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TRANSNATIONAL INTERNSHIP CHECKLIST

for Mentors/Tutors to organize quality
fransnational infernships

AC

This CHECKLIST was created within PLACET Project (www.placel.org). It aims fo help and facilitate
the way hosling insfitutions prepare, support, monitor, evaluate and certify fransnational infermnships.
We believe that If hosting insfitufions allocate some fime and resources for a strategic and inclusive
planning of the infernships, their success and quality will rise proportionally.

Therefore, what this CHECKLIST proposes is a comprehensive and sequenfial list of steps and
acfions that we, in PLACET consorfium, consider fundamental and/or desirable for everybody fo
follow, In order fo belter organize a fransnational infemship, as a futor or as a person in charge of a
hosling insfifution. They are the result of many years of partiners’ experience, during which they have
malched frainees with companies, supported planning, monitoring and evaluation processes from
both frainees’ and futors' points of view. Conciliation of inferests is fundamental. Trainees have an
urge to learmn and do new things while hosling companies and futors want fo be able fo both feach
and learn from frainees, as well as confinuing to fake ahead their core business, delivering qualily
products and services.

This checklist was developed by a network of parmners that work as sending and hosling infermediary
organisations, bur also as project promoters. Therefore, when conceiving fthis checklist, some
condifions and requirements were faken for granted. It is imporfant fo clarify them for a deeper
reading and understanding of this CHECKLIST.

2.1. SELECTION PROCESS

We assume that any frainee that is engaged in a mobilily scheme, in this case fransnational
infernships, had fo apply and participate in a selection process. Here, social and personal skills as
well as professional profile were appreciated, among other specific requirements. This means fhat
fhis frainee has for sure a minimum sef of characteristics that assure a basic positive starfing point for
all parfies involved,

Some of the ifems thaf you can evaluate and fake info consideration can be: mofivation, life plans,
infernship expectations, fraining needs, language skills, inferculiural skills, autonomy, and resilience.
The means fo asses these aspects can be, among ofhers, mofivation letters, specific application
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forms, CVs and interviews,

2.2. PRE-DEPARTURE PREPARATION

I is also taken for granted that frainees of mobilily programmes had, before departing, o preparation
session fhaf focused not only on logisfic issues, but also infernships and mobility connected topics
like: what is an infemship, how fo behave in an infernship, cultural shock, interculiural aspects o
consider, efc. If it is a funded inifiative, it is useful fo inform the participants on its framework, on the
Programme goals and on the specific project objectives and characteristics.

This aspect is seen as fundamental in Erasmus +, as i was in the previous E.U. Programmes, as
e.q. the Lifelong Learning Programme, where Leonardo da Vinci and Erasmus where developed
among ofhers.

2.3. INTERMEDIARY HOSTING ORGANISATION SUPPORT

I is also assumed that there is a an infermediary organisafion af the desfination, faking care of a
series of issues, nof only futoring, bur also accommodation, local fransports, paperwork, health and
insurance aspects, support for emergencies, efc. . This gives the important advaniage fo lef the
frainee conceniraling on the infernship.

Please be aware that this check list fries fo be defailed and af the same fime o cover the diversity of
possible infernships, namely when i comes o duration and professional sector. Although there are
common aspects, i is, for example, quite different fo organize an infernship for an adminisfrafive
assisfant than for a veferinary. The same applies o the infernship duration: 1 week is different from 1
year.

We will present this checklist in 2 parts:

1. The checkKlist on short version fo fick off sfeps — In the first part you will find a short version of the
checklist, with fhe “name” of the sfep or procedure only, with a check box, you can fick off (M);

2. Extensive step-by-step overview of the checklist - in this second part, you will find an extensive
checklist, with some defails on what each step means.

