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From 2007, Africalia has been working structurally with local 
partners in South Africa for the benefit of a target group of 
young potentials with a keen interest in the creative arts sector. 
In this context, Africalia found a devoted ally in VANSA to give 
life to a solid programme as a key point of professional practice 
development. The internship programme supports small 
professional organisations in the VANSA membership network 
to host interns for 6months to a year. 

From 2009 to 2014, the programme evolved steadily, each year 
learning from its previous successes and challenges. To secure 
the sustainability of the programme and its lessons learned, 
VANSA suggested to develop this toolkit so it could share the 
expertise it’s been building on internship programming. 

Africalia would like to express its heartfelt thanks to the VANSA 
and the organisations involved.

ABOUT AFRICALIA ABOUT AFRICALIA

Africalia, a Belgian organisation that promotes sustainable 
human development by supporting contemporary art and 
culture in Africa.

www.africalia.be 
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INTRODUCTION

The Visual Arts Network of South Africa, in partnership 
with Africalia, has run an internship programme for arts 
organisations around South Africa for a number of years. 
The internship programme looks to support organisations 
in hosting and gaining from young, learning individuals who 
in turn are supported to grow their professional experience 
and contribute to the organisation. In 2014, an evaluation was 
conducted by VANSA to ascertain the continued challenges 
of internships in arts organisations in South Africa today. The 
evaluation provided the content for this toolkit, which is derived 
from the experiences and learning’s of arts organisations and 
arts interns from various parts of the country, with differing 
contexts and needs. Based primarily in the case studies of the 
experiences of these organisations and interns, this toolkit 
looks to give hands on, useable techniques for organisations to 
manage good, productive, learning experiences. For the benefit 
of both the interns and the organisations themselves. 

Thanks are in order to all the organisations, and their interns, 
who so generously shared their knowledge and expertise.



B
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WHAT IS AN 
INTERNSHIP?

Internships, by definitio
n, are learning experiences

WHAT’S THE DIFFERENCE BETWEEN 
INTERNSHIPS, LEARNERSHIPS, 

APPRENTICESHIPS AND OTHERS?

 01  VOLUNTEERING 

Volunteers generally support a cause and will ‘donate’ their time 
for that cause, usually on an ad hoc basis. Volunteers are not 
entitled to payment or benefits in kind, and are not classified as 
workers. There should be no contractual obligations between 
the volunteer and the arts organisation.

02  STUDENT PLACEMENT 

Student placements are unpaid work undertaken by someone 
in education as a required part of their course, often with 
reasonable expenses such as transport paid. Otherwise known 
as Work Placement.

03  APPRENTICESHIP  

Any formal apprenticeship programme offered by an employer. 
Apprenticeships are generally specific to an artisanal (technical 
or craft) trade and overseen by a master artisan. Apprentices 
are entitled to a special apprenticeship minimum wage.
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04  LEARNERSHIPS  

Learnerships have a ‘structured learning component’ of 
standard educational lessons combined with ‘practical work 
experience of a specific nature and duration’. There are three 
parties involved in a learnership: the learner; an educational 
entity and an employee providing work experience. 

05  INTERNSHIPS

Many people mistakenly think an internship is not employment. 
This is a misconception. Employment can be permanent or 
contractual (for a specific period only) subject to the Basic 
Conditions of Employment Act. Internships are contractual 
employment with the expectation that the person employed 
has a low level of experience and with the specific intention to 
provide guidance and a learning environment. Internships by 
definition are learning experiences.

WHAT DOES THE LAW SAY?

According to the skills development act ‘employee’ means-

a. Any person, excluding an independent contractor, who 
 works for another person or for the State and who 
 receives, or is entitled to receive, any remuneration;

or 
b. Any other person who in any manner assists in carrying 
 on or conducting the business of an employer, and   
 “employed” and “employment” have corresponding   
 meanings; 

And: The contract of employment with a learner or intern is 
subject to any terms and conditions that may be determined 
by the Minister on the recommendation of the Employment 
Conditions Commission established by section 59 (1) of the Basic 
Conditions of Employment Act.

This means interns are subject to all the requirements for 
employees  including a contract, ordinary hours of work, paid 
leave and a minimum wage as per basic legal requirements. 
Interns are also within their rights to claim employee benefits 
such as Unemployment Insurance Fund (UIF), and to access the 
Commission for Conciliation, Mediation and Arbitration (CCMA).
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In Europe and America, unpaid 
internships have become 
commonplace in the arts. 
Much concern exists around 
this practice, with many 
countries putting laws in place 
to protect young creative 
workers from exploitation.

The core issue with unpaid 
internships around the world 
has been the undermining of 
skilled labour in the creative 
sector – denying that creative 
workers are in fact workers.

While in South Africa 
internships are generally 

considered within the 
framework of labour law – 
and therefore  legally bound 
to remuneration  – many 
people still practice unpaid 
internships. Effectively if 
someone is unpaid, he/she is 
a volunteer and that person 
is not formally contracted 
and does not have a formal 
job description. Should the 
rules of employment vs. 
volunteership not be followed, 
an employee could be subject 
to punitive action within the 
law.

