization?

5. What changes or enhancements would you recommend for future internships?

3. Feedback from Sending Organizations

Use this section to capture the sending organization's reflections on the internship program
and its outcomes.

e Sending Organization:
e Contact Person:

e Date:

Questions:

1. How would you evaluate the intern’s preparation and readiness for the program?

2. Were there any challenges in supporting the intern during the program?

3. How effective was the communication with the hosting organization?

4. What improvements can be made to the pre-departure preparation or support systems?
5. How do you plan to incorporate this feedback into future internship programs?

4. Overall Program Review

Questions:

1. What were the key successes of this internship program?

2. Were there any recurring challenges or areas for improvement identified?

3. How can the program better align with the goals of interns, sending organizations, and
hosting organizations?

4. What steps should be taken to ensure continuous improvement of the internship program?

The Impact of Effective Monitoring

Monitoring enhances the quality and sustainability of internship programs by fostering
collaboration, promoting accountability, and drlvmg continuous improvement. For interns, it
ensures that they are supported throughout their journey, enabling them to achieve personal
and professional growth. For sending and hosting organizations, it strengthens relationships
and builds a foundation for impactful, long-term partnerships.

By implementing robust monitoring practices, sending and hosting organizations can create
internships that are not only enriching for the participants but also contribute to the broader
goals of vocational education and training. Monitoring ensures that internships remain a
valuable bridge between education and the professional world, preparing students for
successful futures.
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The Role of Financial Planning in Internships

Effective financial planning is a critical element of organizing and supporting successful
internships. Managing resources efficiently ensures that internships remain sustainable while
meeting the needs of interns, sending organizations, and hosting organizations. Financial
challenges, such as unexpected expenses or budget constraints, can undermine the quality of an
internship program. By adopting structured financial planning practices, organizations can
maximize resources, minimize risks, and create impactful internship experiences.

For internships within the Erasmus+ framework, such as those lasting three weeks to three
months, —clear financial —strategies —ensure —that —allocated budgets —are —used —effectively.—A
structured approach helps stakeholders align their financial resources with the program’s
objectives, ensuring a balance between affordability and quality.

Cost Analysis and Unit Costs

A cornerstone of financial planning is conducting a thorough cost analysis. This involves
identifying all potential expenses associated with the internship program, categorizing them, and
calculating unit costs. Examples of cost categories include:

e Accommodation: Monthly rental costs divided by the number of interns sharing the space.

e Transportation: Expenses for travel passes or vehicle rentals.

o Utilities: Costs for electricity, water, and internet services.

e Training Materials: Expenses for workshops, language courses, or other preparatory activities.

Unit costs are calculated by dividing the total cost for each category by the number of
participants. For example, if accommodation costs €1,500 per month for three apartments, and
there are 15 interns, the unit cost per person would be €100 per month. These calculations
provide a clear understanding of the per-participant expenses, enabling more precise budget
management.
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The Cost Breakdown Average (CBA) is a financial planning method that helps
organizations allocate resources effectively. It involves analyzing all cost categories,
determining unit costs, and scaling these expenses based on the number of
participants and program duration.

To calculate the CBA:

Cost Breakdown Average (CBA) Template

Instructions

Use this template to calculate the Cost Breakdown Average (CBA) for your internship
program. The CBA method ensures accurate expense forecasting and efficient
resource allocation.

1. Identify Total Costs by Category

Fill in the total costs for each category.
e Category:
e Total Cost (€):
(Repeat for all categories, e.g., Accommodation, Transportation, Utilities.)

2. Divide by Units

Divide the total costs by the relevant unit (e.g., number of participants or program
duration).
e Category:
e Unit Type (e.g., months or participants):
e Unit Cost (€):

3. Scale for Participants

Multiply the unit cost by the total number of participants and the program duration
to calculate the total cost.

e Category:
e Unit Cost (€):
e Number of Participants:
e Program Duration (months):
e Total Cost (€):

Example Calculation

e Category: Accommodation

e Total Cost (€): €4,500

e Unit Cost (€): €100 (calculated as €4,500 =+ 15 participants + 3 months)

e Scaled Total Cost (€): €4,500 (calculated as €100 x 15 participants x 3 months)

Notes

1. Ensure all cost categories are accounted for, including miscellaneous expenses.
2. Use the same unit type consistently across dll calculations for accuracy.

