
THE Student Knowledge Exchange PROJECT

Student 
handbook



The purpose of this document is to fulfil and support you in  
line with the Student Knowledge Exchange requirements.  
You may be required to complete other documents should  
your opportunity be embedded within the curriculum.
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1.0  
What is the Student 
Knowledge Exchange 
Project?
The Student Knowledge Exchange Project  
is a government funded programme that 
aims to bring another 200 internships in a 
variety of areas to Keele students over the 
next 2 years. 

The idea is that you (the students) will get 
the opportunity to gain work experience 
through a micro-internship and in return  
can receive a bursary of £500! 

This exchange in knowledge and skills  
is illustrated in the name of the scheme 
“The Student Knowledge Exchange” – being 
current students or a graduate you will be 
exposed to information, theory, and up to 
date knowledge that employers perhaps 
won’t be, and so the aim of the project is that  
you can add value to the internship provider 
by sharing your “on the ground knowledge” 
and they can share their experience of the 
industry with you. 

If you hadn’t noticed, the current normal 
is made up of a lot of Teaming (Microsoft 
Teams) and Zooming (Zoom) and so these 
opportunities will (for the mean time) come 
in the form of virtual internships. Designed to 
be flexible and work around your academic 
timetable, the base of the experience will 
be made up of 55 hours, spread across 6-10 
weeks (this would be 6-9 hours a week!).

2.0  
How to use  
this handbook
This handbook has been designed to answer 
all your queries about the basic structure  
and expectations of your internship, how you 
are expected to act as you are representing 
Keele University, as well as useful information 
about health and safety and wellbeing. 

There are useful webpages, contact details 
and a glossary of word at the back of the 
handbook.

Your University contact:
Alice Whitehouse 
Experiential Learning Advisor 
a.whitehouse@keele.ac.uk
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3.0  
Structure of  
the internships 
Each internship is 55 hours long (unless  
you are working on a project based piece  
of research, then different hours may have 
been agreed) – how you complete your  
55 hours should be pre agreed between 
yourself and the Internship provider – this 
should be confirmed within your first week 
of working. If for any reason you cannot 
complete your pre agreed hours, you must 
let the Internship provider know ahead of 
time – it’s important you do not change your 
hours without informing your Internship 
provider beforehand. 

If your Internship provider is flexible as to 
when you complete your hours, you may 
want to consider these things: 

• Times of the day you are the most 
productive

• How you will get into a routine to stay  
on track and stay motivated

• When you have lectures and seminars 
(remember your internship could be 10 
weeks long) – your hours should not clash 
with any timetabled lectures or seminars

• Whether you can complete some of your 
hours at the weekend

4.0  
What should I expect?
Each internship will vary on a case-by-case 
basis. The experience that one person gets 
may completely differ to another. However, 
you should expect to get experience in an 
area or industry that you are interested in  
(as you have either applied for the position 
or listed it as an area of interest on the Talent 
Pool form). 

Your micro-internship is shorter than perhaps 
other internships or placements that are 
advertised within Keele and so this may 
affect the role you play in the organisation. 

You should expect to:

• Understand how your Internship  
provider works

• Understand what their goals and aims are

• Understand what your role is  
and your duties

• Be able to reflect on the skills you have 
developed and what you have learnt

Different Internship providers will hold 
different values and this can affect the 
culture of the organisation, therefore 
it’s important to understand that your 
organisation may be relaxed with the 
flexibility of hours, you may not be required 
to wear office attire and they may let you 
manage your own time. Whereas another 
organisation may be more structured with 
working hours and want you to feedback 
regularly on your project or duties and 
require you to dress smart. Organisations 
vary massively and so you should expect to 
be in a different situation to anyone else you 
know who is also completing an internship. 

Finally, don’t expect your manager or 
supervisor to respond to your questions 
and queries immediately, just because they 
are working from home does not mean they 
are not engaged in important tasks and/or 
meetings. As with any role, it’s important to 
give people a few days to respond to queries. 
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5.0  
Code of conduct

Health and safety

1 You should raise any concerns in 
accordance with the Internship provider’s 
procedures. In the first instance with 
your workplace supervisor and then to 
management. If issues are not resolved, 
you should raise the matter with your 
University contact for the internship.

2 Take all reasonable steps to ensure the 
health and safety of your own wellbeing.

3 You should abide by all rules regarding 
health and safety requirements, and 
other practices and procedures of the 
Internship provider.

4 You will be offered a drop-in session with 
your University contact where you can 
run through anything you are unsure  
of – this drop in session is optional. 

5 It should be noted that the University  
will continue to work in line with the 
Current Government FCO guidance  
(this is the guidance in relation to 
COVID-19 regulations).

General role and responsibilities

6 Carry out the work programme 
specified by the Internship provider 
under the supervision of the specified 
supervisor(s)/manager(s).

7 Adhere to all reasonable instructions 
given by the Internship provider.

8 Make the most of all learning 
opportunities offered on the internship.  

9 Complete any induction training supplied 
and ask questions if you would like 
further support or are not sure on a 
particular process.

