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ANNEX 7: GLOBAL INTERNSHIP PROGRAMME - SUPERVISOR GUIDE 
(to be signed by the Supervisor and shared with the intern upon their arrival)


	
The best practices shared in this guideline aim to help you understand your role and responsibilities when you agree to supervise an intern and help you in contributing as much as possible to the professional development of your intern.  

Key components of a typical internship:
· Specific learning objective goals for the intern that are supervised by a staff member with a relevant and related background in the area of work.
· An experience designed to promote academic, career and/or personal development.
· Regular opportunities for observation, reflection, and evaluation.
· Clear linkages between the intern’s learning goals and the organization’s needs.
· A full-time internship duration of minimum 6 weeks, up to 24 weeks.
· Adequate supervision in a safe working environment that includes providing the necessary tools to meet expectations for learning goals and performance. 
An internship is not:
· Free help for the unit, team, or supervisor.
· At the same level as consultant or staff work. 
· A means to replace an employee or to avoid recruiting staff or consultants.
· Carrying out more than 20% “busy” work (filing, covering phone, errands).

Role and responsibilities of an Internship Supervisor:
An intern supervisor’s responsibilities include:
· Developing the Terms of Reference (TOR) for the internship
· Taking part in the screening and interview process
· Conducting the intern’s orientation in collaboration with HR focal points
· Meeting with the intern regularly to evaluate performance and if needs/goals are being met; and assessing the internship programme’s success


Mid-Term and Final Evaluation:
An internship can only be a true learning experience if constructive feedback is provided. An effective evaluation will focus on the interns’ initial learning objectives identified at the start of the internship. Supervisors should take time to evaluate both the intern's positive accomplishments and areas for improvement.
At the end of the internship, the completed evaluation form must be uploaded into the intern’s profile in Stellis by HR internship focal point, as part of the exit procedure.  This form is available in eManual. From January 2021, completing the evaluation form is mandatory.





1. Pre-arrival and day of arrival 

Before they arrive at WHO, interns should receive clear information about the functions and responsibilities expected

· Which projects they will be working on and the expected time frame(s)
· How they will contribute to these projects
· Outline of other tasks that may also be required
· If you have planned duty travel,  inform the intern about how long you will be absent, and provide the name of the person who will supervise and support in your absence.
 
As a supervisor, you and your unit are responsible to ensure that upon arrival interns have immediate access to the following:

· their own desk or viable work space
· a computer (including their log in details and email) 
· an appropriate office chair

2. Induction

This assignment is the first contact with WHO and a general introductory briefing will enable the intern to contribute to the priorities of the office. 

As a supervisor, you are responsible to ensure that the intern participates in available WHO inductions. At Headquarters, interns are invited automatically to participate in the induction sessions.  

In addition to the induction sessions, you should, when possible, support and facilitate the participation of the intern in the weekly meeting of the WHO Intern Network. These meetings contribute to the collaboration of interns as a group with HRT to implement Resolution WHA71.13 and further develop the Global WHO Internship Programme.

Please refer to your Regional Office HR Internship focal point for induction sessions outside of WHO headquarters

3. Supervision of Interns

As a supervisor, you are expected to dedicate time and effort to guide the intern during their assignment and in particular in the first few weeks. Experience shows that interns do well and are able to work more effectively later in the assignment if guidance and good supervision is provided from the start.





4. [bookmark: _2._Keep_Terms][bookmark: _3._Utilize_the] Utilize the skills, motivation and energy of the intern 

To work effectively with interns:
· Make them feel like a member of the team
· Set up interesting tasks
· Provide a clear explanation of the task and details as to why the work is needed, as well as how it will be used
· Outline the relevant background to the work, providing key documents, previous email exchanges and publications as required;
· Keep them in the loop with relevant email exchanges (i.e. copy the intern on exchanges where suitable)
· Invite them along to relevant meetings and conferences if possible
· Allow them space to share their perspectives, ideas and creativity with the team

[bookmark: _4._Ensure_that][bookmark: _5._Supervise_and][bookmark: _6._Document_goals]
Feedback and reward
Regular and effective feedback, as well as recognition, is crucial to a rewarding assignment.

