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RSA Volunteer Internship Policy 
RSA was founded 250 years ago to improve manufacturing, commerce and the liberal arts to support social progress. Our approach is multi-disciplinary, politically independent and combines cutting edge research and policy development with practical action. 

We encourage public discourse and critical debate by providing platforms for leading experts to share new ideas on contemporary issues.  Our projects generate new models for tackling the social challenges of today and our work is supported by a 27,000 strong Fellowship - achievers and influencers from every field with a real commitment to progressive social change.

This volunteer internship policy has been devised to help ensure transparency, consistency and fairness of treatment, and aims to give volunteer interns an idea of how they will be treated during their internship.
About RSA volunteer internships

RSA has volunteer interns as a means of bringing new ideas, creative ways of thinking and a different perspective to the work of RSA. We aim to make interning at RSA a challenging, worthwhile and enjoyable experience and to engage interns in real, meaningful activities, providing new challenges and learning experiences.

Areas of activity might include (dependent on work levels and resources within teams at any given time): Projects, External Affairs, Fellowship

All RSA internships are undertaken on a voluntary basis, and as such are unpaid. The duration of an internship will be short-term, usually for a period of between two and three months.

Joining Us

We will advertise volunteer internship opportunities on the RSA website www.thersa.org.uk but also through a standing mailing list of voluntary groups, further education colleges, university departments, partner organisations and professional training bodies, as appropriate. 

The type of skills we are interested in and details of how to apply for each particular internship opportunity will be outlined with details of the opportunity, on the RSA website.

Volunteer interns will usually be asked for a reference(s), preferably either a previous employer or an academic reference. 

Ad-hoc enquiries are also welcome, and we ask potential interns to be clear about availability and specific areas of interest within RSA.

Volunteer role

The nature of the activities a volunteer intern might undertake, including specific tasks, will be set out in an activity sheet.

Volunteer interns will also be given a letter outlining mutual expectations for the internship. 

Induction

There will be an induction to being an RSA volunteer intern. This will include: 

· introductions with staff 

· a tour of the building 

· introductions to how RSA operates 

· introductory briefing regarding the activities that you might become involved with at RSA
Attendance

RSA would obviously like to agree with volunteer interns, with as much notice as possible, the hours that they are going to be available to volunteer.  We hope that volunteer interns will be available for the duration of RSA’s normal day Monday to Friday.  If an intern is unable to attend on any given day we ask that they give us as much notice as possible.

Should volunteer interns decide to discontinue volunteering, we ask that they give us as much notice as possible.
Status

As a volunteer, interns are not employees, servants, partners, or agents of RSA for any purpose. Interns are not paid or entitled to any benefits given to RSA employees.  Furthermore, volunteer interns may not bind, obligate, or represent RSA, unless otherwise authorised in writing by RSA to do so.  Either the volunteer intern or RSA is entirely free to terminate the relationship at any time and the intern is free to seek, obtain, and maintain employment elsewhere while volunteering for RSA. 

RSA has a number of policies that apply to employees working in the organisation.  No such policies apply to volunteer interns but we expect interns to at all times conduct themselves within the provisions of Equal Opportunities best practice, the Health and Safety, Confidentiality, and Email and Internet policies. Further details are outlined below, and HR will ensure volunteer interns are given a copy of the health and safety policy and email & internet policy at the beginning of the internship for them to read and familiarise themselves with the contents.
Equal Opportunities and Diversity

RSA welcomes diversity in all its forms, including diversity of interests, skills and experience.

It is of enormous importance that tolerance and consideration are shown to all those involved in the organisation, whether volunteer interns, staff, consultants, secondees or visitors, regardless of colour, race, nationality, ethnic or national origin, gender (including gender reassignment), sexual orientation, religion, belief, age, marital status, or disability. 
Email and Internet use

Volunteer interns should ensure that their use of RSA’s computer systems does not jeopardise the security, integrity or legality of that system.  Users must:


· maintain password confidentiality and not provide access to the system to those not employed by, seconded to, or volunteering with RSA or in any other way unauthorised;

· not load any software onto the system yourself nor permit anyone other than a member of RSA’s IT department to load software onto the system;

· not use any unlicensed software and report any suspected breaches of software licensing to RSA’s IT Manager (the Chief Operating Officer) or another member of the Executive Team;

· take the same care with e-mails as with any other written communication from or on behalf of RSA; and restrict your usage of the Internet to that allowed by RSA.
In general, volunteer interns must not use RSA’s computers, fax machines or telephones for non-business use. RSA will allow reasonable personal use of its communication services but only to the extent that it does not involve RSA in significant expense.

