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Business Internship and Academic Team
Georgie Bridger - Professional Experience and Partnership Officer (School of 
Business) Location: 40.222
Ph: 02 4221 4702
Email: gbridger@uow.edu.au

Casey McErlain - Professional Experience and Partnership Officer (School of Law) 
Location: 40.223
02 4221 3227
Email: business-intern@uow.edu.au

Adrian Buck - Subject Coordinator    
Email: abuck@uow.edu.au 

INTRODUCTION

The School of Business – Business Internship programprovides industry partners with an opportunity to test-drive UOW students
from a range of business specialisations. If you want access to university students and possible entry-level employees, an
internship program is the best way to build a pipeline of talented, young professionals.

Interns are valuable assets for partners for several reasons. In addition to being a pipeline for hiring, interns fill positions and assist
employers with innovative ideas and technology.

Internships open all sorts of doors for students. Students gain an insider's view to a possible career path and networking
opportunities. Above all, internships can lead to employment with the partner. With benefits for partners and students,
internships really are a win-win.

AIMS AND OBJECTIVES
Provide the opportunity for students to perceive ways in which the formal learning acquired at university is applied in
practice and therefore to develop an appreciation of the practical dimensions of Business principles.

Enable students to relate the different areas of Business practice to the importance of developing the skills of Business
research, communication, drafting, practice management and problem-solving.

Allow students to observe and reflect upon the values, ethical standards and conduct of the Business profession in practice
and to develop their own attitudes of professional responsibility.

Assist students in exploring and planning their future career.

BENEFITS FOR INDUSTRY PARTNERS
Year-round source of highly motivated students

Proven, cost-effective way to recruit and evaluate potential employees.

It’s a trial period that could lead to somethingmore.

Help with projects or tasks that you’re struggling to complete.

Freedom for professional staff to pursuemore creative projects.

Students bring new perspectives to old problems.

Increase you brand awareness amongst students.

Alternatively, by hosting an intern, our partners will already know what the intern is capable of – their strengths and weaknesses
and how their abilities might best fit the organisation. Internships require students to work on real-life situations, in which the
intern is closely observed, and their progress usually assessed. Compared to a new hire, this could take months to gain this kind
of insight from their overall performance.
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BENEFITS FOR THE INTERN
Although we have described the advantages an intern might gain from their placement, it’s worthwhile for you (as the partner)
to understand what they are hoping to achieve as well.

Work experience – Any learned skills and expertise gained in the intern’s field of study can be extremely attractive to a potential
employer – definitely a plus on their resume.

Future career opportunities – Not only does the intern have a better chance of finding employment after they graduate, but
their exposure to various positions and paths within the industry is invaluable.

Contacts and networks – Connecting with your talented employees and providers allows the intern to bond with others in their
field.

APPLICATION PROCESS (STUDENT)
To be eligible for the Business Internship program, students must have completed more than half of their Bachelor of
Business/Business Administration degree. The Internship enables students to apply the knowledge learned at university via work
integrated learning in an industry context.

To attain a place within the program, students seeking the Business Internship team to source an internship opportunity must
competitively apply in the prior semester and are selected by an interview panel for an internship or project within their business
specialisation. Students sourcing their own internship will have a varied application process. Detailed information is provided
in the ‘Internship Arrangement’ section (page 5).

The core purpose of the program is to offer experiential learning opportunities combined with rigorous reflection on globally
responsible business practices and innovation practices in the workplace. The application and recruitment process are part of
that learning.

Students from the below disciplines can apply for the program*. Links below will provide further information on each major;

Accountancy

Business Analytics

Business Law

Economics

Finance

Financial Planning

Human Resource Management

International Business

Management

Marketing

Public Relations

Sport Marketing and Management

Supply Chain Management

Sustainable Business

*Although the list provides all Business disciplines, students must have an elective subject available to apply for the program.
Some students might require to be studying a double specialisation to have the space within their course to select this as an
option i.e., Human Resources Management.

STUDENTS AT INTERNSHIPS
The business Internship runs twice a year:

Students enrolled in autumn session can complete their internship over the summer break (Dec – Feb) or during session.

Students enrolled in spring session can complete their internship over the winter break (Jun – Jul) or during session.