Some suggestions:
· Holding a face-to-face meeting with the intern at least once a week to discuss progress
· Providing constructive feedback is key; remember the internship should be a learning process
· Providing guidance as to how to develop skills is crucial to the learning process for interns
· Providing opportunities to attend trainings, workshops, etc.
· Acknowledging the work done by the intern (one example could be adding their name under a completed project where possible)

5. Learning objectives of the intern during the assignment

Upon completion of the internship assignment, the intern will have/be able to achieve the learning objectives as specified in the Terms of Reference. 

6. Acknowledgement 

[bookmark: _11._JPO_Orientation]I, the intended supervisor, hereby acknowledge the following:

[Please check each box to acknowledge each undertaking.]

[bookmark: Check4]|_|	I have read and I understand the supervision guidelines set out by the Internship Programme.

|_|	I am fully aware of my obligations as a supervisor in accepting the intern.

|_|	I make the commitment to undertake my supervisory responsibilities.




|_|	I have read and commit to conduct myself in accordance with the WHO Code of Ethics and Professional Conduct.

|_|	I have completed the mandatory training on Prevention of Harassment, Sexual Harassment and Abuse of Authority and on Prevention of Sexual Exploitation and Abuse.

|_| 	I am fully aware that a former intern cannot be hired for a non-staff contractual arrangement, of any kind, before the completion of a minimum three-month period after the official end of WHO internship. 

Name of the intern:

Unit:

Name and title of the supervisor:





Date and signature: ……………………………………………………		
	





Note: A copy of the below signed supervisor guide will be shared with the intern during the onboarding



	
ANNEX 1. INTERN Orientation Checklist

Pre-arrival
· Inform the Unit Team Assistant and the administrative focal point about arrival of the intern  
· At least two weeks before the agreed start date ask Unit Team Assistant to coordinate and organize arrival of the newcomer: set up the intern’s work area/office, including furniture, computer, printer, etc. 
· Establish direct contact with the intern upon receipt of Letter of Offer from the intern.
· Organize a briefing agenda for the first day 

Day of arrival
· Overview of the department, unit, division
· Introduction to other members of staff including explanations of their work, and with whom the intern will collaborate 
· Distinguish tasks to be performed between the intern work and the regular staff members’ work
· The office set-up, how access outlook, email address, how to use the printer, scanner and relevant computer software
· Working structures, a tour of the department indicating where the nearest toilets, water fountains, lifts and stairs are
· Health and safety information (i.e. what to do in case of fire, location of safe rooms on your floor, the location of Medical Services, etc.)
· Information regarding applying for the residency/working permit and registering with the relevant authorities, where applicable.

First week
· Discuss the TOR and set clear expectations
· Provide key documents, previous email exchanges and publications as required
· Provide guidance on the projects that the intern will be working on for the duration of the internship. 
· Set up regular weekly meetings

Throughout the internship
· Invite the intern to unit meetings/gatherings and other relevant meetings
· Meet regularly with the intern to review and discuss progress, and provide regular feedback
· Provide coaching and prepare learning/training schedule (optional)
· Update/amend TORs together with the intern, if appropriate
· Allow participation to any announced intern meetings with HRT, and to the Intern Board weekly meetings (HQ)



End of the internship 
· Meet with the intern to review the below aspects of their performance and send a copy of the evaluation form to HR internship focal point. The evaluation form must be uploaded into intern’s profile in Stellis.

· Achievement of the objectives of the internship
· Performance against the tasks allocated
· Skills development or job knowledge gained over the course of the internship
· Overall contribution to the mission of the organization
· Dependability, punctuality, attendance
· Relations with others, overall attitude
· For regions: intern focal point should be contacted for further information on end of assignment 
FOR HQ: 
· request an attestation formally confirming the intern assignment dates at https://intranet.who.int/homes/hrs/attestations/nonstaff.shtml 
· Intern completes the “Internship Exit Survey” provided by HRT and receives their internship certificate
· The intern’s building access badge is returned to Security
· The residency/work permit (if applicable; in Geneva, Carte de legitimation, CDL) must be returned by registered mail (please keep the receipt) to the following address once interns return to their home/study countries:

World Health Organization
HR Liaison Services (CDL)
Avenue Appia 20
1211 Geneva 27
Switzerland
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