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Faculty of Law
Tel: +64 3 369 3555
Email: law-enquiries@canterbury.ac.nz
	Details

	Agreement Type
	 Paid                                                   Unpaid

	Dates of Internship
	Start date                                             End date:

	Student:
	

	Student ID:
	

	Host organisation:
	Company:
Contact Person:

	Host contact details:
	Email:
Phone number:



LAWS382 – Internship Application Form






Thank you for agreeing to host the abovementioned intern.

1. Introduction 
This agreement sets out expectations and responsibilities of the student, the host organisation and the University in relation to an internship.
2. Purpose 
The workplace or community integrated learning arrangements provided for in this agreement are for educational purposes only.  The intention is for graduates to enter the workforce with the attributes that employers want and need. UC recognises the importance of real-world experiences to compliment academic learning, and wishes to facilitate opportunities that can help students confirm or discover their interests, develop the relevant skills, make important industry contacts, and contribute to the success of a host organisation.
3. Nature of relationship 
Depending on the type of internship, the host agrees to provide basic supervision and support where needed during the period of internship.  The intern operates under the direction of the host, and undertakes to carry out all tasks assigned by the host.  The course requires a minimum of 80 hours’ dedicated application, with the maximum time allocation a matter of negotiation between the host and the intern. The internship shall be entered into subject to the Internship Agreement and the Confidentiality Agreement.  These forms will need to be completed as part of the Internship application process and, before the student can be considered for the course.



3a. Paid
This is not an employment agreement but there is a commitment between the host organisation and the student to enter into an employment relationship on terms agreed between the host organisation and the student where the student is:
· Paid a salary or emoluments for the work done, or 
· Reimbursed for expenses incurred as a result of the internship. 
The University will not be party to the employment relationship. Where there is any conflict between the provisions of the employment agreement and the provisions of this agreement, the provisions of the employment agreement shall apply.

3b. Unpaid
This type of internship involves no payments (salary, emoluments or expenses) to the student intern at all. It is not an employment agreement but there is a commitment between the host organisation and the student to enter into an employment relationship on terms agreed between the host organisation and the student. The University will not be party to the employment relationship. Where there is any conflict between the provisions of the employment agreement and the provisions of this agreement, the provisions of the employment agreement shall apply.
4. Rights and liabilities
1)	Any report, data or other intellectual property, excluding reflective coursework, created by the student as a result of the placement must be disclosed to the host organisation and shall be the property of the host organisation. 
2)	The University and its employees will not be responsible for any losses incurred by the host organisation or the student as a result of any act or omission of the student or host organisation. The student is responsible for his or her own actions but assumes no liability for the consequences of the host organisations applying the research. 
3)	The host organisation may terminate this agreement at any time by giving two weeks’ notice to the UC contact person. 
5. General responsibilities during the term of this agreement

The student will have the following responsibilities: 
· Interns are expected to apply themselves diligently to their tasks, and carry out all reasonable instructions of their hosts. They undertake to comply with the contents of the Internship Agreements and the Confidentiality Agreement. They are required to keep a journal of their activities, and submit a reflective journal for assessment to the course director on completion of their internship.  The host is, however, only requested to monitor attendance and satisfactory service.
· Apply to Enrol in the LAWS382 course and, where requested by the university, complete a field activity plan in relation to field activities protocol if required by the University Field Activities Protocol;  
· Be available at times agreed with host organisation, and notify absences as soon as practicable;
· Hold in confidence all information which is not in the public domain and which is reasonably regarded by the host organisation as confidential;
· Sign any health & safety, confidentiality, intellectual property or other organisation specific undertakings as requested by the host organisation;
· Notify, as soon as is feasible, the University contact person of problems during the course of the placement.
The University will have the following responsibilities: 
· Have an academic supervisor available for the coursework;
· Hold in confidence all information which is not in the public domain and which is reasonably regarded by the host organisation as confidential;
· Monitor the students’ progress during the placement/course;
The host organisation will have the following responsibilities: 
· Work with the student and the University to develop goals and objectives of the internship;
· Advise the student of all policies, procedures and Codes of Conduct that student is expected to follow;
· Take all practicable steps to provide the student with a healthy and safe environment and inform the student of all procedures and information required in terms of the Health and safety Work Place Act 2015;
· Allow the student to the complete coursework and to fulfil their responsibilities;
· Notify the University contact person of any problems during the course of the placement;
· Discuss and evaluate the student’s performance when contacted by the internship coordinator at the completion of the internship.
· The host organisation is requested to provide the intern with the contact details of its nominated contact person (usually the primary supervisor).  These details should include a contact telephone number and email address.
· On completion of the internship, the nominated contact person in the host organisation or project will be provided with a certificate of satisfactory attendance and service for completion and signature. The course coordinator may also contact the nominate contact person by telephone for feedback.
Any queries or suggestions by the host may be directed to: Robin Palmer at robin.palmer@canterbury.ac.nz ph: +64 3 369 3812.  For administrative queries please contact law-enquires@canterbury.ac.nz ph: +64 3 369 3555

We trust that the internship will be a rewarding learning experience for our student interns, and of value to our hosts.