The internship period is for a total of 20 days. The daysmay be completed as a block during a university break, or 2 days per week
during study session.
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A normal working day should be 7 hours work time, although understandably, at times, longer attendance may be required.
Where students are undertaking unpaid internships, it is expected that students should not regularly be required towork beyond
normal office hours.

INTERNSHIPS LOCATIONS
Students are expected to be willing to travel a feasible distance from the UOW’s main campus located in Wollongong. The
distance will also include consideration for both private and public transport options. In the case that either the distance or
location is not suitable, we would discuss a dual delivery or online option for the student to complete the internship.

HOW TO ACHIEVE A SUCCESFUL INTERNSHIP
It is important to set a structure which includes policies and goals to achieve prior to hiring an intern. Careful thought on the
type of opportunity offered is crucial as well as thinking how your employees will buy-in to mentoring and supervising is key.

Some questions to be answered by all parties involved are:

What is the main goal for the internship? Why are you seeking to hire interns for your organisation and how will they assist
your team for accomplishing company goals? Use the reasoning behind the “Why” to create the internship brief and activities
planned for the intern(s).

Is the work to be completed ongoing or will the work be based on special projects? Is your organization seeking interns for
additional help or is your main focus to create a talent-pipeline for future positions?

Who will supervise and mentor the intern(s)? Internship success depends on supervision and mentorship. Who will the key
employees be within the organisation and how will they manage incorporating the new responsibility of managing an intern
into their workday/workweek?

WHO CAN SUPERVISE AN INTERN
Interns typically have a supervisor to oversee their work on specific projects/tasks, however for additional operations required
whenhosting an intern (hiring, onboarding andperformance review) to run smoothly, it is important to assign an internmanager.
Themanager will assist with ensuring consistency for interns and supervisors, whilst providing a go to person for all things related
to interns at the organisation. This opportunity could be a great opportunity for any staff looking to gain more experience in
managing a team.

ONBOARDING AN INTERN
Good internships hinge on the first few days with the organisation and specifically the onboarding experience. Onboarding refers
to the process of familiarising and integrating the intern into your organisation. For interns, onboarding is especially important
because the experience can be one of their first in a professional environment and can shape their habits and future career
ambitions. For organisations, a strong onboarding plan can help interns learn quickly and contribute to their internship fully. It is
recommended that onboarding takes place on the intern’s first day. This could also include information packs sent to the student
prior to internship commencing.

INTERN WORK ROLES
The expectation is that students agree to complete work that will benefit the host organisation and in return is offered the
opportunity to learn new skills, expand their knowledge of a particular field and explore career options.

These learning goals/objectives may include:

Academic Learning: the student may apply, and test knowledge learned in the classroom to a professional work environment.

Career Development: the student may explore a specific field/area of interest, expand their professional network and gain and
understanding of the qualifications and duties involved in a specific profession or career field.

Skill Development: the student gains an understanding of the transferable skills and knowledge required for success in a
professional work environment and integrates those skills in their academic learning.

Personal Development: the student gains decision-making skills, self-confidence, business savvy, ethics, and teamwork required
for success in a professional work environment.
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INTERNSHIP ARRANGEMENTS
Students undertaking an internship will usually complete the experience during a 20-day period over the summer or winter
university break. Internships could be completed as a block or set days depending on the preferences of the internship provider
and/or the needs of the student.

There are two main ways in which arrangements for the internship can be made;

STUDENT ARRANGED
1. Students use their current employment (paid or unpaid); or

2. Arranges an internship with the same employer in another section within the organisation.

3. Student organises their own voluntary or paid practical experience.

4. Student lodges an application for a School of Business-arranged internship experience

Note: Internship needs to be related to their area of study (major/ minor)

Students who wish to organise their own internshipmust seek approval and liaise with the Business Internship Team to properly
register the details of their proposed internship before commencing the experience.

A student’s current employment (paid or voluntary), internship experiencemay be approved for use as a UOWSchool of Business
internship providing the requirements of the internship program can be met by both the student and the supervisor. Again,
these options are subject to the final approval of the Business Internship Team and the formal registration of the details with the
School of Business prior to the commencement of the proposed internship period.

Confirmation from the Business School of all internship arrangements and requirements is always made in writing prior to the
commencement of the internship.