Support

RSA aims to provide its volunteer interns with sufficient support to enable them to maximise their voluntary contribution.  Volunteer interns are allocated a named contact person at RSA, and can expect support, supervision and guidance from that person. 

If a volunteers’ contribution is not of a standard that is acceptable to RSA then we will thank them for the contribution that they have made, but cease to request that they provide any more volunteering services.  There is no disciplinary or capability procedure that applies to volunteer interns.
Confidentiality

It is of crucial importance that volunteer interns appreciate that confidential information to which they have access while volunteering for RSA must remain confidential as between them and the organisation.  If a volunteer intern believes that there has been a breach of confidentiality, they are asked to let a manager know as soon as possible.  Confidential information includes, but is not limited to, information concerning the business affairs, research, proposals, projects, finances, properties, methods of operation and any other information relating to the RSA, Fellows, its trustees and officers.  

Volunteer interns shall not use such information or materials for any purpose other than in the course of their volunteering.
The intellectual property rights, including copyright of any report, article, research papers or any other works of an intellectual nature produced by an intern in relation to their volunteer internship activities, are the property of RSA.
Volunteer interns are issued with a personal security card to access areas of the building, it is essential that this card is kept safely and not lent, or given to other interns, staff, visitors or strangers. Any incident of a lost or stolen card should be reported immediately to the House Manager to enable the card to be cancelled. Security cards should be returned to reception on the last day of your internship.

Upon RSA’s request or at the end of the internship volunteers must return to RSA any documents or other materials that they were permitted to copy or remove from RSA’s premises, as well as any other property or equipment RSA may have allowed them to use while volunteering.

Expenses 
We recognise that being a volunteer intern can sometimes pose financial challenges. We will reimburse receipted travel expenses for rail journeys of up to an hour and a half commute to the RSA office at John Adam Street, and the cost of a meal where an intern offers their services for more than 6 hours (up to £5), again on production of a supporting receipt.
Health and Safety

RSA believes in the importance of providing healthy and safe working conditions for its employees, volunteers and for visitors who may be affected by the RSA’s work activities at John Adam Street.

RSA has a health and safety policy to ensure that managers, staff, volunteers, visitors and contractors are aware of and accept their individual and collective legal responsibility in the care of the health and safety of themselves and others.

A member of the human resources team will supply volunteer interns with a copy of the policy.

All volunteer interns will be expected to attend a health and safety induction.

Managers will explain and show volunteer interns the fire evacuation routes at John Adam Street.

Work station risk assessments, where appropriate, will be carried out by the Facilities Manager.

Insurance

All volunteer interns are covered by RSA’s employers liability and public liability whilst offering their voluntary services.
Resolving Problems

We don’t anticipate that there will be any issues, however, should a problem arise, RSA will aim to deal with it at the earliest opportunity and informally. 

Volunteer interns will receive guidance and support from the person they are accountable to as to how they can meet the desired standards. If the contribution or conduct of a volunteer intern fails to meet RSA standards, they can expect the person they are accountable to, to meet with them and explain their concerns. It may be that RSA cease to use their services as a volunteer.
This is intended to help and encourage volunteer interns to achieve and maintain high standards of conduct and performance. RSA may alter this procedure at any time either generally or in relation to a specific case where the circumstances reasonably justify it.
If at any time a volunteer intern is concerned or upset by a colleague’s behaviour, or anything that is happening in the organisation, they should raise the matter with their allocated contact manager.

The aim of the organisation is to create a working environment where people feel able to express their views and problems and where they can be openly discussed.  There is no formal grievance procedure that is available to volunteer interns.

Unable to volunteer
If an intern is unable to volunteer at a time (for example, where they are sick), when they have said they will, RSA asks that interns give as much notice as possible to their named contact manager.
Likewise, RSA asks that interns give us as much notice of times when they will not be able to attend, such as during holidays.  

Please contact the human resources team if you have any questions or queries regarding anything within this policy.
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