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This should answer any questions you might have about how the internships operate, what 

you have to do, and when to expect things. 
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1. Application and selection process 
The Ogden Trust funds Ogden alumni, who are currently university undergraduates or 
school-leavers in the physical sciences, to carry out 6-8 week summer placements 
across a number of organisations and universities throughout the UK. The applicants 
are drawn from a wide pool; gifted physicists currently or previously on means-tested 
scholarships, as well as physics prize winners. Historically, most applicants for these 
placements have been first and second year undergraduates, though every school-
leaver we have placed has had a very successful internship. 
 
Although the Ogden Trust does the recruitment, it is the host organisation that decides 
if the candidate is suitable for the placement, having the final say on whether to accept 
the intern. We will send the candidate’s information to the host organisation by mid-
April. The supervisor for the internship must contact the intern directly before 
confirming the placement. For most people, a phone interview is sufficient, although 
interviews may be in person. 
 
Once a supervisor accepts the candidate, they take over communication with them 
directly to plan the internship, while the Ogden Trust deals with financial and 
administrative matters. Please contact the candidate before 11 May and set dates 
for the internship that best suit you both. We will issue agreements as soon as you 
confirm the suitability of the candidate and finalise the dates. 
 
If a student is applying on the Create Your Own Internship Programme, we will contact 
the host organisation to confirm the details and suitability of the placement. The 
deadline for applications for this programme is Sunday 8 April. 

 
2. Expenses for interviews  

If you have required the intern to attend an interview, they may claim travel expenses 
using The Ogden Trust expenses claim form. The intern should contact us to ask for 
one. 

 
3. Accommodation 

The Ogden Trust is not responsible for the accommodation of the interns. The interns 
should find their own accommodation where necessary. Some universities and 
institutions have cheaper accommodation available for interns and students during 
summer; if this is available for the Ogden interns, please advise them on who to 
contact.  

 
4. Photographs  

The interns may want to take photographs during their internship to record their work. 
Please discuss this with your intern if you have any guidelines regarding commercial 
sensitivity or intellectual property rights. The Ogden Trust reserves the right to use 
photographs the interns supply to us on our website and social media outlets, or in 
printed materials. If the photographs include people, the interns should seek 
permission for The Ogden Trust’s use of the photographs. 
 

5. Duration  
Internships are typically six weeks long and will generally take place between mid-June 
and mid-September 2018 at a time mutually convenient to the supervisor and the 
intern. Some eight-week internships are available upon agreement with the Trust. 
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6. Student bursary 
The bursary rate is £60 per day, payable by the Trust directly to the intern after the 
internship is completed. For placements based in Central London, the rate is £70 per 
day. No further supplements will be considered. The grant will be paid without the 
deduction of tax or national insurance but may form part of the student’s overall taxable 
income for the year 2018/2019.  

 
Payment of the balance will be made after the required written submissions are made, 
electronically, to The Ogden Trust. These are due within two weeks of the end date of 
the internship.  

 
After receipt of the final paperwork, payment is normally made within 2-3 weeks. 
 

7. Forms  
All forms will be supplied by the Ogden Trust via email. We will be using online feedback 
and endorsement forms this year.    
 

7.1. Timesheet – during the internship, the intern will only receive a bursary for the days 
worked. There are no payments for days absent through illness. If they need a day off, 
the host organisation will grant that at their discretion, but they will not be paid unless 
the host organisation can allow them to work another day instead or extend the 
internship. The intern cannot receive their bursary unless this timesheet is signed by 
the supervisor and submitted.  

7.2. Endorsement form – this must be completed by the supervisor to confirm that the 
intern has satisfactorily completed the internship. Again, the intern cannot be paid 
unless this form is also submitted!  

7.3. Feedback form – every year we consider feedback from both interns and host 
organisations when we develop the following year’s programme. Please complete the 
feedback form at the end of the internship.  

 
8. Dress code  

Please let the interns know how smartly you are expecting them to dress for work. If 
you require the intern to wear any special or protective clothing during the internship, 
please provide them these items. 

 
9. Expectations  

Interns are expected to make the most of this opportunity through enthusiastic 
participation in the tasks they are assigned. Some host organisations offer a more 
structured experience than others, but all should allow the interns the freedom to use 
their initiative at some point to develop their skills, experiment with their ideas, and 
explore areas outside their comfort zone. 
 
The internships are designed to give the interns a full picture of working life in a 
particular environment, and will include intellectual, organisational and responsibility 
challenges, but may also include some mundane tasks that they should tackle with 
equal fervour! Please ensure the internship projects are prepared before the intern 
arrives – the better prepared you are, the more beneficial the internship will be to both 
the host organisation and the intern. 

 
Needless to say, interns should be punctual, act as ambassadors for The Ogden Trust, 
communicate with their supervisor if they have any concerns or are unexpectedly 
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absent/late and generally behave in a professional manner. This includes use of their 
mobile and personal emails.  
 
In 2017, a total of 66 summer internships were successfully completed, across 32 host 
organisations. 21 of these interns were nominated for an Outstanding Internship Award, 
acknowledging and rewarding those interns who excelled in their placement, and who 
had shown commitment, personal development and growth as a result of their internship 
experience. 
 
Feedback from supervisors indicated that nearly all previous interns have been of a very 
high standard, the majority making genuine and worthwhile contributions to exceedingly 
complex projects and having a significant impact on ongoing research and business 
practices.  
 