UNPAID 
INTERNSHIPS
GOOD IDEA? 
BAD IDEA?
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TARGETED INTERNSHIPS

More often than not, organisations are choosing to put con-
straints on the internship type as a means to using the intern 
more effectively under a limited budget and staff capacity. 
Targeted internships are targeted towards specific areas of the 
organisation. Some examples include:

TYPES OF INTERNSHIPS

GALLERY INTERNSHIPS   
The intern works in a gallery 
and gains gallery-specific 
skills and knowledge focused 
within the gallery sector.

RESEARCH INTERNSHIPS  
The intern will work on a 
specific research subject 
and develops content – or 
feeds content to an existing 
staff researcher within 
the organisation toward a 
research report or project.

MARKETING INTERNSHIPS  
The intern focuses on 
anything marketing or/and 
communications related in the 
organisation.

PROJECT INTERNSHIPS  
The intern works on the 
specifics of a single project 
and might do the logistics 
and administration of that 
project, but will also take 
part in conceptualisation and 
broader project meetings and 
workshops.

ARCHIVING INTERNSHIPS  
Often used to archive the 
content of the organisation 
itself – something that 
otherwise always ends up at 
the bottom of the to-do list – 
the archiving intern will work 
with records and content of 
the organisation or of a project 
for future access. 

It is important in targeted 
internships that the intern 
is given independent, 
challenging outcomes of the 
work they have done (rather 
than just small tasks) and 
that variety is sought for their 
broader learning.

It is also important to 
communicate clearly and from 
the start that an internship is 
specific to targeted areas only. 
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 REAL LIFE EXAMPLES

The intern was hired as 
a Digital Archivist and 
possessed the base skills 
needed in order to realise 
her responsibilities. 
What she lacked was 
the knowledge of using 
programmes such 
as Final Cut Pro and 
Photoshop. The internship 
provided her with a 
comfortable environment 
in which to explore 
these programmes and 
experiment with them. 
While the organisation 
was unable to provide 
technical advice, they 
supported her through 
conceptual development. 

The relationship, albeit 
an unusual internship, 
follows the functional 
definition of an internship 
as requiring a supportive 
relationship between 
mentor and mentee, and a 
safe environment in which 
to experiment. While the 
intern might not have 
been immersed in every 
aspect of the organisation, 
she did emerge with 
an awareness of past 
activities through her 
archival work and with 
a relationship with the 
organisation leading to 
future employment.

 REAL LIFE EXAMPLES

The intern was invited into 
the organisation to work in 
a specific department, but 
very quickly felt that she 
was being pigeonholed 
by not being given a 
holistic experience of the 
organisation. Her attempts 
to widen her position and 
engage more with the 
internship was rebuffed by 

the organisation, who felt 
she should rather work 
with what she was given. 
A clash in expectation 
thus resulted in the intern 
leaving the internship 
early and the organisation 
being placed in the difficult 
position of securing a new 
intern.
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SHOULD YOU 
BE GETTING 
AN INTERN? 

Before getting an intern, you need to be sure you have the right 
reasons 

01  WHY DO YOU WANT AN INTERN? 

- The store room needs cleaning and you will otherwise 
 never get to it
- You are drowning in work and need someone to type up all 
 the minutes

or rather

- You struggle to find skilled workers and see the need to help 
 develop them
- You can benefit from a fresh view and have lots to share
- You don’t have a high budget but are willing to put in the 
 extra support for someone with less experience to help you on  
 this project
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02  TALKING TO THE TEAM

- What are the intentions of the team – consider that you may 
 not share perspectives on interns and that a shared position  
 needs to be developed (a policy helps here)
- Consider whether your collective needs are not too high? 
 Should you not rather get someone with more skills and 
 experience and perhaps have them for fewer days?
- Who will do the mentoring? If you do not have the time, do not  
 get an intern!

 03  SETTING AN INTERNAL POLICY ON INTERNSHIPS

-  An internal policy can help you determine whether you should  
 hire an intern, what your mentorship procedures are and  
 direct you on how to remunerate the intern.
- A policy can also help the intern understand where they fit 
 into the organisation and the organisations reasons for taking 
 on interns. 

Now that you have determined 
that you have the right reasons 
for including an intern, what 
do you want from that intern?
Deciding this will help 
you figure out many of the 
internship details, including:

- How many days a week the  
 intern should work
- What level of skill or   
 education the intern should  
 have
- How much to pay the intern
- Any specific assets the  
 intern might add to the  
 organisation such as  
 different networks, a 
 stronger grasp on social 
 media etc. 

You need to consider how 
you will share your vision 
(the organisational mandate, 
missions and visions) with the 

intern, and how the intern’s 
activities might become 
aligned to the needs of the 
organisation. This might 
include issues such as a need 
for racial transformation 
within the organisation, access 
to younger audiences or 
collating the organisation’s 
archive.

Examine your recruiting 
needs (i.e. employees retiring 
or departments that are 
expecting growth).