10 Find out from your Internship provider 
how they expect you to share 
documents, store files, how work  
should be recorded etc. 

11 Be familiar as to what is expected  
of you – the tasks you have been set,  
when they are to be completed by  
and in what format.

12 Ask your Internship provider for 
feedback on your work/processes 
(whether that be during each shift,  
or at the end of your internship).

13 You should have a proactive, positive 
approach to the internship – remember 
you are also representing the University 
and so should adhere to University code 
of conduct too, where applicable. 

Student handbook   5



Remote working

14 As this will be a virtual internship,  
(at least in the first instance), you should 
try to find out what software or platform 
the organisation is using to communicate 
beforehand (i.e. Teams, Zoom etc.)  
and learn the basics of using that  
platform before your start date, with 
family or friends. They are sure to be 
impressed if you know the general 
navigation beforehand. 

15 Ask for the Internship provider’s guidance 
and support on homeworking if this 
isn’t made obvious when starting the 
internship (i.e. health and safety guidance, 
working hours, flexibility, notification 
of COVID-19 cases and changes in 
circumstances if you are carrying out  
the internship physically). 

16 Inform the Internship provider of any 
access or support needs that may  
require adjustments.

17 Communicate with your Internship 
provider about any internet connection 
difficulties you are having.

Reporting

18 Ask your Internship provider how they 
would like you to report being absent 
should you need too. 

19 Ensure you know who is your second 
point of contact should your supervisor  
or manager not be working. 

20 You are also responsible for informing the 
University of any changes, whether that 
be in your circumstances or the structure 
of the internship (e.g. if your Internship 
provider asks you to come into the place 
of work, rather than work remotely, the 
duration or terms).

21 You must inform the University if you feel 
concerned about COVID-19 risk measures 
not being adhered too. 

University requirements

22 Inform your University contact with 
details of any personal factors (for 
example, health, disability, linguistic  
or cultural) that may affect the level  
of risk or may require adjustments.

23 Attend briefing sessions provided to you 
by your University contact and access all 
the provided information.

24 Complete all documentation the 
University requires as part of the 
internship. In this case, that includes:

(i) the pre evaluation

(ii) the post evaluation

(iii) the reflection log 

(iv) bank details you would like your 
bursary to be paid into  
(these details will be required 1 week 
before the end of your internship)

6
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Set up a designated workspace. Make 
sure you have somewhere you can focus 
without being distracted and set up 
everything you may need i.e. laptop, 
phone, stationary.

If you are sharing a space, set some 
boundaries. Help your family, friends  
and housemates know when you’re 
working and not to be disturbed  
with clear signals, this might include  
having a sign or closing the door.

Ensure you have all the required equipment 
before you start – for example a reliable 
internet connection, certain software  
(e.g. they may use Teams), perhaps 
headphones if the microphone or sound 
isn’t clear. Speak to your University contact 
if you are lacking any required equipment.

Wear work or at least smart/casual  
clothes even if your Internship provider 
is relaxed about this- getting dressed 
will help you mentally switch to a more 
productive work mode.

Get into a routine – you should be clear 
on when you start work, what time your 
breaks are and what time you finish.

Contribute to team chats and group emails 
if you can. It can be difficult connecting 
with people virtually especially when 
you are not an employee. But if you can 
connect with at least one person, and get 
their email or LinkedIn username then that 
is one more person than you did before.

Write to do lists (or create a to do list 
on Trello for example). Having tasks to 
complete will keep you focused.

Ask for support when you need it –  
either from your Internship provider  
or from your University contact.

7
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6.0  
Top tips for working remotely
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7.0  
Virtual communication good practice

Know which methods your Internship 
provider likes to use to communicate –  
e.g. email, video calls (Teams, Zoom), 
instant messaging, phone calls etc.

If you’re not talking, keep your microphone 
muted. Background sound can be 
picked up very easily and it can be really 
distracting.

Unless you are having internet connection 
problems, keep your camera on. This will 
help your peers get to know you better – 
body language can be a very effective form 
of communication and critical when trying 
to develop a working relationship.

When you are on video calls, don’t check 
your email or do other work. The video  
call, meeting or conference should be your 
sole focus.

If you want to speak at a meeting (and it 
is appropriate) – try “virtually raising your 
hand”, unmuting your microphone, or 
physically putting your hand up. The host 
of the call should then hopefully address 
you, as they can see you would like to have 
an input.

Take notes either on your laptop/computer, 
or by hand – this is important to show you 
have initiative and are a proactive student.

Your Internship provider may ask you to 
present, or show your findings – and so you 
should be prepared to “share your screen” 
virtually. When doing so, ensure you only 
share the screen that is relevant and no 
confidential data is shown.



9
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8.0  
Wellbeing 
It’s really important that you take note of your own wellbeing – being aware of how you feel 
and knowing who to talk to should you want or need too is important. Here is some useful 
information to support you and your wellbeing whilst completing your virtual internship.

Make time to chat with colleagues  
and peers you are working with.

Cabin fever is real – taking breaks and 
getting fresh air is really important – not 
only for your wellbeing but to maintain 
productivity.