	Signed

	Student:
	
	Date:
	

	Name & Signature
for Host Organisation:
	
	Date:
	

	Name & Signature
of Course Coordinator:
	
	Date:
	






Annexure B
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Tel: +64 3 369 3555
Email: law-enquires@canterbury.ac.nz
LAWS382 – Confidentiality Agreement



DATED this	 _______________ day of ____________________	 20_______
Agreement between _________________________________herein referred to as the STUDENT, with regard to a Legal Internship hosted by ______________________________ herein referred to as the HOST.

TERMS OF THE AGREEMENT 
1) The STUDENT will use his/her best endeavours to ensure that confidential information in the hands of the STUDENT is kept secret and confidential in favour of the HOST and not disclosed to any other person other than the STUDENT's academic SUPERVISORS, and COURSE COORDINATOR without the prior approval of the HOST.
2) The STUDENT will ensure that reasonable provision is made for the safe custody of any written material containing confidential information (herein called "written material") at all times (unless the parties agree to the contrary). It shall be assumed that safe custody means being kept in a locked desk, cupboard or office when not in the physical custody of the STUDENT or any other person to whom 3) applies).
3) If the confidential information needs, in the course of the internship, to be made available to any person other than the STUDENT, the SUPERVISOR, the COURSE COORDINATOR or specialist academic staff, the STUDENT will obtain prior written permission for such disclosure from the HOST.
4) The use of the confidential information, will, unless the HOST first agrees in writing, be strictly limited to the internship being undertaken by the STUDENT. 
5) The STUDENT undertakes not to reproduce or store on any data storage or retrieval system any confidential information held in written form without the consent of the HOST and all such information will be returned to the HOST upon demand.
6) The STUDENT shall not be liable in any way for any breach of this Agreement otherwise than in the case of a breach hereof arising through gross negligence or wilful action on the part of the STUDENT.
7) Nothing in this Agreement shall apply to:
i. Information that is independently developed by the STUDENT outside the scope of this Undertaking; or
ii. Other confidential information rightly obtained by the STUDENT from third parties; or
iii. Information that was in the public domain at the time of receipt; or
iv. Information that was known to the STUDENT at the time of receipt or becomes publicly available after the date of this Agreement, or as a result of a breach of an obligation of confidence express or implied under this Agreement; or
v. Information that the STUDENT is legally required to disclose.
9) It is agreed by the signatory parties hereto that this Agreement shall be governed by the Law of New Zealand, and the parties submit to the exclusive jurisdiction of the Courts of New Zealand.
10) The HOST shall, if so required, enter into a separate Confidentiality Agreement with the STUDENT'S SUPERVISORS and the STUDENT will have no responsibility for the actions of the SUPERVISORS with respect to any confidential information.
This Confidentiality Agreement is entered into by and between the Internship Host, the Internship Student, and the University of Canterbury Legal Internship Programme (on behalf of the UC School of Law).
THE HOST:
	Name:
	Title:


	Signature:


	Address:



	Phone Number:


	Email:





THE STUDENT

	Name 
	Signature
	Date

	


	
	




THE UC LEGAL INTERNSHIP PROGRAMME:

	
	Signature
	Date

	Course Director - Robin Palmer

	
	

	Internship Coordinator 

	
	



NOTE: The completion of this Confidentiality Agreement does not preclude the host or host organisation from requiring the student intern concerned to enter into a further confidentiality agreement if this is required in terms of the host’s internal policies.
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	1. Student Details

	Full Name
	Click here to enter text.
	Student Number
	Click here to enter text.	Agreement Type
	Choose an item.
	Email
	Click here to enter text.	Phone
	Click here to enter text.
	Dates of Internship
	Start
	Click here to enter a date.	End
	Click here to enter a date.
	2. Host Organisation

	Name of Organisation
	Click here to enter text.
	Full Postal Address
	

	Region
	Click here to enter text.	Country
	Click here to enter text.
	Telephone
	Click here to enter text.	Email
	Click here to enter text.
	Organisation contact
	
	Email
	

	3. Organisation Safety Management Requirements

	UC is responsible for ensuring that students are placed into a safe working environment. To help achieve this, documentary evidence of the host organisation safety management systems is required. The student, in conjunction with their department, should ensure copies of the following are obtained from the host organisation, or that the name of the host organisation appears on the UC Approved WIP Register. See Section 8 of this form for host organisations/work activity that are excluded from this requirement.

