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Internships – Overview
Turning Point Internships are high quality funded work placements lasting 
for 12 weeks. They provide individuals with a meaningful experience that 
gives them insight into a role, employer and sector that also enhances 
their skills and employability in that type of work.

Turning Point was developed to support any individual, irrespective of age, 
in Fenland and Peterborough to gain experience of a new work opportunity, 
and to develop new skills (through the use of a funded learning voucher).  

Employers gain a new, motivated member of the team, bring innovation, 
ideas and skills.  An ideal route to access new talent, enabling individuals  
to experience the role, and employers to work with individuals prior to  
hiring them.

Turning Point Internships follow the guidance set out in CIPD’s Internships 
that work to support employers in delivering best practice, ensuring access 
and creating a quality experience.

Find out if internships are right for you as an individual, and for your company, 
by using our diagnostic tools. These can be found on our digital platform 
https://www.growthworkswithskills.com/turning-point/

  Funding:
Turning Point Internships are 
funded.  The employer receives 
£5,000. This enables the employer 
to pay the National Living Wage 
for a 37.5 hour week, for 12 weeks.

Not all internships are funded 
but, by providing a living 
wage, employers remove the 
financial barrier to access these 
opportunities.  It also enables 
interns to undertake productive 
work, because they are being 
paid – rather than supernumerary 
positions, or training roles – 
meaning they gain real world 
experience and add real value  
to the organisation.
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Turning Point internships should include:
Interns should be recruited in the same way as all other employees, via an 
advert that contains the relevant information for the role. As the CIPD says,

  “ by openly advertising the position rather than just relying  
on family and friends, you can widen the talent pool available  
to your organisation.”

Job adverts can be listed for free on the Growth Works with Skills Digital Talent Platform <link to be confirmed>  
and should contain the following information:

•  The length of the internship, expected working hours 
and start date

•  What the main duties of the intern will be – more 
detail leads to better-suited candidates

•  Salary and any expenses

•  Information regarding the teams/projects with which 
the intern may be involved

•  What prior qualifications and experience are required  
or beneficial for the application

•  A clear statement about whether there is a realistic 
possibility of the internship developing into an 
apprenticeship or permanent position 

An effective selection process gives both the 
prospective intern and the employing organisation  
a chance to understand the skills match, any gaps 
and identify the most appropriate match.  Asking for  
a CV and covering letter is fine, but employers can 
also use their existing application forms if available.
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  Payment:

We believe that payment for internships widens access, as it does not  
limit applicants to only those who can afford to engage for no income;  
it rewards productive work and enables the employing organisation and  
the intern to benefit from collaborative work.  

Paying at least the National Minimum Wage ensures 
that the employing organisation adheres to relevant 
pay legislation when asking individuals to undertake 
‘work’.  We also recommend that interns receive travel 
expenses for work journeys.  

One consideration is whether an intern will be required to 
work from home whilst we continue to manage life and 
work alongside the Corona virus.  If the designated place 
of work is ‘home’, an intern can legitimately claim travel 
expenses to and from the office.  Alternatively, an intern 
can have an office base, but be allowed to work from 
home for some or all of their placement – the flexibility 
that this provides will need to be balanced with the 
ability to effectively manage and support an individual.

In addition, evaluations have shown that the  
greater the level of investment by the employer, 
the greater the commitment on the part of the intern 
(ref: www.cipd.co.uk/learningtowork).

Employers eligible for funding via the Turning Point 
programme will need to demonstrate that their 
internships follow this guidance.  Payments will  
be made on an instalment basis, details of which 
can be found in the Turning Point Funded Internships: 
Funding Guidance [to be published soon].
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  Induction:

A well-designed induction programme will enable individuals to transfer 
into your organisation smoothly, irrespective of their current knowledge, 
experience or qualifications.  It will help them integrate as a new member 
of staff quickly and with less effort.  Although the funded internship may 
only last 12 weeks, an effective induction is vital to ensure that both the 
intern and employer utilise this time for maximum benefit. 

We agree with the CIPD that an induction should 
include the following elements:

•  an introduction to the company, including its history, 
products and services, culture and values

•  how the company is structured (providing the intern 
with photos and names of colleagues is always very 
helpful, if it can be arranged.)

