LETTER – work experience arrangements
[INSERT INDIVIDUAL’S NAME AND ADDRESS]
[DATE]
Dear [NAME]
Internship agreement
I am writing to confirm the arrangements for your unpaid work experience with our Company.  [NAME OF ORGANISATION] is committed to providing those joining us on a work experience basis with a supportive environment and we hope that you will find your time with us both enjoyable and rewarding. 
Work Experience

Your work experience will take place at [ADDRESS] from [DATE] to [DATE].  Whilst you will have no fixed hours, we hope that you will be able to attend for up to [NUMBER] hours a week.  [You will be able to access our offices/site from [INSERT TIME] to [INSERT TIME].
We have set out in the Schedule at the end of this letter a work plan and the learning objectives so that you find your time on work experience with us beneficial.  There are certain procedures and standards that apply, including our health and safety policy and our equal opportunities policy, and which we expect you to abide by during your work experience.  You can expect us to deal with you in accordance with our equal opportunities policy.
Induction

On your first day with us we will provide an induction explaining what we do,  any relevant policies and procedures and any other training to ensure your health and safety. 

Contact

Your main point of contact during your work experience is [INSERT NAME AND JOB TITLE].  You will have regular meetings with [INSERT NAME AND JOB TITLE] to discuss your learning objectives and any problems you may have.
Please give [INSERT NAME AND JOB TITLE] as much notice as possible if you are unable to attend any part of your work experience.
Expenses

We will reimburse certain out-of-pocket expenses incurred in connection with your work experience.
Please note your work experience is a volunteer activity and, as such, is understood to be outside of the National Minimum Wage legislation. However, if the circumstances of your work experience change such that it is no longer a volunteer activity, we will abide by National Minimum Wage legislation, if applicable. 
Confidential information

In the course of your work experience you may have access to confidential information in relation to [NAME OF ORGANISATION] or our clients. We expect you not to use or disclose this information to any person either during your work experience or at any time afterwards.
The above is not intended to be a legally binding contract between us and the work experience arrangements may be cancelled at any time by either you or the Company. Neither of us intends any employment relationship to be created either now or at any time in the future.
If you have any questions about the above or anything else relating to your forthcoming work experience, please contact me. We look forward to you spending time with us shortly.

Yours sincerely

[INSERT NAME AND JOB TITLE]
Schedule Work plan and learning objectives
[INSERT DETAILS]
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