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Date
Dear,
Internship with (Department)
This letter confirms your internship with the (Department) at The University of Auckland from (Date)
Your internship will include the following general duties:
·  (Details of tasks or duties that they will be expected to undertake)
During your internship, you are deemed not to be an employee of the University of Auckland as you will not receive any salary or wages for the work you carry out.  

You will however be required to adhere to The University of Auckland’s Health and Safety Policy and as you will be reporting to me during this internship, I will be responsible for ensuring you are aware of what is expected of you under this policy. (Please add in here any other policies/procedures they will need to adhere to during the course of their internship).
During and post your internship, you will not use, divulge or communicate to any person any information, apart from that relevant to normal business with clients or to persons who have proper authority, relating to the University’s business, or that of its principles, without the University’s prior approval.
Should you have any questions, please do not hesitate to contact me.  We look forward to providing you with valuable experience at the University of Auckland.
Kind regards

(Manager)

(Job title)
(Department)

I (insert name) agree to the conditions as outlined above.
____________ (date) ________________ (signature)