•  a brief introduction to the senior members of the 
company, as well as to the people with whom the 
intern will be working on a regular basis

•  a tour of the facilities, including work areas, ‘breakout’ 
areas, where to get food from inside or outside the 
company, where the nearest toilets are and where 
the fire exits are situated

•  health and safety information (this is a legal 
requirement)

•  a clear outline of the job/role requirements (which 
should be the same as in the original job advert), 
including a discussion of the day-to-day duties that 
the intern will be responsible for, in addition to any 
short-term and long-term objectives relevant at the 
beginning of the internship (for example, projects 
that the intern will be working on)

Building passes and IT login credentials may be 
required and reception should be informed of the 
arrival of the intern on their first day.  You should 
also consider some basic e-learning, such as data 
protection, to ensure that they are familiar with  
current legislation.
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  Fair treatment:

Interns should be treated with the same degree of professionalism and 
duty of care as regular employees.  They are not ‘visitors’ or ‘helpers’ and 
should not be automatically assigned routine tasks – this is why having  
an effective work / study plan in place is crucial.

An intern should be given as much responsibility, 
diversity and support to achieve success in their role  
as possible.  This is why Turning Point is providing 
‘Learning Mentor’ modules for employing organisations.

Devising a work plan is essential; it does not need to  
be static and can be filled in on a daily or weekly basis  
if necessary.  The important point is to consult colleagues 
across the business to identify opportunities for the 
intern.  This could be one large project, or a series of 
smaller activities – which might, in fact, provide the 
intern with a broader view of the business.

A structured work plan with clear objectives will  
help both the intern and those working with them  
to understand their input and what everyone  
is seeking to achieve.

Goals and objectives that are measured and 
achievable will support the intern to add real 
value to the organisation.



Turning Point – Funded Internships: A Guide for Employers

  Supervision:

Good supervision and management will aid the intern in developing quickly 
and becoming more productive.  Many interns will be new to working, so 
it is important that they are managed well as individuals, and not simply 
measured against the ‘tasks’ that they have to do. 

It is recommended that interns are mentored for 
the duration of their internship and that mentors are 
tasked with the following duties:

•  building a supportive working relationship with  
the intern

•  meeting the intern for lunch each day during their 
first week

•  acting as a point of contact for any concerns that  
the intern might have

•  discussing career options and the intern’s plans  
for the future

Internship managers can access Learning Mentor 
modules to support them in their supervisory role,  
or they may wish to assign a mentor to the intern in 
addition to their manager.  A mentor need not work 
alongside the intern throughout the day, but should 
remain in regular contact.  Mentors can also be 
very useful in helping an intern consider their career 
choices and development needs.

Performance reviews are essential for all employees, 
including interns.  The work plan should form the basis 
of regular conversations about performance, including 
achievements, conduct and development.  Remember 
that the work plan is a live document and may change.

We would recommend weekly performance meetings 
in the initial stages of the internship, moving to monthly 
toward the end, but always alongside timely constructive 
feedback given throughout their working day.
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  Reference and Feedback:

At the end of the internship, the employer should conduct a Final Review 
Meeting.  It is recommended that the following areas are discussed:

•  What has the intern learned and how have they 
developed during this internship?

•  How well do you think that they have met their 
objectives (set either at the beginning of or during 
the internship)?

•  What have been their biggest/proudest achievements?

•  What projects have they completed or contributed to?

•  In what ways are they better prepared for the jobs 
market after completing this internship (this can 
include ‘soft’ skills as well as specific projects)?

•  How well have they have performed (in general and/
or on specific projects)?

•  What are their strengths and weaknesses?

•  Suggest any areas for development that they can 
concentrate on in future jobs

It is important to record the responses, as these  
will form part of the feedback and any reference  
letters provided.

In order to encourage the conversation, the questions 
may be shared with the intern ahead of the meeting.  
As with all review meetings, there should be no surprises; 
so any poor performance should have been identified 
in a timely manner, and the intern should have received 
positive feedback for good work – enabling them to be  
in a position to answer these questions themselves.

The conversation should be constructive and focus 
as much as possible on the positive elements of the 
intern and the internship.

Employers are also encouraged to hold exit interviews 
in order to gain feedback on the internship itself and  
to gain insight on how to improve the experience. 

An employer should also be prepared to write a 
reference letter (typically one side of A4) that includes 
what the intern has achieved, what they have learned, 
plus any exceptional skills or aptitudes. Positive 
comments about attitude, punctuality etc.; plus standard 
reference information (e.g. dates they worked  and their 
main duties) can also be included.  You can, of course, 
invite the intern for interview if a vacancy for a job 
(including an apprenticeship) is available.

Growth Works with Skills is delivering Turning Point, a project funded by the Community Renewal Fund project, on behalf  
of Cambridgeshire & Peterborough Combined Authority.