3. Double-check calculations to prevent errors in budget planning.

By applying the CBA method, organizations can forecast expenses accurately and avoid
budget overspending.
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Unforeseen expenses are a common
challenge in internship programs. To
mitigate this risk, it is essential to allocate
contingency funds within the budget.
Financial planning should include a buffer
of 5-10% of the total budget to account for
unexpected costs such as emergencies,
inflation, or fluctuating exchange rates.

For example, if the total budget is €21,000
for a program involving 15 participants,
setting aside a 10% contingency would
amount to €2,100. This buffer ensures that
organizations can handle unexpected
situations without compromising the
quality of the internship experience.

Incorporating Taxes and
Compliance

When managing internship finances, organizations must account for taxes and
compliance requirements. Tax obligations vary depending on the host country's
regulations and the type of expenses incurred. Accurate tax calculations prevent legal
complications and ensure transparency in financial reporting. Organizations should also
familiarize themselves with local financial practices to avoid discrepancies or
oversights.

Erasmus+ Financial Framework
Internships funded under Erasmus+ typically operate within specific financial
guidelines, making it essential to align budget planning with program requirements. For

example:

e The total budget for a three-month internship with 15 participants may be set at
€21,000.

e This funding covers key categories such as travel, accommodation, training, and daily
allowances.

e By adhering to the Erasmus+ financial framework, organizations can ensure
compliance and efficient use of resources.

Regularly reviewing these quidelines ensures that budgets are
optimized and aligned with program objectives, benefiting both interns
and stakeholders.
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Maximizing Resource Efficiency

Lanning for Contingencies

Strategic resource allocation plays a key role in enhancing financial efficiency.
Organizations can reduce costs by leveraging partnerships and local knowledge. For
instance:

e Collaborating with local service providers may result in discounted rates for
accommodation, transportation, or training facilities.

e Building long-term partnerships with hosting organizations can create opportunities for
shared resources, reducing overall expenses.

e Adopting an “I help you, you help me” approach fosters mutually beneficial arrangements
that support cost-saving measures.

Additionally, transparent communication between sending and hosting organizations
ensures that resources are distributed effectively and that financial goals are met.

Post-Internship Financial Review

A post-internship financial review is essential for evaluating the program’s financial
success. This review should include:

e A comparison of actual expenses against the projected budget.

e Analysis of any discrepancies or overspending.

e Documentation of cost-saving measures that were particularly effective.

The insights gained from this review help refine future budgets, ensuring that financial
planning continues to evolve and improve.

The Benefits of Robust Financial Planning

Comprehensive financial planning enhances the sustainability and impact of internship
programs in several ways:

1. It ensures that resources are allocated effectively, maximizing the quality of the
internship experience.

2. It minimizes the risk of unexpected costs, providing stability and predictability.

3. It fosters transparency and accountability, building trust among stakeholders.

By integrating structured financial planning practices, sending and hosting organizations
can deliver internships that are not only cost-effective but also enriching and professionally
rewarding for participants.
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The Role of Workshops in Internship Preparation

Workshops are an integral part of preparing students for successful internships. They provide a
dynamic and interactive environment for developing the technical, interpersonal, and cultural skills
needed to thrive in professional and often international settings. Workshops serve as a bridge
between theoretical knowledge and practical application, equipping students with the confidence and
competence required to adapt to new challenges.

For sending organizations, workshops are a valuable tool to address knowledge gaps, enhance
readiness, and foster engagement among students. Hosting organizations benefit from receiving
interns who are well-prepared and capable of contributing effectively to their roles.

Designing Workshops to Meet Internship Needs

The structure and content of workshops should align with the objectives of the internship program,
addressing both general skills and role-specific requirements. A successful workshop design begins with
identifying key areas where students need preparation, such as workplace communication, cultural
adaptability, or technical proficiency.

Workshops should combine theoretical instruction with practical exercises to ensure a balanced learning
experience. For example, a workshop on teamwork could include a brief lecture on collaboration
principles followed by a group activity where students solve a hypothetical workplace challenge. This
combination reinforces learning and allows students to practice applying concepts in real-world
scenarios.