As we acknowledge thaf somefimes fufors and/or hosling organisations do not have all the fime,
resources or information fo go through all the steps, we highlighted the ones we consider essential.
You will find in the checklists a column called Type. With this we mean the level of importance given
fo each step. To keep this checklist simple and user friendly we defined only 2 scales: Fundamental
(represented by an “F") and Opfional (represented by an “O").
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O Before 1.2.  Applicafion Form O
O Before 1.3, Moltivation Letlter O
O Before 1.4, Porffolio O
O Before 1.5, Health Form O
F Before  2.Nofional Legisiaion O
0 Before 3, Organisation Benefifts O
O Before 4. Inform or involve the organisation O

O

O Before 5.2. ldentify co-responsible person(s)

O First day(s) 11.2. Fufture opportunities in the organisation O
O First day(s) 11.4. Specific procedures O
O First day(s) 11.5. Hand oul a welcome folder O

O

O Beginning 12, Daily record

O

O Middle 14.1. Register the evaluation
O During 15. Make publicity

O

O During 17, Bring the trainee to the social life of the organisation
O During 18. Challenge the inftern

O
O
F End 19, Final evaluation of the infership and of the rainee
O

O End 20. Evaluate the hosting organisation O
O End 21. Ask the trainee a self-evaluation O
F End 22 Cerficae 0O
0 End 23. Recommendation letter O
O End 24, Farewell O
O Affer 25. Evaluate with the team O
O Afrer 26. Keep contact O
O Afrer 27. Add frainee fo your networks O
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O Beoe 13 Mofivation Letter You can also ask a motivation lefter in order have a grecter [7]
insight info the frainee’s  expectations, preferences  and
personal plans.

O Bdoe 14. Porffolio I you work in an arfisfic secfor or other thar use portfolios, ask []
for if. This way you can befter appreciate the fif of the frainee
with your organisation, in ferms of oesfthefic, sfyle and
choices.

O Bdoe 15 Health Form The Healh Form is also important and common among [7]
Infermediary Organisafions.
This form contains information on aspecfs like allergies,
limifafions; diseases that are fundamental fo be known in
order assure the safely and well being of the parficipant. As it
contains sensifive information, it has fo be profected and dealr
with carefully.

O Bdoe 3 Organisation Beneffts  In case your organisalion gives special benefits fo workers, [7]
verify if they are applicable fo infems. If yes, prepare them:
e.g., canteen, keys/ enfrance/identfication cards, personal
email and fransport support. This will give him/her a feeling of
acceplance and belonging.

O Bdoe 4 |nform or involve the According fo your organisation culture, you can: ]
organisation + Inform the feam of the arrival of a frainee, her/his skills and
expectations and of the work plan;

+ Consul the team for the need of a frainee and what they
envisage as fasks so you can integrate heir proposals and
suggestions in the work plan and infemship accepfance.

Anyway, raise awareness o e fact he/she is a foreigner and

fhis demands folerance and exira affenfion fo what he/she

might need from everybody, not only the futor. An infernship

should be a collective responsibiliy.
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O Bdoe 52, |dentify co- I is important fo name a second person - a as reference - fo
responsible whom fthe frainee can furn fo in case the futor is absent or if
person(s) he/she meefs difficulfies in the relation with the furor.
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O Firsrday( 112 Future opportunities  If there is the possibiliy or inferest in case of success fo extend []
in the organisation  the sfay of the frainee, either within a new infernship or as @
worker, you can make it clear from the beginning. This might
molivate the frainee to work harder and raise  his/her
safisfaction.

O Fisrdayle 114 Specific procedures Informalion about specific procedures, safety regulations and []
other relevant information that help the frainee fo behave
adequately and infegrate the feam and organisation rhythm
should be given in the first day.

O Figdayls) 118 Hand oufa Besides all the information passed, prepare a folder with all []
welcome folder relevant information. If might be essential for the frainee fo read

calmly afferwards or fo come back fo i when necessary.

In this folder, you can include all informafion mentioned

previously: organisation presentation, information abour feam

and departments, important confacts, work plan, efc.

O  Begnning 12 Daily record You can have an insfrument taf helps keeping a record of the [7]
evolufion of the infernship. Some fundamental ifems are:
assiduiry/punciualily, fasks performed, problems  faced,
changes infroduced, leamning results,

This can be filled by the frainee, by you or by both. I will be

important in the evaluation sessions.

It is also important to have and presence list, signed by you

and fthe participant that clarifies the dafes and fimefable of

infernship.