WHAT WOULD YOU WANT 
FROM AN INTERN?
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Before beginning an internship, the organisation must consider: 

WHAT DOES THE INTERN WANT TO LEARN HERE? 
and

WHAT DOES THE INTERN WANT TO LEAVE WITH? 

It is important to understand how you can contribute to the 
intern’s potential career choices after an internship, or influence 
it during the internship process. Some important issues for arts 
internships:

WHAT MIGHT THE INTERN 
WANT FROM YOU?

01

02

03
The potential intern really wants to be an artist and has no 
interest in administration - It is a significant difficulty for 
arts organisations seeking administrators and managers 
that most people interested in the arts rather want to be 
artists. Art education also mostly trains young people to be 
artists and does not adequately deal with the wider sector 
that supports and works with artists. Your organisation 
needs to decide what its role is here. Will you seek to 
explain the importance of arts administrators and arts 
managers for a better sector? Will you create an internship 
that balances administrative interests and creative 
interests? Either way, you must decide beforehand and this 
must be communicated early in the interview process.

The potential intern needs income and is ‘just here 
for the money’ - This will always be a potential reality 
in an unequal and poverty-stricken South Africa and 
arts organisations will have to deal with it too. Your 
organisation needs to decide what its role is here. Does 
your organisation think creative workers shouldn’t be 
concerned about financial stability? How can you articulate 
your organisational ethos, aims and objectives and how 
important is it that staff share these with the organisation? 
Does the organisation and the intern commit to the fact 
that an internship, by definition, is a learning experience.

The potential intern is not from an arts background at all
- Like with the point above, many people will apply for 
any position they can find, as unemployment is such a big 
issue. But if you have already decided “what do you want 
from your intern” you will know if other skills sets might 
suffice such as marketing, finance or reception skills. 
Again, your organisation needs to decide what its role is 
here. Is there a way to share and impart a love of the arts 
with the wider public? Can you ascertain in the interview 
whether the person is willing to learn about the arts? (See 
interview questions)
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MENTORSHIP AND THE TEAM

A mentor not only supervises and teaches, but also 
supports an intern and develops their personal growth – it 
is value orientated

A mentor provides guidance on the intern’s future career 
path – it is career orientated

A mentor fosters communication and trust 

A mentor facilitates skills transfer in the workplace

A mentor is also a supervisor that checks performance 
goals, the intern’s progress on tasks, and addresses gaps 
in skills, knowledge and professionalism

A mentor is also a confidant and guide. 

WHO IS A MENTOR?

Sometimes one mentor cannot fulfil all these roles and different 
staff in the office have different skills sets. It is also important 
for the supervisory role not to get mixed up with the confidant 
role. Multiple people within an organisation can play the role 
of mentorship.

Mentorship is key to a successful internship. It is important to 
see mentorship as a trust and guidance relationship between 
an intern and a mentor, but also to see the mentorship 
environment as a team environment, where all in the team play 
a role in supporting and encouraging the intern.

01  Meet with your team

02  Discuss what an internship would mean for the team

03  Discuss who would like to work with the intern, and the 
 ways different people might play a role.

04  Select ONE direct supervisor who likes to teach or train 
 and has the resources to do it - someone who will help the 
 intern keep projects on time and on budget. Assign a direct  
 supervisor who is a department head, project leader, long- 
 time employee or acting supervisor knowledgeable about  
 the project on which the intern will work and who can  
 provide orientation and wisdom for the student.
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It is important to have all 
the required equipment and 
resources before starting 
an internship. Without the 
correct resources the intern 
can become redundant and 

frustrated. Having all the 
equipment ready the day the 
intern arrives also helps set a 
standard of professionalism. 
What to prepare:

WHAT WILL YOU NEED?

A COMPUTER &
INTERNET 

CONNECTION

A SET OF 
KEYSOFFICE SPACE WITH A 

DESK & CHAIR

AN EMAIL 
ADDRESS

ANY CONNECTIONS 
TO SERVERS OR 

SPECIAL I.T. NEEDS 
(CONNECTED TO THE 

PRINTER ETC.)



C
GETTING 
GOING
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Have a full month between advertising the vacancy and 
closing date 

Use target platforms such as sector based outlets and 
social media 

Keep prior requests as a database to send to when a 
vacancy arises.

Include ‘only shortlisted applicants will be contacted’ and 
‘the organisation reserves the right not to appoint’ – this 
protects you from potential unfair practice claims but also 
ensures that should you have many applicants, you do not 
spend undue amounts of time indicating receipt. 

SEE APPENDIX A & B

FINDING THE RIGHT INTERN

A few things to consider when sending out your internship 
vacancy:



36 // 37 //

Interviews are opportunities to communicate; the intern 
presents themselves and their interests while the organisation 
also presents themselves and their expectations. Interviews are 
the right time to be clear about the job so both sides can decide 
what they want. Exercises can be a good addition to interviews 
to get a practical sense of someone’s strengths and areas that 
would need special attention should they be appointed.

