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About the services offered to agencies at ‘Internship in Brighton’ 

We aim to become one of the leaders in the placement of EU students into established and supportive local companies on Internship programmes and offer a full service  of internship placement along with accommodation in a host family or shared flat along with language school lessons and student mentoring, along with a ‘meet and greet option’ when the student arrives.  Those involved in our business here have had years of placement experience, assuring all students the highest levels of satisfaction and a guaranteed internship placement.   
We are able to guarantee an internship placement, by working with many companies who take students through Internship In Brighton. Once a student intern has selected an internship placement suitable, we will do everything else. Your intern can relax knowing that we are taking care of the internship and, if booked, accommodation, school and the arrival destinations  ‘meet and greet service’ .
Booking an initial internship through us is carried out in 3 stages:  

1. You book the student intern in using your normal agency process ensuring that the student chooses an internship area as outlined from the list opposite and adds on accommodation and language lessons if required 
2. You submit the booking form and documents to us 
3.  We accept your student by e mail whilst sending the student a welcome e-mail -if you wish us to do so.
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To  be eligible for an Internship In Brighton placement the student MUST fulfil the following criteria: 
· Hold EU nationality or passport 

· Be aged 17-35 

· Have a reasonable knowledge of English 
· Be looking for a minimum 6 weeks placement, up to 9 months
We need the following documents from you to organise a placement:  

· An internship programme application form, submitted online to us-which
can be the agency booking form
· An up to date CV of the intern written in good English 

· A letter, in English, for a host company -letter of motivation) of the interns
Our internship fields:
Internship in Brighton offers placements in the following sectors: 
· Internship in the Hotel and Catering trade

· Internship in Retail Sales 
· Internship in Travel and Tourism 
· Internship in PR (Public Relations) 

· Internship in Secretarial and/or translation 

· Internship in Journalism 

· Internship in Law 

· Internship in Design 

· Internship in Administration 

· Internship in Fashion 

· Internship in Art, photo & print galleries 
· Internship in Architecture 

· Internship in International Trade 

· Internship in Marketing 

· Internship in Media 
· Internship in Financial Services 

· Internship in Electrical & engineering 

· Internship in Voluntary and Charitable Sectors 

· Internship in IT 
We may be able to offer other internship placement areas, if student interns  wish to make sure that we can offer an internship in their desired sector you should contact us first

Detailed Internship application procedure: 
       
1. After accepting the intern we normally contact them to discuss their requirements & expectations, using as a guide their CV and motivation letter. 

2. They will then receive a confirmation placement acceptance letter by e-mail with instructions- if needed- of how to improve the CV and motivation letter, to make a better impression with any potential company representative. 
3. We will then see if we have a company in the area closest to that they have selected who are interested in offering a placement to them. If the company is unable to offer an internship, we will offer the most appropriate company in the same field. At this stage we communicate with our companies on the students behalf, sorting things out and help by giving them a better idea of expected duties and tasks.. 

4. If a company is interested in the students profile from looking at their CV/letter the company may want to speak to them by phone.

5. This phone interview helps them to be clearer about the students skill set and also to ensure if they would potentially fit into their work place environment. As this is the student interns time to make a ‘good first impression’, they must do some preparation by searching relevant information about the company via the web, perhaps do some interview rehearsals with friends, etc.

6. An invitation to an interview is usually sent by e mail or mail, so it is important they check e-mail frequently and respond immediately. If the company is still willing to offer an internship placement after the interview and the student is satisfied with the offer, we send a placement agreement 

7. If the company does not request an interview we will simply send information about the interested company and a short job description to the intern but if they are not satisfied with the offer, we will continue searching for a suitable internship placement up to a maximum of three internship offers.

8. The official confirmation of placement – placement agreement -will be sent to them outlining the company details, internship job description, the companies and their obligations. 
9. At this point a full invoice will be issued for the internship placement along with any other services ordered and this must then be paid in full immediately.
Ongoing support through the internship 
An important & complementary part of our internship service is to ensure we have a process in place that both the intern and company are aware of that offers a support structure to ensure that any problems are dealt with efficiently if & when they occur.   

