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Each year we will recruit an intern to support a major strategic or campaigning project. Other work
activities will be prioritised around the intern’s career and study goals and will likely include:

- Supporting the organisation of the Cambridge Festival of Cycling
- Organising events including trustee meetings where they will assist with agendas and minutes
- Preparing and posting social media content
- Writing blog posts, newsletter articles and press releases
- Attending council meetings and consultations
- Reviewing planning applications and facilitating volunteer responses
- Working with local businesses to build support for our membership programme
- Administrative support aimed at ensuring the intern develops basic work skills

We are committed to a high-quality, open and accessible internship programme
As a charitable organisation, we believe it is important that any internship we offer should be
high-quality, open and accessible. As such we have designed our internship to meet the standard set
by the CIPD (Chartered Institute of Personnel and Development) ‘Internship Charter’ – a voluntary
code of practice with six principles for devising and implementing high-quality internship schemes.

1. Payment
This will be a paid internship to ensure the opportunity is made available to as many people as
possible. We will pay the current Living Wage plus any pension entitlements and appropriate
expenses. In addition to benefits for the intern, we also know that this will make internships with
Camcycle desirable and competitive thus ensuring we have a strong pool of candidates to select from
while also enhancing the Camcycle brand amongst local students. There will also be the option of
flexibility for the intern, allowing the options of full-time work over a short period or part-time work
over an extended period of time to allow the intern to maintain other ongoing commitments.

2. Recruitment
Our internships will not be restricted to university students and we will advertise through a number
of channels and educational institutions (depending on the specific skills required to support our
major project) to ensure we reach a broad range of applicants. A fair and transparent recruitment
process will be followed with candidates measured against a set of predetermined criteria. All
applicants will be required to complete an application form and shortlisted candidates will be
interviewed.

3. Induction
We will prepare an induction plan for our intern. This will include a job description, list of people to
meet, systems to learn, a work plan, objectives and schedule for supervision and feedback. In the lead
up to the internship or in the first week, we will work with our intern to fine-tune their plan and
objectives to ensure we can build on as many of their career objectives as possible, while also
maximising their contribution to Camcycle’s work.

4. Treatment
We are committed to providing an internship that is beneficial to the intern and to Camcycle. We
expect an intern to bring new skills, ideas and energy that will increase the impact we can achieve



through our work. We will foster their contribution by providing our intern with meaningful work,
responsibility, autonomy, support and the right tools for the job.

5. Supervision
The intern will be line managed by our Executive Director or Communications and Community
Officer depending on the specific project they are working on. However, both staff members will be
available to support the intern as required. In addition, we will schedule weekly or fortnightly
supervision sessions with the intern and our Executive Director to review their work-plan and
objectives to ensure everything is on track and to identify any additional support the intern may
need. These sessions will also provide an element of mentoring to assist the intern with general plans
for their career.

6. Reference and feedback
At the end of the internship, we will schedule a review session to discuss the overall success of the
internship and to provide feedback to the intern. We will also arrange an exit interview with a
trustee to learn from the intern ways we could improve our programme.

Assuming our intern is responsible, contributes good work and completes the programme, we will
provide them with a written reference. This will be discussed with the intern to ensure we highlight
the key areas of work they think will be most valuable to their career.

Additional information
- Employment rights for interns: https://www.gov.uk/employment-rights-for-interns
- The Pensions Regulator – Checking who to enrol:

http://www.thepensionsregulator.gov.uk/checking-who-to-enrol.aspx
- CIPD “Internships that work: a guide for employers” -

https://www.cipd.co.uk/knowledge/fundamentals/people/routes-work/internships-guide
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