Sample Interview Structure 

01  Prepare questions about: 
 - Specific coursework related to the position 
 - Knowledge or familiarity of equipment, techniques, 
  computers, etc. 
 - Previous experiences related to the position 
 - Career interests, goals 

02  Open the Interview (1-2 minutes) 
 - Build friendly rapport through small talk 
 - Provide an overview of the interview 
 - Indicate that the applicant will have an opportunity to ask  
  questions later 
 - Explain that you will be taking notes and invite the   
  applicant to do so 

03  Ask Questions and Gather Information (15 minutes) 
 - Use behavioural type questions as well as open-ended 
  questions 

04   Allow for Questions and Comments (5 minutes) 
 - Answer honestly and illustrate with your own experiences 
  if possible 
 - Assess the quality of the student’s questions 
 - Avoid giving answers that indicate a commitment to 
  a position 
 - Be prepared to answer questions about the position,  
  expected training, company structure, and company  
  products 

05  Give Information (1-2 minutes) 
 - Briefly recap information about the position. 
 - Discuss candidate’s availability for the internship to  
  ensure your needs are met 

06  Wrap-Up (1 -2 minutes) 
 - Close on a positive note 
 - Briefly describe the next steps 
 - Give an estimate of when the applicant will hear from you 
 - Avoid making statements that may be interpreted as a  
  promise of employment 

INTERVIEWS AND EXERCISES
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07  Evaluate the candidate against the requirements for the 
 position
 - Review your notes before your next interview 
 - Be objective and base your decision on the evidence 

08  Follow up with candidates promptly 
 - Send rejection letters to applicants who do not match 
  your requirements 
 - Offer the position to the candidate that you have chosen 

Exercises are best aimed at 
the specific tasks that the 
intern would need to complete 
on a day-to-day basis to test 
the aptitude the potential 
intern has towards those 
tasks. Consider whether 
candidates should be warned 
to prepare before hand.
Some examples:

FOR ARCHIVAL NEEDS
Give the candidate a short 
document to summarise

FOR ONLINE CONTENT 
DEVELOPMENT
Give the candidate a short 
report section (in report tone 
and sentence structure) and 
request that it be rewritten for 
the purposes of website and 
Facebook.

FOR PROJECT 
MANAGEMENT NEEDS
Suggest a simple project 
such as a small exhibition and 
request a short project plan 
with time lines, deadlines and 
tasks.
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The contract for the intern, as with all staff, is key to 
establishing clear, legally binding and professional terms 
between the intern and the organisation. Because an internship 
is by law a short-term employment contract, an intern’s 
contract should look very much like your staff contracts.
Important things that must be included as per the basic 
conditions of employment act:

1.  Full name and address of the employer
2. Name and occupation of the employee, or a brief   
  description of the work
3. Date of employment
4. Ordinary hours of work and days of work
5. Wage or the rate and method of calculating
7. Rate for overtime work
7. Any other cash payments
8. Any payment in kind and the value thereof
9. Frequency of remuneration
10. Any deductions
11. Leave entitlement
12. Period of notice or period of contract
13. Description of any council or sectoral determination which  
  covers the employer’s business
14. Period of employment with a previous employer 
  that counts towards the period of employment

Interviews tend to be fairly 
standard procedure with a 
Q&A format that can often 
differ from interviewee 
to interviewee. There 
are alternative interview 
styles, however, that can 
really test the skills of 
the applicant. In the case 
of one organisation, its 
positioning as a museum 
meant that the ability 
to introduce the various 
exhibitions to visitors 
was important.  The 
applicant had to have 
strong memory and 
communication skills, 
as well as an interest in 
the exhibits. To test this, 

applicants were asked 
to do research on a 
particular recent exhibition 
at the museum. During 
the interview they were 
quizzed on its content and 
it quickly became obvious 
who was and who wasn’t a 
suitable intern. This form 
can change according to 
your type of organisation. 
For instance, as a gallery 
you might ask the intern 
how they would sell the 
artwork, and as an NPO 
you would ask what kind of 
educational programmes 
might be structured 
around the exhibition.  

 REAL LIFE EXAMPLE THE CONTRACT
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REGARDING OVERTIME
Overtime might be paid as time off in lieu, however this must be 
clearly stated in the contract. Also important is an indication of 
what hours constitute overtime – if an intern is expected to work 
at evening time exhibition openings, how is this factored into 
overall hours worked?

REGARDING BENEFITS
Benefits such as health insurance and pension contributions 
etc. are generally reserved for permanent staff only. Because 
the intern is a short-term contract employee, an intern is not 
necessarily entitled to benefits.

SEE APPENDIX C

01  Meeting the team
 It is important that the intern meets the entire team and 
 has a sense of who can assist with specific issues. If a team 
 meeting has been held prior to embarking on an internship, 
 and the organisations internship objectives are shared – 
 this will be a simple process.