This takes the form of a six stage process

1. On booking we encourage the intern to ask any questions about the internship to us and the company that will ensure they are fully informed as possible about the expectation of the company, the workplace and the work duties. 
2. We set out very clearly in a placement  agreement  to the company and the intern what their key responsibilities will include

3. We offer a mentoring service to the intern by e mail, phone or face to face through the period of the internship offered advice and support.  We also offer professional counselling sessions if we feel this would be more appropriate and if needed with qualified counsellors/practitioners. 

4. We have a 24/7 phone support line (local call rate usually applies).

5. Upon completion of the internship we issue a certificate to the intern to ratify the successful completion of the internship period signed by us and a representative of the company, based on a general level of satisfaction as related to the placement contract.  A report may also be written by the company on the student interns key successes and any perceived weaknesses. This then gives the intern something positive to work towards. 

6. We will ask the intern to complete an evaluation form in respect of the services provided by IIB and their time with the company to help us better plan service provision in the future. 

We constantly monitor the companies for any changes of staff, company policy and direction and other areas that may alter or substantially affect  impair or improve the interns experience. 

We recommend the appointment of an internal company mentor wherever possible also . 

Internship in Brighton 2010-11 suppliers prices
Price includes dealing with application, finding suitable internship, liaising with company, mentoring student and arranging support & social meetings when necessary
Basic registration fee per client per partner agency £99 
There is no charge for the internship when accommodation & mentoring is booked also 

If this is not taken a charge of £250 applies but until 28th February this is reduced to £200
Language school charges:

Please note 2 weeks minimum booking

	Standard English
	15 lessons

20 lessons
	12.5 hours

16.6 hours
	£  95

£150

	Intensive English
	25 lessons

30 lessons


	20.8 hours

25 hours
	£220

£240

	BULATS Exam General English inc business English*
	20 lessons
	16.6 hours
	£205

+£30 exam fee


POA for other options 

*Cambridge ESOL’s Business Language Testing Service (BULATS) is a multilingual tool for organisations and students that offers a rapid, reliable and cost effective way of having your language skills assessed. BULATS tests communication skills that are needed in real business situations. It enables all four skills to be tested – listening, speaking, reading and writing.  BULATS is developed and delivered by University of Cambridge ESOL Examinations in collaboration with leading experts. See http://www.bulats.org/Bulats/Bulats.html
Accommodation charges:
	Homestay
	Single half board -own room

Twin half board- shared room 

Single breakfast only- own room
Twin breakfast only- shared room 
Single self catering -own 
room 

Twin self catering-  shared room 
	£135
£115

£125
£110
£120
£105
	Maybe 1-2 other students staying in flat/house with the family 

	Flatshare
	Single room self catering

budget –own room

Single room self catering standard-own room
	£130
£145
	Maybe up to 4 other students sharing  flat

+£150 deposit on arrival, returned when leaving

	Self contained flat
	Own room with en suite 
	£195
	Limited availability 


Arrival  ‘meet and greet’ 

Price includes meeting intern at airport or station, help with carrying luggage, welcome pack & induction, plus interns ticket for all single train and coach fares to their final destination (Brighton or Hove), as well as the taxi fare to their accommodation from Brighton or Hove station.
	Brighton or Hove stations
	£ 50

	Gatwick Airport
	£ 80

	Heathrow Airport
London City Airport

Luton Airport 
	£150

	St Pancras International
Stratford or Ashford International
	£140


Mentoring package £9.99 a week. 

The price includes 24/7 mentor helpline, arranging support & social meetings when necessary, regular liaison with language school, interns Brighton company and English family , collating & issuing certificates. This is intended to offer complete ‘piece of mind’ to the intern and their family that they will be looked after whilst in England and there’ll be someone to help deal with problems, should anything go wrong. 
IIL contact details 

Managing Director: David Wiseman 

Phone: +44 (0)1273 251271 (skype) or +44 (0)1273 889452 

E mail : info@internshipinlondon.com

Web: www.internshipinlondon.com
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