	Documentary evidence of the following are required. Contact your host organisation to have copies of these documents emailed or posted to you prior to starting your placement. Documents should be attached to this form and submitted to your department.
1. Health and Safety Policy
2. Health and Safety Risk Register
3. Copy of a blank accident/incident report
4. Harassment Policy


	4. Travel and Accommodation Details 

	Only to be completed if host organisation is based more than 50km from your normal place of residence whilst attending UC. Tick if section is n/a ☐ 

	How will you be travelling to the host organisation
	

	Will you be staying in temporary accommodation
	Yes ☐ No ☐
	If yes where Choose an item.

	Full postal address of accommodation 
	


	Accommodation telephone number
	

	Accommodation website 
	





	5. Next of Kin Contact (Emergency contact only)

	Name
	Relationship to you
	Contact number
	Email

	
	
	
	

	
	
	
	




	6. Declaration and Consent 

	This declaration and consent authorises
	The collection and release of the above information and subsequent assessments about myself to the University of Canterbury. This consent may extend to service providers, including General Practitioners, specialists, assessment agencies or ACC, but only to the extent required to ensure my health and safety at the University of Canterbury and during work placement activities.

	The University of Canterbury’s legal obligations
	The University of Canterbury will at all times comply with the obligations of the Health and Safety at Work Act 2015, any associated Health and Safety Regulations, the Privacy Act 1993 and the Health Information Privacy Code 1994, with regard to the expectation of students, collection, use and storage of the information released in accordance with this consent form.

	Expectations
	1. Acknowledge that there may be risk associated with field activities and that where these risks have been identified that they have been eliminated, or where this is not reasonably practicable, those risks have been minimised.
2. I understand, that the University of Canterbury and the host PCBU have taken steps to consult, co-operate and communicate health and safety matters in relation to the placement.
3. I understand that I will be advised of any risk to my health and safety and emergency procedures on my induction to the host placement.
4. I have read and understood the Work Integrated Placement and Internship health and safety information given to me.
5. I understand that I take reasonable care for my own health and safety, take reasonable care that my actions or omissions do not adversely affect the health and safety of others, and that I must comply with any reasonable instruction in complying to health and safety instruction.
6. I understand that if my behaviour causes concern or disruption, I may be sent home at my own cost.
7. I acknowledge that the use of private vehicles I use in relation to this activity must comply with New Zealand Land Transport requirements.
8. I acknowledge that all contact and, medical information, including medications is kept up to date. I may be required to arrange a medical assessment and provide a medical certificate confirming my ability to complete this activity.
9. I acknowledge that I must report any event that resulted in and injury or near miss then I must report this to my host and the University of Canterbury.

	Ethics and Confidentiality
	1. I agree not to disclose any information about participants in the survey and to treat all data confidentially. 
2. I will store all data from the survey in a password protected environment.

	7. Verification

	I declare that the information detailed above is a true and correct record. I give my informed consent to the collection and release of the above information as required to the University of Canterbury employees, Activity Leaders, deputies or Assistants, or medical practitioners.

	Participant Signature:
	Date: Click here to enter a date.

	8. Exclusions Section 3. 

	If the activity is a placement at or undertaking the following (examples, not exhaustive), then there is no requirement to comply with section 3 of this form:

	Placement Host
A City or Regional Council;
A Government department or agency;
A law firm, solicitors office, accounts firm or similar;
A school or organisation under the guidance or control of the Ministry of Education;
A court of law; or,
Similar environment or activity to those listed above.
	Activity Based
Does not involve driving as the main task
Forestry
Handling of hazardous substances
Working with machinery
Work in a high-risk industry such as mining, chemicals or agriculture
Diving, marine or boating
Working with animals

	
If you are unsure, contact your department or speak to the UC Health and Safety team




In-Confidence

In-Confidence

University of Canterbury Private Bag 4800, Christchurch 8140, New Zealand. www.canterbury.ac.nzIn-Confidence
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