02  Setting the tone
 i. Defining the mentorship process
 It is important that the intern understands from the  
 beginning what the level of expectation is, why 
 the organisation is taking on interns and what the 
 organisation’s policy on internships is. Important here is to  
 impart the intention to provide a learning space but also the  
 intention for high standards of work.
 ii. Rights and responsibilities
 It is also important to explain clearly to the intern how they 
 fit into the overall legal structure of the organisation – 
 that they are employees and therefore have the rights and 
 responsibilities of employees. The intern must be taken 
 through organisational policies, especially the 
 organisation’s code of conduct, Human Resources 
 policies etc.

ORIENTATION



44 // 45 //

 NB! It is important to indicate right from the beginning 
 what the intern’s working hours are and the disciplinary 
 processes should the intern not adhere to these hours.

03  Understanding the organisation
 It is important for any staff member to become acquainted 
 with the organisation’s vision and mission. But it is also 
 important to impart an organisations ethos, level of 
 formality and approach to work.

 Further it is important to explain the organisational 
 procedures, weekly meetings and other specificities.

04  Joint Goals
 i. What would the intern like to learn?
 Have a conversation with the intern and discuss three or 
 four key goals that the intern would like to achieve in the 
 time that they are with your organisation. 

 These could include:
 - Proficiency in a specific computer programme 
 - A better understanding of the sector
 - A wider network of sector related individuals and   
   organisations
 - Completion of a small project that is driven by the intern
 

Also discuss what the organisations goals are for the   
internship. These are of course to complete the many tasks  
that are set for the intern, but may also include softer goals  
such as:

 - To widen the audience demographic of the organisation –  
    specific to the demographics of the intern
 - To develop a more in-tune social media strategy
 - To give certain staff in the office the opportunity to   
   manage and share their knowledge
 
 ii. What is the intern’s plan post internship and what will 
 help prepare for this?
 Discuss the intern’s future plans – perhaps a 3-year plan – 
 and develop a set of specific goals or skills that could 
 contribute to this. Help the intern recognise that this 
 internship is one step to a broader, longer-term career.

05  Setting a schedule and a goal plan
 Once the goals are agreed on, set them out in a schedule  
 (6 months or a year dependent on the length of the   
 internship). Determine times to evaluate whether these 
 skills have been learned and how to increase or tweak 
 them. Set aside specific events of major objectives of the 
 internship, these evaluations can look at the ways in which 
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 accomplished tasks have or have not imparted the 
 necessary skills and experience.

 i. Mentorship times
 Develop a strict schedule for informal conversations and 
 more formal evaluation meetings. NB!! Stick to the 
 schedule; if you don’t, neither will the intern

 ii. Co-evaluation
 Discuss the potential for co-evaluation, where the mentor 
 evaluates the intern and vice-versa. Potentially set up some 
 co-evaluation criteria for future evaluation meetings. 
 
 These could include:
 - Mentor is available for queries? 
 - Mentor is on time for meetings and evaluations?
 - Mentor provides correction in cases of incorrect work and 
  encouragement in cases of successfully completed work?
 - Intern is on time for work everyday?
 - Intern works independently? If not, how to improve this?

06  Discussing the exit strategy
 Right from the onset it is important to be clear about the 
 exit strategy. Confirm the end date of the internship, 
 confirm a date for the exit interview and discuss steps 

 leading up to that time that can better prepare the intern 
 for the future. 

 This might include;
 - Potential further training
 - Networking opportunities

SEE APPENDIX D
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There is a significant 
difference between 
management and mentorship, 
and interns need both.
Management has a 
compliance and supervisory 
emphasis that oversees 
primarily hard skills. 
It includes overseeing 
punctuality and whether tasks 
were met adequately and 
timeously. 

Mentorship has a guidance 
and building emphasis that 
often interacts with softer 
skills such as professionalism, 
affirmation and growth.
At the end of the workday a 
manager leaves with staff 
having done their work 
well, while at the end of the 
workday a mentor leaves with 
staff having learnt more about 
themselves and their work.

MANAGEMENT AND MENTORSHIP

‘…As an intern you need to understand what you are 
walking into. You are walking into a company that is 
quite established sometimes and they have their own 
roles, so as much as they give you tasks to do, you can 
achieve those tasks but for yourself you want to go 
beyond just getting a list of instructions every day’

‘You must consider where the organisation is at for 
the moment and where it wants to be. You have to 
keep that in mind and where your internship is on that 
journey’

‘Knowing [my mentor] was the best thing to have come 
out of this internship, for life, thinking and my career’

QUOTES: CONDUCTING THE INTERVIEW
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SHARED OFFICE SPACES
This is a simple and yet 
effective means of realising 
skills transferal during busy 
periods. By sharing an office 
space with the mentor, the 
intern is often exposed to the 
work of the mentor, how the 
mentor handles telephonic 
conversations or emails 
people. This provides for a 
good mix of soft and hard 
skills. 

SHADOWING
The intern ‘shadows’ the 
mentor to get a sense of 
what the mentor does, and to 
assist the mentor with basic 
everyday work. Shadowing is 
helpful at the beginning of a 
mentorship when the intern 
is still acquainting himself or 
herself with the organisation.

