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Public Management and Policy Association  

Volunteer Internship Policy

What PMPA does:-
The Public Management and Policy Association support excellence in public services through helping people to learn from each other across all sectors and professions. 
We are a respected Think Tank and Research Centre, and provide high quality Events and Reports on topical issues. Our contributors range from: -

· Nick Clegg, the Cabinet Secretary and the Chair of the Commons Public Administration Committee; to 
· Leading public administration academics; and from

· Senior policy-makers and Chief Executives; to 
· Those who deliver public services directly to the public day-by day. 
We work to improve the quality of public policy-making and of services to the public - no matter who provides them - and we have strong links with both the Private and Third Sectors.

Our approach to Interns
Interns work alongside our small and dedicated team of staff and volunteers, in accommodation that is provided to us by CIPFA near Charing Cross – which is also the venue for many of our events. You will be introduced to all aspects of PMPA’s work and encouraged to take the initiative in making the most of your time with us.

You will also have the opportunity to learn about – and work alongside – aspects of CIPFA’s work in supporting public sector finance professionals. 

But your primary focus will be on the wider public affairs agenda; and you will have the opportunity to work on a range of topical issues, and to directly access leading experts. 

We aim to involve interns fully in all aspects of our work and to create a mutually beneficial experience.  
Interns’ work may include:-
Events and Membership Management

Helping to organize and run events 

Database development

Drafting press releases; web material; and summaries of debates and presentations.

Liaising with other organisations and the media

Research

Conducting literature searches and reviews

Developing questionnaires and other research materials

Being involved with qualitative and quantitative analyses

Writing project reports or other relevant articles

Helping to publicise and disseminate research findings.

Report Production

Researching and approaching potential article writers

Liaising with PMPA’s Editor and printer and ensuring the high quality of proofs 

Organizing and conducting telephone surveys and/or workshop events to provide original research into practitioners’ front-line operational experience. 
Seeking sponsorship and grant income

Helping to research potential sources

Writing bids and providing monitoring reports to funders and partners
Publicizing the work of PMPA; and the benefits of membership and/or sponsorship.  

Interns usually also take on a number of organisational and administrative responsibilities such as editing the website drafting Newsletters and organizing mailshots. Interns also attend Board meetings and draft minutes.
Support

Interns report to the Development Director, who has overall responsibility for assigning and managing their programme of work for the duration of the internship; and for answering work related questions. The Development Director will also be responsible for reviewing, and providing feedback to interns on their skills and personal development; and for providing references.

Interns are expected to work independently, but in close communication with the Development Director, and other staff in PMPA and CIPFA. 
Working Week

We will want to agree your working hours with you in advance and aim to be flexible to meet the needs of both PMPA and Interns, but we normally require Interns to be available for the equivalent of at least one day a week and for a minimum of 8 weeks. The normal Intern working day is 10.00 - 17.00 hrs although you maybe required to start earlier or finish later (by arrangement) on some days (for example to support one of our early evening lectures or workshops), and there  is scope for some home-working.
Expenses
We will reimburse your travel costs to and from work (within London) and provide a maximum of £5 a day food allowance, for both of which you must present receipts. We will also cover other expenses incurred in the course of your work by prior arrangement.

Job Opportunities
Internships are not a prelude to employment. But volunteering for PMPA will provide you with significant opportunities to develop (and/or demonstrate) important job skills and add practical experience to your CV. And you will be able to access leading experts on key topical policy and public administration issues.
As an intern you are a volunteer and will not have a contractual relationship with us. Interns are not employees, servants, partners, or agents of PMPA for any purpose. Interns are not paid or entitled to any benefits given to PMPA employees; and may not bind, obligate, or represent PMPA, unless otherwise authorised in writing by PMPA to do so. PMPA has a number of policies that apply to employees working in the organisation.  No such policies apply to volunteer interns but we expect interns at all times to conduct themselves within the provisions of Equal Opportunities best practice, the Health and Safety, Confidentiality, and Email and Internet policies. The intellectual property rights, including copyright of any report, article, research papers or any other works of an intellectual nature produced by an intern in relation to their volunteer internship activities, are the property of PMPA; and upon PMPA’s request or at the end of the internship volunteers must return to PMPA any documents, other materials, property or equipment PMPA may have allowed them to use while volunteering.
References

We will require a reference from someone who has known you for at least a year preferably in a work / academic capacity. Subject to satisfactory performance we will be happy to provide references.
Application

Please ring 020 7543 5679 to get a good understanding of our work.

PMPA accepts applications for internships throughout the year. 

Application for internships is by CV and covering letter/email to Faith Boardman, Development Director PMPA (faith.boardman@cipfa.org.uk)  

Please include the following details in your covering letter/email to help us process your application:
- Preferred start and end dates
- Week days and times available if part time
- Any specific interest or background you have in Public Policy and Administration and/or in either Research, Information, Marketing, Fund-raising, Report Production or Communications work.
- Specific skills you have to offer.
- Our equal opportunities monitoring form, attached.

We try to process applications as quickly as possible and aim to get back to you within four weeks.
Equal Opportunities Monitoring – Recruitment

PMPA is committed to the promotion of equality of opportunity in its employment policy, practices and procedures.  To make this meaningful we need to monitor the effectiveness of our policies, by analysing statistical information. We would be grateful if you could provide us with the following information – we value your contribution. 

This form will be separated from your application form and treated in the strictest confidence.  The information you provide will be used for statistical purposes only and will not be used as part of the recruitment selection process.  It is helpful if you complete all sections of the form.

Notes on completing this form:
Ethnic Origin:

The ethnic origin categories the same as those used in the population census in 2001.  They are recommended by the Commission for Racial Equality and are the basis for reporting statutory performance indicators.

Disability:

The definition of disability under the Disability Discrimination Act 1995 is “a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities”.

1) Details

	Name:
	


(Your name is required in order that we can identify which stage of the recruitment process you reach i.e. interview, appointment)


	Post/ Internship
	

	Where did you see/hear about the opportunity?
	


2)  My sex is (please tick appropriate box):



Male


Female




3) Ethnic Origin

	I would describe my  ethnic origin as:
	Please tick one box
	Ref.

	White
	British
	
	WB

	
	Irish
	
	WI

	
	Any other white background *
	
	WO

	Mixed
	White and Black Caribbean
	
	MC

	
	White and Black African
	
	MB

	
	White and Asian
	
	MA

	
	Any other mixed background *
	
	MO

	Asian or Asian British
	Indian
	
	I

	
	Pakistani
	
	P

	
	Bangladeshi
	
	B

	
	Any other Asian background *
	
	AO

	Black or Black British
	Caribbean
	
	BC

	
	African
	
	BA

	
	Any other  Black background *
	
	BO

	Chinese 
	Chinese
	
	C

	*Other ethnic group (OE)
	Please state:
	


4)  Is there anyone who relies on you for day-to-day care 
and attention? (Please delete as appropriate)


YES/NO






Age

If YES, are they:
a) Children
0 – 4
(please tick box/boxes)







5 – 11




 






12 – 16








b) Other family member or partner (please tick)


5) Do you consider yourself to have a disability?


YES/NO
(Please delete as appropriate)

6) My age is: (please tick appropriate box)
16 –19





40 – 49




20 – 29





50 – 59



30 – 39





60 +



Thank you for completing this form