Please note that internship commitment is not an acceptable reason for non-compliance by a student with any compulsory
attendance requirements of subjects in which they are enrolled, nor will it be considered grounds for Academic Consideration in
relation to any assessment tasks, including class participation.

SCHOOL OF BUSINESS ARRANGED
Business School-arranged internships will be organised by our team. Students need to follow the application process (page 3).

Expression of interest emails are sent twice a year inviting our partners to log in to Sonia to create the internship briefs. Each
potential internship is assessed in terms of the:

nature of the Business work environment and the work undertaken

time commitments and available staff resources of each organisation

viability of working to agreed objectives based on the fundamental aims of the program.

When a student is nominated by the business team, you will receive an automated email asking you to log in to Sonia to view
the student details including their resume, cover letter and academic records to arrange an interview.

Based on the interview performance, industry partners have the option to either offer/ decline the internship opportunity. If the
student is unsuccessful, we will require detailed feedback from the industry partner to provide to the students to improve future
interview performance.

All successful students are required to contact their internship supervisor prior to commencing to make arrangements for
reporting on the first day.

STUDENT PLACEMENT SYSTEM (SONIA)
The Business and Law Faculty internship programs are supported by SONIA, an online student placement system to manage
both student and school arranged opportunities. SONIA is primarily used to:

Maintain database of internship hosts, primary contacts, and company details.
Provide SONIA Online access to students to automate forms.
Communicate with key stakeholders including students, organisations and academics.
Administer internship placements



6 | GUIDELINES FOR SUPERVISORS

SONIA Online is where students, organisations and university staff login to access internship placements details, documents,
resources, and complete administrative tasks such as submitting forms and reporting. Approved organisations can log into the
SONIA database (with their UOW username and password). SONIA online Sonia Online (uow.edu.au) – BUSINESS.

INDUSTRY PARTNER AGREEMENT
The Industry Partner Agreement (IPA) outlines legal requirements of the internship and activates the insurance cover for the
student. The agreement is sent to supervisors once the student is offered an internship with the organisation. This must be
completed and submitted to the business internship team prior to the student commencing their internship.

UOW CODE OF PRACTICE: WORK INTEGRATED LEARNING
The University of Wollongong Code of Practice – Work Integrated Learning (Professional Experience) sets out what is expected
from students, the University and host organisations in providing internship (student professional experience) programs. It
applies to student professional experience programs that form the whole or part of a subject or course offered at the University.
The code assists in promoting a productive learning experience for students.

The following information has been extracted from the Code of Practice – Work Integrated Learning (Professional Experience);

https://documents.uow.edu.au/content/groups/public/@web/@gov/documents/doc/uow058662.pdf

When organisations apply to host a student intern, together with completing the industry partner agreement, they must also
have read and understood the Code of Practice.

CONFIDENTIALITY
Each student participating in an internship will be bound by the same requirements of confidentiality in relation to client and
office matters as all other employees of the organisation. Students are also required to sign a University of Wollongong School of
Business Student Deed Poll, which covers expectations of the student. Students must also comply with any additional pre-
internship arrangements required by the organisation regarding such issues as confidentiality or security as required.

INSURANCE
The University of Wollongong maintains the following insurance protections which may be applicable to students undertaking
internships (student professional experience):

a. General and Product Liability Protection

b. Professional Liability Protection

c. Malpractice Protection

d. Student Personal Accident Insurance

Students undertaking internships (student professional experience) will fall within the scope of this cover subject to the
conditions and exclusions set out in that cover and provided they are not employed by the host organisation and/or do not
receive remuneration in respect of their participation in the internship (student professional experience).

More information about the University’s insurance policies can be provided upon request.

INTERNSHIP RELATED ASSESSMENT
Students must successfully complete the internship experience and achieve a satisfactory grade for the internship report in order 
to pass this subject - Professional Experience in Business (BUS 395).

INTERNSHIP PERFORMANCE REVIEW - SUPERVISOR
Internship Supervisors will be required to complete an evaluation of the student performance during the internship. The 
‘Performance Evaluation’ forms part of the student’s assessment for the subject (BUS 395). Students will forward the evaluation 
to their supervisor through Sonia.