Previous feedback from interns shows they found the opportunity for regular reviews 
with their supervisor to be useful; likewise, interns appear to have benefitted from 
involvement in team seminars and meetings, and other “informal” 
discussion/presentation forums. If appropriate, you could ask your intern to prepare a 
poster presentation to conclude their placement. Please let us know if this is 
happening. 

 
10. ‘Contracts’  

The Ogden Trust will issue an Agreement for the interns, the host organisation, and the 
Trust to sign. This year, these forms will be issued and completed electronically. The 
agreements will be drawn up as soon as the placement is confirmed and dates have 
been agreed; all parties will receive an email notification when the agreements are 
available for completion. 
 
The agreement sets out the expectations on all sides and clarifies the relationship 
between all three parties; they are equally applicable to Ogden-sourced internships and 
‘Create Your Own’ internships.  

 
11. Illness and early cessation of internship  

Absences through illness will not be covered by the bursary for. Our experience shows 
that, as the internships are only for a relatively short period and at a time of year not 
usually associated with high levels of illness, this is not usually a problem. However, if 
an intern becomes ill for more than three days, they should contact The Ogden Trust 
office to discuss the situation. If an illness is likely to remain prolonged, the Trust 
reserves the right to bring the internship to an early closure after discussion with the 
host organisation to determine its requirements.  

 
Early cessation of an internship may also occur at the request of the host organisation 
if the intern’s attitude to work is consistently below expectations.  
 
The Ogden Trust only provides a bursary for the days worked. If the intern misses a 
day of work, it will be subject to the supervisor if s/he wants to exchange the day or 
extend the internship dates. 
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12. Written Submissions  
The interns are required to submit one piece of written work to the Ogden Trust to 
complete their internship.  
 

12.1. Reflective Diary: 
The objective of a reflective diary is to assess and evaluate the benefit of the internship 
experience to the intern. It should not be an academic paper or simply a list of things they 
did. If you would like a copy of your intern’s diary, please let me know and I will be happy 
to send it to you. Each year, we publish a selection of the diaries on our website: 
https://www.ogdentrust.com/alumni/summer-internships  
 
In addition, the intern may be asked to contribute to an academic paper or create other 
documents and resources for the host organisation in the course of their work. They do 
not need to submit these to the Ogden Trust; however, we would be delighted to learn if 
the intern will be named as a co-author on a published paper, or if the intern has produced 
a piece of work for a host that will be influential in some way 
 
12.2. Use of Written Submissions: 
The Ogden Trust reserves the right to publish written submissions by interns either 
electronically or in print. A selection of interns’ work may appear on the alumni database 
and the Trust’s website and have links to it from social media sites. It may also feature or 
be referenced in printed material. 

 
12.3. Writing for Public Consumption:  
The host organisation should ensure that the intern does not write about commercially 
sensitive information in their diary, or anything that compromises other people’s 
intellectual property. If you are not sure about this, ask your intern to let you read the diary 
before submitting it to the Trust, as it might be published online or in print.  

 
13. Ogden Trust contact  

Dr Amnah Khan is the co-ordinator of the internship programme: 
amnah.khan@ogdentrust.com, 0208 634 7474 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.ogdentrust.com/alumni/summer-internships
mailto:amnah.khan@ogdentrust.com
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14. Frequently Asked Questions 
 

• Who insures the student? 

We expect that the student would be covered under your normal Public Liability 

Insurance. It would be prudent to inform your insurance company that you will be 

hosting a student during the summer for a short, fixed-term project. 

• Should I undertake a specific risk assessment? 

Depending on the nature of the proposed project, we would expect that you would 

undertake a Risk Assessment. We can supply a Generic Model as a helpful guide if 

required. 

• Should we undertake an induction process? 

It would be good practice to ensure that a simple induction is undertaken to cover the 

site, site rules and the usual matters which would apply to any new starter. 

• What happens if there are any problems? 

For any problems, please contact The Ogden Trust Programme Officer, Amnah Khan 

amnah.khan@ogdentrust.com . 

• Use of computer, internal resources, and confidentiality?  

It would be helpful to know if the student needs to have access to their own computer 

and access to a printer to complete the project, or whether this is provided by the host 

organisation. Students should be briefed on how information should be handled and 

who they should talk to if they have any queries. The project could be purely internal or 

suitable to be put into the public domain as determined by the host.   

• Should the project be purely physics and/or engineering based? 

The intention is to ensure that the student has a real-life opportunity to use and 

develop their STEM skills. This could be quite technical, or be designed within a 

commercial or marketing context, providing it references information of a technical 

nature, and would involve some form of analysis and data management, enabling clear 

conclusions to be drawn and subsequent recommendations made.  

• How is the student paid? 

The student is paid their bursary directly by the Ogden Trust at the end of the project 

upon its successful completion. This is confirmed by the host organisation through a 

simple timesheet.  

• What do students typically ask as they prepare for the internship? 

• What time do we need to report for work on the first day and what ID should I bring? 

• Do I need to sign in daily? 

• What will my working hours be? 

• What is the dress code? 

• What are the lunch arrangements – is there a staff canteen? 

• Who will I work closely with/who will my supervisor be? 

• Is there somewhere to lock up my bike safely? 

• Can I do any research to help me prepare for the project? 
 

mailto:amnah.khan@ogdentrust.com
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• What makes a “good” internship and project? 

Without exception, all interns valued the following: 

• Being treated like an adult 

• Feeling part of a team 

• Being able to both question and listen to colleagues 

• Getting out from behind the desk and “engaging” with the problem they were trying 

to find solutions for  

• Being challenged and stretched in their thinking 

• Being given responsibility 

• Being given feedback to help in their analysis 