FACILITATING NETWORKING
A major part of a mentorship 
is ensuring the intern 
connects into the industry 
in a meaningful way. This 
includes networking with other 
individuals and organisations 
in order to develop their own 
professional name. This can 
be done through shadowing 
at meetings, carefully 
briefed emails and other 
communications as well as 
the opportunity to meet with 
people at events.

LEARNING THROUGH 
PARTNERSHIPS
An extension of networking, 
learning through partnerships 
includes intern sharing, 
short-term project swops 
and alternative training 
environments held with 
partners or in partner offices. 

EASY TECHNIQUES THAT MIGHT HELP 
WITH SKILLS TRANSFERAL

 REAL LIFE EXAMPLE

‘She would never tell me 
“This is how you do it”. 
She would just tell me she 
is going for a walkabout. 
“Come with me, you can 
tag along with the people”. 

It was very open; there 
was nothing rigid about 
our contact’
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Task delegation should set 
out to develop trust – for the 
mentor to trust the intern 
and for the intern to trust 
themselves.

A major part of task delegation 
is for the intern to be involved 
in higher-level meetings and 
conceptualisation phases in 
order to have a broader sense 
of where the tasks fit in.

TO-DO LISTS
Many inexperienced workers 
will not automatically make 
themselves to-do lists. It can 
be very helpful to share your 
own to-do list strategy and to 
help the intern find one that 
they are comfortable with.

PRIORITISING
It can be difficult for an intern 
– especially in the early days 
of the internship – to be clear 
on which tasks are the most 
urgent. Sit with the intern 
to clarify priorities, indicate 
impending deadlines and help 
clarify organisational systems 
that might slow some things 
down (such as payment days 
etc.)

TASK DELEGATION

SETTING END GOALS 
Once some familiarity with the 
organisations and its systems 
has been developed, interns 
can be assigned end goals. 
These are broader objectives 
such as managing all the 
travel and accommodation 
plans for a workshop within 
a specific budget, rather 
than individual tasks such as 
booking a ticket at a certain 
time with a certain airline. This 
means that the intern has 

to achieve an overall part of a 
project and gain an overview 
and understanding rather than 
taking up disjointed, smaller 
activities that require constant 
instruction. This also ensures 
that the intern looks to 
problem solve – if that airline 
is booked, then what does the 
intern do next?
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Helping the intern to 
connect into other networks, 
organisations and potential 
skills sets can be very 
beneficial. Consider ways of 
ensuring this in formal and 
informal ways.

NETWORKING

The organisation 
decided to change the 
Organisation-Intern 
Contract hours from 40 
to 16 hours a week for 
the same pay. In doing 
so, the intern would be 
able to use the extra time 
in earning money and 
networking outside of the 
internship. This in turn 
enabled her to build up a 
support structure in the 

new province, develop 
a cash flow that would 
allow her to survive while 
in the internship position, 
and help her in setting 
down roots that would 
outlast the internship. The 
organisation assisted their 
intern in networking, but 
this also was only possible 
because of the intern’s 
determined but friendly 
personality.

 REAL LIFE EXAMPLE



E
BRINGING IT 
TO A CLOSE
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At the end of an internship, the organisation might decide to 
keep an intern on for a few more months. There are some things 
to consider here:

01  A written contract extension is very important to remain 
  within legal requirements and to clarify that the intern is 
  not a permanent staff member.

02  Internships by definition are no longer than one year. 
  Should you wish to extend an internship beyond a year,  
  consider changing the title to a project or admin assistant. 
  This is key for the intern to be acknowledged as growing 
  and increasing in skill, but also to encourage greater 
  responsibility and professionalism of new creative workers 
  in the sector (rather than a perpetual internship rut).

03  Should you wish to employ the intern as a staff member, 
  it is important to come to an understanding of the different 
  expectations outside of an internship. This can be quite 
  difficult to break with initially as interns develop their 
  confidence and independence. Ensure you maintain an 
  evaluation structure in the first few months of the transition 
  in order to manage this appropriately.

EXTENDING THE INTERNSHIP EXIT 
STRATGIES
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Exit interviews help the intern 
to be clear of what they have 
achieved and where their skills 
are strong but also where they 
can improve. Exit interviews 
also provide the organisation 
with information on what 
worked and what didn’t in the 
internship. Exit interviews 
may be better arranged with 
an independent third party to 

facilitate the conversation. Exit 
interviews should also include 
a written report and handover 
document for any loose ends 
and completed work. A digital 
archive of work done should 
ideally be handed over with the 
report.

SEE APPENDIX E & F

Schedule in advance to give the intern opportunity to prepare thoughts 

and questions. Avoid scheduling on the intern’s last day on the job so 

that there is time to take care of any action items that come up. 