You can ask the infermediary organisation working with you fo
provide femplates.
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O Midde 141, Reqister the Fill out a form fo regisfer the most important evaluafion ifems ]
evaluation and reflections. This form can be the same of the final
evaluation. The infermediary parmner can provide a femplate.
O  Duing 15 Make publicity I you can, publicize the infernship and recognize publicly s []
added value. You can use a website, social nefworks or
newslefters.

O Duing 7. Bring the Irainee fo the  Infegrate the Irainee in the social life of the company: informal ]
social life of the meefings, lunches/dinners, celebrations, games, parfies.
organisation Make sure workers are aware of the importance of this aspect.

Many limes fhey are fhe organisers of socialisafion and
evenfs within and oufside the company, that the futor or head
of the organisation might ignore.

O Duing 18 Challenge the intern Never forgefing inifial falks, be aware o recognize []
opportunifies fo develop new and different fasks and projects
fhat can be important for you and thar can please the frainee.
Probably this extra help can allow you o develop acfions you
have losf in your fray, wailing for you fo have lime and
resources.
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TYFE WHEN WHAT DESCRPTION

O End 2 Evaluate the hosting Ask the frainee for his/her opinion on the hosling organisation. [7]
organisation Be curious abour what he/she thinks of the plan/work, people
and hosling sfructure and strategy.
This will be fundamental for you fo improve. To avoid evasive
feedback, you can create a simple form/questionnaire around
particular fopics. You can use the ones of this checklist and/or
others that are relevant to your organisation.

O End 21 Askthe Irainee a sel-  Ask the frainee fo make a seff-evaluation (oral or wrifen) 7]
evaluation regarding all fems under evaluation (work plan, organisation,
efc.), buf especially regarding his/her efforts, confribution,
mofivation, relationships with colleagues, relafion with fufor.

F End 2. Certificate Al the end, give the frainee a cerfficate (e.g. dffendance []
certificate, Europass mobility certificafe) so he/she can attach
it fo his/her CV, proving fhis experience and fthe new
skills/knowledge acquired.
Be delailed on iI: dates, fasks, organisafion information and
confacts, fufor and/or responsible name, department, dafe,
signature, stamp.
You can also require lemplafes o the infermediary
organisation working with you.

O End 23 Recommendation lefter  If you and fhe organisafion consider fhe infernship has been a [7]
success, due o the confribution and infegration of e frainee,
you should consider giving this extra support to the frainee, as
i might help him/her fo improve his/ner career opportunities.

O End 2 Farewell Prepare a farewell moment, involving af leasf the people that []
were more important for the infermship. IF does not need fo be
big, buf i has symbolic value. It can be enjoying some
snacks or drinks af the end of the work day and/or giving a
small gift/souvenir.

O  Alfer % Evaluate with the feam  Meel the feam in order fo evaluate the infernship from the []
feam’s side and from the organisation point of view: what did
the trainee bring, what did he/she gained, did the inifial plan
worked, what did we do good, what should we improve for the
next frainees.

O  Alfer % Keep contact Plan fo exchange communicafion wih the frainee regularly, []
especially in e first period. The sfress of arriving fo a new
place is well known, bul the stress of leaving and going back
fo the departure place as a different person is also a reality.
Your support can make a difference.

O  Alfer 27. Add frainee fo your Include the frainee in your social or professional networks and []
networks in fhe networks of the organisation (e.g. Linkedin). In this way
you can both fake a look af each other progresses and
pathways faken affer e infernship ended.
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1. Poster: Project Poster (»)

2. Ledflet:; Project Leafletr (»)

3. Videos: Good Practices —Inferviews with Hosting Company Tutors” (»)

4, Survey: Company Needs (»)

5. Brochure: Information on Mobilily Programmes (»)

6. Guide: Mentoring & Turoring: Short Guide on Essentials fo Qualily Mentoring and

Tutoring of an International Internship (»)

7. Guide: Inferculiural approach to intemships (available soor)

= TALKTOUS:
Give us feedback on this checklist, we always want fo improve. For information, doubfs & suggesfions,
write us:
www.placef.org/#!about/cjn9

= VISIT OUR WEBSITE:
www.placef.org
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