Interactive elements such as role-playing, case studies, and simulations are particularly effective in
workshops. These activities encourage active participation, enhance problem-solving abilities, and build
students’ confidence. Additionally, incorporating feedback sessions ensures that students gain insights
into their strengths and areas for improvement.
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Workshops should be designed to cover a range of competencies essential for
internships, ensuring students are well-rounded and adaptable. These areas
include:

ey Areas Addressed in Workshops

1. Soft Skills Development:

Workshops focusing on communication, teamwork, and leadership prepare students to navigate
workplace dynamics effectively. Role-playing exercises and group discussions help students
practice these skills in a controlled environment, building their confidence and adaptability.

2. Technical and Industry-Specific Training:

For internships with specialized requirements, workshops can provide an introduction to relevant
tools, software, or methodologies. Hands-on training sessions familiarize students with the
technical aspects of their roles, enabling them to contribute effectively from the start.

3. Cultural Sensitivity and Adaptation

Cultural awareness workshops prepare students for the nuances of working in an international
setting. These sessions address topics such as cultural norms, communication styles, and
managing cultural differences, ensuring students are respectful and adaptable in diverse
environments.

4. Professionalism and Workplace Etiquette:

: Understanding workplace expectations is crucial for students transitioning into professional
roles. Workshops on professionalism cover topics such as time management, dress codes, and
behavior, helping students present themselves confidently and competently.

5. Problem-Solving and Decision-Making

Students benefit from learning strategies to tackle workplace challenges effectively. Workshops
on critical thinking and problem-solving teach students how to analyze situations, evaluate
options, and make informed decisions.
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Interactive techniques form the core of impactful workshops. These methods engage students
actively, promoting retention and practical application of knowledge. For instance:

& Role-Playing

Students act out workplace scenarios, such as resolving conflicts or conducting meetings, to
practice their communication and decision-making skills.

Example: A participant takes on the role of a manager mediating a disagreement between two
employees over workload distribution. Another participant plays an employee feeling
overburdened, while a third acts as a neutral observer providing feedback on communication and
resolution strategies.

® cCase Studies

Real-life examples of workplace challenges are analyzed and discussed, helping students
understand practical applications of theoretical concepts.

Example: Participants review a real-life case where a customer service team faced backlash due
to delayed responses during a product recall. They analyze the company’s response strategy,
identify areas for improvement, and propose alternative solutions.

@ sSimulations

Mock workplace environments are created, allowing students to practice tasks they might
encounter during their internships.

Example: A mock digital marketing agency scenario is created where participants must design
and present a social media campaign for a new product. They handle roles such as content
creator, project manager, and client liaison, simulating teamwork and deadlines.

These techniques not only
make workshops engaging
but also prepare students to
handle real-world situations
with greater confidence and
competence.
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Integration of Feedback and Reflection

Feedback and reflection are essential components of workshops, ensuring that students gain a
deeper understanding of their progress and areas for improvement. Facilitators should provide
constructive feedback during and after activities, highlighting strengths and offering actionable
suggestions for growth. Encouraging students to reflect on their performance fosters self-
awareness and promotes a proactive approach to learning.

Group feedback sessions can also be valuable, allowing students to share their perspectives and
learn from one another’s experiences. This collaborative process builds a supportive learning
environment and enhances the overall effectiveness of the workshops.

The Benefits of Workshops

Workshops offer numerous benefits for both interns and organizations involved in internships:

e For Participants: Workshops build confidence, develop essential skills, and prepare students
for the professional world. By engaging in interactive and practical learning, individuals gain a
better understanding of workplace expectations and challenges.

e For Sending Organizations: Workshops ensure that students are well-prepared, reducing the
likelihood of issues during the internship. This preparation enhances the reputation of the
sending organization and strengthens relationships with hosting organizations.

e For Hosting Organizations: Interns who have undergone comprehensive workshops are more
likely to integrate successfully into their roles, contributing meaningfully to the organization’s
objectives.

Continuous Improvement of Workshop Programs

To maximize their impact, workshop programs should be continuously evaluated and refined.
Gathering feedback from students, facilitators, and hosting organizations provides valuable
insights into the effectiveness of workshops and highlights areas for improvement. This iterative
approach ensures that workshops remain relevant, engaging, and aligned with the evolving needs
of internships.

Conclusion

Workshops are a cornerstone of internship preparation, providing students with the tools and
skills they need to excel in professional environments. By combining structured instruction
with interactive learning, workshops bridge the gap between academic knowledge and
workplace expectations. For sending and hosting organizations, workshops are an investment
in the success of their internship programs, ensuring that students are not only prepared but
also empowered to make the most of their experiences.