Exit Interview Steps: 

1. Explain the purpose of the exit interview 

2. Encourage the intern to be as candid as possible 

3. Explain that you will be taking notes 

4. Begin with less sensitive questions to put the intern at ease 

5. Gradually move into areas of greater sensitivity 

6. Ask the intern if they have any remaining questions or    

 suggestions for improving the internship programme 

7. Conclude by thanking the intern for their time and honesty 

EXIT INTERVIEWS

In order to support the intern 
to exit the organisation 
productively and with a plan, 
exit strategies should be 
discussed from the beginning 
and implemented from 
the last few months of the 
internship. This would include:

- Ensuring partnerships and  
 networks to support the  
 intern to gain a foothold in  
 the sector
- Supporting the intern with  
 further education or 
 training should this be an 
 interest. This need not be 
 financial but information 
 on training options, 
 introducing the intern to 
 staff at educational   
 facilities and encouraging 
 registration on time.
- Supporting the job search 
 process. Link the intern 

 to job search sites (such 
 as VANSA.co.za) and 
 provide reference letters.
- Giving the intern time off to 
 attend interviews, 
 educational open days etc.
- Supporting the intern with 
 their own creative practice 
 (should they be an artist 
 etc.) and facilitate   
 networks in this area.

EXIT STRATGIES
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With a successful exit 
strategy and exit interview 
comes the potential to retain 
good relations with former 
interns that can then become 
part of your organisation’s 
community. It may also 
provide a skilled pool from 
which you may wish to draw 
when you have vacancies or 
specific project needs.
Interns and former interns can 
also be strong ambassadors 
for your organisation as they 
move on to other things in 
their careers.

Encouraging a community, 
such as continuing to attend 
events, including the former 
intern in workshop or funding 
calls etc. is a great way to 
retain connections with young 
creative workers who have 
a strong affiliation to your 
organisation.

KEEPING A COMMUNITY REAL LIFE EXAMPLE

‘I feel like I have learnt 
in 6 months what would 
have taken me three years 
to learn. And now I think 
I respect internships if 
they have someone who is 
mentoring them properly. 
As much as they don’t 
pay – it sucks if you don’t 
get paid that much to 
do what you do, but the 
lessons or the value of it 
is something that will last 

you a lifetime if you pay 
enough attention to the 
detail and if you remember 
why you are there. I am 
here to observe, and learn 
and to give whatever I 
can give. And I think that 
if you understand it like 
that then you are in a 
better position to absorb 
and to learn and to see if 
your conscience is paying 
attention’.
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Sample Job Description
Position: Intern: Such and Such Project

Organization: That arts organisation

Location: That City

Compensation: Between R3000 and R5000 dependent

on skills and experience

Duration: 6 months, 1 March to 30 June 2015

Time Requirements: Part time, 15-20 hours/week 

Required Qualifications: Matric

Start Date: 1 March 2015 

Job Description:

- Daily duties such as answering phones, responding  

 to emails, gallery maintenance

- Administrative support to project manager including 

 quoting, acquisitions and travel bookings.

- Workshop production support including materials 

 sourcing and logistics management.

- End-to-end (concept-to-completion) of a major art  

 administration project under the intern mentor 

- End-to-end (concept-to-completion) of an arts 

 administration project:independently planned and 

 organised by the intern

- Adhoc support to other organisational departments 

 making up no more than 15% of the intern’s time. 

APPENDIX AREFERENCES AND FURTHER READING
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Experience and abilities:

- Experience in working with public art projects or  

 participatory art projects

- Have good written and communication skills

-	 Have	a	proficiency	in	Word	and	Excel	and	be		 	

 generally computer literate

- The ability to work well within a team

- A drivers license (this is preferable but not   

 a requirement)

Mentorship:

- The intern will be mentored by the direct 

 line manager 

- Mentorship will be day to day with a monthly 

 performance discussion

- Interns will also have opportunities to work 

 in other departments for wider experience, for   

 short periods of time.

- A written end of intership review will be 

 discussed with the intern. 

- The intern will receive a reference letter from 

 the mentor. The mentor reserves the right to   

 determine the content of the reference letter.

Sample Internship Ad
Application Requirements

- a short CV

- a motivation letter

- a copy of your ID or passport

- the contact details of two references

- your contact details

Deadlines for applications is the 16th of January 

5pm. 

Please email your applications or queries to email@

organisation.co.za or call 011 555 5555

The shortlisted candidates will be invited for 

an interview before the end of January 2015. 

Shortlisted candidates may be requested to take an 

Excercise. No late or incomplete applications will 

be considered. Only shortlisted applicants will be 

contacted. We reserve the right not to appoint.

APPENDIX B
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Sample Contract 
of Employment 
Entered into between:………………………………… AND 

………………………………………(herein after referred to as 

“the employer”)

Address of employer:…………………………………………………………… and

(herein after referred to as “the employee”)

Address	and	place	of	written	notification	of	employee:

……………………………………………………………

1. Commencement. This contract will begin on……………… 

 and continue until ……………………………………………………………

2. Place of work ……………………………………………………………

3. Job description ……………………………………………………………

4. Job Title ………………………………………………

5. Termination of employment. Either party can   

 terminate this agreement with four weeks

 written notice. 

6. Compensation- The employee is to receive the 

 amount of ………………… per month to a total 

 of ………………… for the duration of the contract. 