Although chocolate and crisps are great – 
ensure you are also eating healthy snacks 
and drinking plenty of water.

Be fair to yourselves in terms of 
productivity – set yourself realistic goals 
and tasks to complete each shift/session.

Feel free to check in with your University 
contact, as often or as little as you like. At 
least one check in will be scheduled while 
you are on your internship, but you can 
check in more often if you wanted too.

You may relish in completing a virtual 
internship, or you may find it quite 
isolating – be sure to stay connected with 
the outside world, ringing a friend, family 
member or colleague on a break can be a 
big help.

A routine will help you stay focused – get 
in a routine for completing your internship.



Don’t leave your laptop unattended and logged in when you 
are completing work to do with your internship – it may that 
confidential material is on your screen. Always lock your 
computer or laptop before leaving it. 

Don’t (unless asked too by your Internship provider), copy 
data onto another device via a USB stick or hard drive.

Be cautious of how you are sending and receiving data – you 
should communicate with your Internship provider on how 
they would like you to receive, send and download data in a 
GDPR compliant way.

Ensure your computer or laptop is up to date with it’s security 
settings and has a virus scanner installed. 
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9.0  
Things to consider
If this is your first opportunity to gather work experience, or is the first time of 
completing a virtual internship then you might want to consider these points…



10.0  
Evaluation &	Reflection	
As with any work experience, job or  
personal development opportunity,  
it’s really important to reflect on what 
your duties are, what you have learnt and 
your overall experience. And so you will be 
required to complete an online reflection  
log on Pebble Pad (which you will be 
provided the login details for) a pre 
evaluation and post evaluation.

1 The pre evaluation needs to be completed 
and sent back to your University contact 
before you start the internship.

2 The reflection log on Pebble Pad should 
be completed after every shift/session  
or week (as it is broken down into weeks).

3 The post evaluation needs to be 
completed at the latest 1 week after  
the end of your internship and sent  
to your University contact.

4 All 3 documents need to be completed  
for you to receive your bursary within  
the agreed time. 

5 Being able to document what you 
have learnt and skills/qualities you’ve 
developed is really important, and should 
be a competence you take with you 
through your career as it’s an efficient 
way to know what you have done, and is 
key to updating your CV and performing 
well in interviews. 

11.0  
At the end of  
your internship
Imagine you are coming to the end of your 
internship- hopefully you’ve had a great 
experience and developed some of your skills 
and qualities. But what now? We recommend 
working through these points to ensure 
you have tied up any loose ends and have 
finished the internship with good intentions 
and connections. 

Ensure you hand over all work and emails 
to your Internship provider and remove any 
details you may have saved on your personal 
laptop. (If you have attended training 
courses or conferences for example with 
the Internship provider, speak to them and 
check you can keep a record of this work. It’s 
likely that if it was linked to your personal 
development, you can keep it).

Ask your Internship provider if you can  
keep in touch – whether that is connecting 
with them on LinkedIn or keeping their  
email address.

Thank your Internship provider and see 
whether there is an opportunity for you  
to obtain a reference from them. 

Ask your Internship provider how you can 
keep up to date about other opportunities 
with them – i.e. graduate schemes, work 
placements, research opportunities etc. 

Be open to providing the Internship provider 
and University with a case study of your 
experience. 

Consider joining Shape the student focus 
group that help shape the internships and 
Mentii, the student mentoring programme – 
where you will get the opportunity to act as 
a mentor to another student completing an 
internship. Ask your University contact about 
getting involved in these opportunities. 
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12.0 Glossary of words
Keyword Description

Internship An activity where the student gains work experience with an 
organisation, acting for a limited time as a member of staff  
(even if working on a specific or distinct project). There is an 
expectation that the student will be paid.

Enterprise Opportunities for students to set up and manage their own business, 
across the full spectrum of enterprises from individual free-lancing  
to fully structured student owned companies. For students, this offer 
will be about support in their establishment and growth.

Micro-internship Micro-internships are a short-term version of an internship. They 
usually consist of 5-55 hours of work and can occur any time of year.

Internship provider Essentially this is the employer, however because the organisation you 
are completing an internship with is not paying you, (you are paid via 
the government funded bursary) you are not employed by them and so 
a more appropriate term for them would be Internship provider.

Virtual communication It’s a way people can interact with others without being in the same 
room/face to face. This may include Skype, WhatsApp, Teams, Zoom 

Competence The ability to do something successfully.

Graduate schemes This is a work-based training programme with a company that allows 
recent graduate to gain practical experience into the world of work. 
Graduate schemes are not available in all degree areas.

Work placements Like an internship, a work placement is an opportunity to gain work 
experience, however it’s different because a placement usually forms 
part of a course of study and may or may not be paid.

13.0 Useful resources/contact details

For more advice and guidance please contact  
Alice Whitehouse at internships@keele.ac.uk 

Keele Careers Hub

careerhub.keele.ac.uk
Keele Careers Online

keele.ac.uk/kco
Student Knowledge Exchange

keele.ac.uk/ske
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