Through thoughtful design, practical activities, and continuous refinement, workshops
contribute to internships that are impactful, meaningful, and transformative for all involved.



QI'IPS FOR INTERNS AND TUTORS
TIPS FOR INTERNS

Internships offer an unparalleled opportunity to develop professional skills, gain hands-on
experience, and build networks. To make the most of this experience, interns should
approach their role with openness, adaptability, and a willingness to learn. The following tips
are designed to help interns navigate their internships effectively, ensuring both personal and
professional growth.

1. Embrace the Learning Mindset

Internships are a time to learn and grow, so approach each task with curiosity and
enthusiasm. Be proactive in seeking opportunities to expand your knowledge and skills.
Even routine tasks can provide valuable insights into workplace operations.

2. Communicate Effectively

Clear and professional communication is key to a successful internship. Keep your
supervisors informed about your progress, ask questions when in doubt, and share any
challenges you may face. Being transparent fosters trust and collaboration.

3. Be Adaptable and Open-Minded

Every workplace has its own culture, practices, and expectations. Be flexible and open to
adjusting your approach to align with the organization’s norms. Embrace diversity and
respect cultural differences, especially in international placements.

4. Manage your Time Wisely

Time management is a critical skill in any professional setting. Prioritize your tasks, set
realistic goals, and use tools like to-do lists or calendars to stay organized. Meeting
deadlines consistently demonstrates reliability and professionalism.

5. Seek Feedback and Act on It

Constructive feedback is an essential part of growth. Be open to receiving feedback from
your supervisors and peers, and use it as a tool for self-improvement. Reflect on your
performance regularly and strive to enhance your skills.

6. Build Relationships

Internships are an excellent opportunity to expand your professional network. Engage with
your colleagues, participate in team activities, and show interest in their work. Building
positive relationships can lead to valuable mentorship and future opportunities.

7. Maintain Professionalism

Professionalism extends beyond completing tasks—it includes your attitude, behavior, and
presentation. Dress appropriately, respect workplace policies, and approach challenges
with a solution-oriented mindset.

8. Reflect on Your Experience

At the end of your internship, take time to reflect on what you've learned, the skills you've
developed, and how the experience aligns with your career goals. This reflection will help
you articulate your achievements in future job applications or interview.
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TIPS FOR TUTORS

Tutors, including mentors and supervisors, play a vital role in shaping the internship
experience. By providing guidance, support, and constructive feedback, tutors ensure that
interns have a meaningful and enriching experience. The following tips are designed to help
tutors maximize their impact and foster a positive learning environment.

1. Set Clear Expectations

From the outset, provide interns with a clear understanding of their roles, responsibilities,
and objectives. A well-defined structure helps interns focus on their tasks and align their
efforts with organizational goals.

2. Provide Regular Feedback

Feedback is a cornerstone of the intern’s development. Schedule regular check-ins to
discuss progress, address challenges, and offer constructive advice. Positive
reinforcement encourages confidence, while actionable feedback supports skill-building.

3. Foster Open Communication

Create an environment where interns feel comfortable asking questions and sharing their
thoughts. Being approachable and supportive encourages interns to seek guidance,
fostering a productive and collaborative relationship.

4. Assign Meaningful Tasks

Interns value roles that challenge them and contribute to their growth. Design tasks that
are relevant, varied, and aligned with the intern’s skills and career goals. Avoid relegating
interns to menial or repetitive tasks that fail to utilize their potential.

5. Act as a Mentor

Go beyond supervising tasks by offering insights into your industry, sharing career advice,
and introducing interns to networking opportunities. Your mentorship can leave a lasting
impact on their professional journey.

6. Encourage Reflection and Self-Assessment

Prompt interns to reflect on their achievements and challenges regularly. Encourage them
to assess their progress and consider how their experiences contribute to their long-term
goals. Reflection enhances learning and fosters independence.

7. Be Culturally Sensitive

In international or diverse settings, recognize that interns may face cultural adaptation
challenges. Offer guidance on workplace norms and foster an inclusive environment that
values diversity and respect.

8. Provide a Welcoming Enviorment

At the end of your internship, take time to reflect on what you’ve learned, the skills you've
developed, and how the experience aligns with your career goals. This reflection will help
you articulate your achievements in future job applications or interview.
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1. What is the primary role of the sending organization in
internships?