 Compensation is subject to legislated 

 deductions.

 The employee shall be paid on the last working  

 day of the month.

APPENDIX C

7. Hours of work 

7.1 Normal working hours will be from ………… a.m. 

 to ………… p.m. on Mondays to Fridays and from 

 …………… a.m. to ……… p.m. on Saturdays.

7.2 Overtime will only be worked if agreed 

 upon between the parties from time to time.   

 Inclusive of public holidays.

7.3  The employee will be paid for overtime at the 

 rate of one and a half times his/her total wage.

8. Meal Intervals 

 The employee agrees to a lunch break of one 

 hour/30 minutes (delete the one that is that not 

 applicable). Lunchtime will be taken from …………  

 to …………… daily. 

9.  Annual Leave 

9.1 The employee is entitled to ……… days paid

 leave for every 6 months of continuous service. 

 Such leave is to be taken at times convenient to 

 the employer and the employer may require the 

 employee to take his/her leave at such times as 

 coincide with that of the employer. 

10.  Sick leave 

10.1 During every sick leave cycle of 36 months the 

 employee will be entitled to an amount of 

 paid sick leave equal to the number of days 

 the employee would normally work during a   
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  period of six weeks.

10.2	 	 During	the	first	six	months	of	employment	the		

  employee will entitled to one day’s paid sick 

  leave for every 26 days worked.

10.3   The employee is to notify the employer as soon 

  as possible in case of his/her absence from work 

  through illness.

11.   Deductions from remuneration 

  The employer may not deduct any monies from the 

  employee’s wage unless the employee has agreed 

  to this in writing on each occasion.

12.  General

  Any changes to this agreement will only be valid 

  if they are in writing and have been agreed and 

  signed by both parties.

THUS DONE AND SIGNED AT ………………….. ON THIS ………… DAY OF 

…………………………. 20...

………………………………………. EMPLOYER ……………………………………….EMPLOYEE 

Witnesses:

…………………………………………………………….

…………………………………………………………….

Sample Orientation 
Checklist

 Review organisation vision and 

 department missions

 Give the intern a feel for the organisational 

 structure; provide an organisational chart or 

	 staff	list	with	phone	numbers

 Explain the need-to-know items:

	 •	Parking

	 •	Workstation

	 •	Specific	work	dates	and	times	

	 •	Office	hours,	breaks	and	lunches

	 •	Internet

	 •	Using	office	equipment,	i.e.	copy	machine,	phone

	 •	Dress	code

	 •	Attendance	and	punctuality

 Discuss the contract

 Review organisational and employee policies 

 Review the internship — Identify and discuss:

	 •	Main	projects	

	 •	Job	description

	 •	Results	expected

	 •	Action	plan	

	 •	Joint	Goals	

APPENDIX D
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 Set regular evaluation meetings, develop schedule  

 for networking opportunities and exit interview

	 Inform	the	intern	of	departmental	or	staff	

 meetings he/she is expected to attend, and 

 provide time during those meetings for the 

 interns to report progress on his/her project(s)

 Identify a back-up supervisor or support person  

 who can answer the intern’s questions if his/her  

 regular supervisor is unavailable

 Ensure that your intern understands his/her 

 responsibilities, and allow for questions

 Provide a tour of the facility and an 

	 introduction	to	staff

Sample Exit Interview 
Name:

Date:

Department:

Supervisor: 

Company property returned:  Keys  Badge  Other 

1.  How similar was your actual assignment to your  

 expectations? 

2.  How would you rate (company name) as a place to  

 work? 

3. How well did your experience provide information  

	 about	your	chosen	field?	

4. What was the best part of your intern experience?

5.  What was the worst part of your intern experience? 

6.  Would you recommend (company name) to other young 

 creatives? For an internship assignment? Why or 

 why not? 

7. What suggestions do you have for improving the 

 internship programme? 

8. Include any other comments you would like to write 

 down

APPENDIX E
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Sample Form: Intern 
Evaluation of Employer
1. Did you feel the work was a valuable experience in 

 relation to your academic studies? 

2. Were you given responsibilities that enabled you to 

 apply knowledge and skills? 

3. Were you encouraged to take the initiative to work 

 beyond the basic requirements of the job? 

4. Did the organisation and/or supervisor work with you 

 regularly? Were they available to answer questions? 

5.	 Briefly	note	new	skills,	techniques	and	knowledge			

 gained in this position. 

6. Discuss the weak points of your internship   

 experience and ways they may be improved. 

7. Discuss the strong points of your internship 

 experience. 

8. Was there anything that was not covered that should 

 have been covered in the internship program? 

9. Do you think your academic program adequately   

 prepared you for this internship? 

10. If you had any aspect of your internship to do over, 

 what changes would you make? 

11. Would you recommend this internship to other people? 

Note any comments about your particular job not 
covered above. 

APPENDIX F COLOPHON
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>>VANSA>
visual arts network of south africaWWW.VANSA.CO.ZA       INFO@VANSA.CO.ZA+27(0)114022085 
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