The sending organization is responsible for preparing, supporting, and monitoring interns
throughout the internship process. This includes organizing pre-departure training,
maintaining communication with hosting organizations, and addressing any challenges that
may arise during the internship.

2. How can sending organizations ensure interns are well-
prepared?

Interns can be prepared through workshops and training sessions focused on:

e CV writing and interview techniques.

e Cultural awareness and adaptability.

e Workplace skills, such as communication and teamwork.

Providing templates, checklists, and clear instructions also helps interns feel confident and
ready.

3. How do we monitor the progress of interns during their
placement?

Monitoring can be achieved through regular check-ins, progress reports, and feedback
mechanisms. Digital tools, such as shared calendars or reporting templates, streamline
communication between sending organizations, hosting organizations, and interns.

4. What should we do if a hosting organization reports a
concern about an intern?

Address the concern collaboratively by discussing it with both the hosting organization and
the intern. Identify the root cause of the issue, provide guidance to the intern, and offer
support to the hosting organization. Regular communication and a proactive approach are
essential for resolving challenges.

5. How can we measure the success of our internship
programs?

Success can be evaluated through feedback from interns and hosting organizations, tracking
the achievement of learning objectives, and assessing interns’ professional growth. Post-
internship reviews and structured surveys provide valuable insights for improvement.

6. What happens if an intern needs to end their internship
early?

In such cases, it’s important to understand the intern’s reasons and communicate with the
hosting organization. Mutually agreed-upon solutions, such as adjusting the role or offering
additional support, may prevent early termination. If ending the internship is unavoidable,
ensure proper documentation and closure.
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1. What is the role of the hosting organization in internships?

The hosting organization provides a professional environment where interns can gain hands-
on experience. This includes assigning meaningful tasks, mentoring interns, and ensuring
their safety and integration into the workplace.

2. How do we ensure a smooth on boarding process for
interns?

To ensure a smooth start:
e Provide a clear introduction to the organization’s culture, policies, and expectations.
e Assign a mentor or supervisor to guide the intern.

e Create a welcoming atmosphere by introducing the intern to the team and setting up their
workspace.

3. What kind of tasks should we assign to interns?

Tasks should align with the intern’s learning objectives and the organization’s needs. They
should be meaningful, challenging, and contribute to the intern’s professional growth. Avoid
assigning tasks that are purely administrative or lack relevance to the intern’s field of study.

4. How should we handle cultural or language barriers?

Cultural and language differences can be addressed through:
e Patience and open communication.
e Providing clear instructions and feedback.

o Offering resources, such as a brief cultural orientation or translation tools, to support the
intern.

5. What if an intern is underperforming?

Discuss the issue with the intern in a constructive and supportive manner. Identify specific
areas for improvement and provide actionable feedback. If the situation does not improve,
involve the sending organization to explore additional solutions.

6. How do we evaluate the performance of interns?

Intern performance can be evaluated based on their contribution to assigned tasks,
adaptability, communication, and teamwork. Hosting organizations should use structured
evaluation forms and provide feedback that highlights strengths and areas for development.

7. What should we include in an Internship Completion
Certificate?

A certificate should include:

e The intern’s name and the role they held.

e The duration of the internship.

¢ A brief summary of the intern’s contributions and skills demonstrated.
e The organization’s name and a signature from a supervisor or mentor.

8. How do we provide feedback to the sending organization?

Feedback can be shared through structured reports or direct communication. Discuss the

intern’s performance, any challenges faced, and suggestions for improving the partnership
between the sending and hosting organizations.



BIBLIOGRAPHY

Books and Journals

Sweitzer, H. F., & King, M. A. (2018). The Successful Internship: Personal, Professional, and Civic
Development in Experiential Learning. Cengage Learning.

Kolb, D. A. (1984). Experiential Learning: Experience as the Source of Learning and Development.
Prentice Hall.

Hofstede, G. (2001). Culture's Consequences: Comparing Values, Behaviors, Institutions, and
Organizations Across Nations. Sage Publications.

Bennett, M. J. (1993). Intercultural Sensitivity: Developmental Model. Cross-Cultural Adaptability
Inventory.

Allen, K. E., & Peach, J. (2007). Real Work Experiences: Study on Internship Effectiveness. Journal of
Cooperative Education and Internships, 41(1), 56-63.

Reardon, R. C. Lenz, J. G., & Sampson, J. P. (2006). Career Development and Planning: A
Comprehensive Approach. Cengage Learning.

Graddol, D. (2006). English Next: Why Global English May Mean the End of English as a Foreign
Language. British Council.

Kirkpatrick, D. L., & Kirkpatrick, J. D. (2006). Evaluating Training Programs: The Four Levels. Berrett-
Koehler Publishers.

Deardorff, D. K. (2009). The Sage Handbook of Intercultural Competence. SAGE Publications.

Patton, M. Q. (2008). Utilization-Focused Evaluation. Sage Publications.

Reports and Guidelines

European Commission. Erasmus+ Programme Guide. Available at: https://erasmus-plus.ec.europa.eu
OECD. Global Skills and Mobility Handbook. Available at: https://oecd.org

National Association of Colleges and Employers (NACE). Internship and Co-op Survey Reports.
https://www.naceweb.org

International SOS. Travel Risk Management Guidelines. https://www.internationalsos.com

Online Resources

Europass CV Builder. https://europa.eu/europass

International Association for Educational and Vocational Guidance (IAEVG). https://iaevg.com
National Career Development Association. https://ncda.org

Erasmus+ Dissemination Platform. https://ec.europa.eu/programmes/erasmus-plus/projects/
European Training Foundation. https://www.etf.europa.eu

Research Articles

Govaerts, N., & Dochy, F. (2014). The Impact of Assessment Feedback on Interns. Educational Research
Review, 9(1), 1-15.

Black, J. S., & Mendenhall, M. (1991). Cross-Cultural Training Effectiveness: A Review and Theoretical
Framework. The Academy of Management Review.

Boud, D., & Molloy, E. (2013). Feedback in Higher and Professional Education: Understanding It and
Doing It Well. Routledge.

Crystal, D. (2003). English as a Global Language. Cambridge University Press.

Acknowledgments

The handbook also integrates insights from workshops, baseline studies, and feedback sessions
conducted as part of the Erasmus+ QUALITY project, reflecting best practices and collaborative efforts
from Malta, Italy, and Ireland.



SITOGRAPHY

The following online resources were utilized in the development of this handbook. These sites offer
additional tools, frameworks, and insights to support vocational education, internship programs, and
professional development.

Official Platforms and Frameworks

Erasmus+ Programme Guide

https://erasmus-plus.ec.europa.eu

Official guide and resources for Erasmus+ programs, providing detailed information on funding,
application procedures, and project implementation.

Europass CV Builder

https://europa.eu/europass

A platform for creating standardized CVs and cover letters tailored to European mobility and
professional opportunities.

European Training Foundation (ETF)

https://www.etf.europa.eu

Resources and reports on vocational education and training policies across Europe.

Erasmus+ Dissemination Platform

https://ec.europa.eu/programmes/erasmus-plus/projects/

A repository of Erasmus+ projects showcasing best practices, results, and ongoing initiatives.

Career Development and Internships

National Career Development Association (NCDA)

https://ncda.org

Comprehensive career development resources for educators, students, and professionals.
International Association for Educational and Vocational Guidance (IAEVG)
https://iaevg.com

Global guidance for vocational and educational advancement.

National Association of Colleges and Employers (NACE)

https://www.naceweb.org

Internship and career readiness resources, including surveys and best practices.

Cultural Awareness and International Mobility

Hofstede Insights

https://www.hofstede-insights.com

Tools for understanding cultural differences and improving cross-cultural communication.
International SOS

https://www.internationalsos.com

Travel risk management and safety guidelines for international internships and mobility.
OECD Global Skills and Mobility Handbook

https://oecd.org

Reports and guidelines on enhancing skills and mobility across international contexts.




SITOGRAPHY

Language and Communication

Cambridge English

https://www.cambridgeenglish.org

Resources for improving English language skills, particularly for professional and workplace settings.
Duolingo for Work

https://www.duolingo.com/business

Language learning tools tailored for professional and cultural adaptation.

Professional and Learning Tools

LinkedIn Learning

https://www.linkedin.com/learning/

Courses and training materials for building technical, communication, and workplace skills.
Canva for Education

https://www.canva.com/education/

Tools for creating professional presentations, CVs, and other visual materials.



