Creating structured opportunities for young
people to learn, develop and gain meaningful
work experience.
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Internship Policy

This policy has been developed in alignment with the Zambia National Internship Guidelines (2019) and
should be read alongside applicable laws and regulatory requirements in Zambia, including the
Employment Code Act No. 3 of 2019, occupational health and safety requirements, workers’ compensation
requirements, immigration requirements for non-Zambian interns, and other applicable legislation as
amended from time to time. It outlines the Restless Development Zambia Internship Programme, providing
clear guidance on its structure, implementation and administration. The policy serves as a framework for
managing interns and student attachments, ensuring a supportive, structured and lawful experience that
aligns with organisational goals and national good practice.

1. Purpose

The Restless Development Internship Programme is designed to offer highly motivated students and recent
graduates from diverse academic backgrounds an invaluable opportunity to gain hands-on experience in
various fields, including Community Programming and Program Management, Finance, Procurement,
Human Resources, Monitoring and Evaluation, Communications, and Strategy and Direction. Participants
receive mentorship from seasoned professionals, equipping them with the skills and tools necessary to
drive economic growth and lead development initiatives within their communities. This aligns with Restless
Development's mission to empower young people as catalysts for sustainable development.

A key component of this programme is the Restless Development Alumni Network, a vibrant community of
over 16,000 former volunteers, staff, interns, trustees, and supporters. This network serves as a platform
for alumni to continue their leadership journeys, share experiences, and collaborate on initiatives that
promote youth-led development. By engaging with the alumni network, interns can expand their
professional connections, access ongoing support, and contribute to a collective movement driving
positive change worldwide. Through this comprehensive approach, the internship programme not only
fosters individual growth but also stimulates a sustained interest in youth-led development, ensuring that
young professionals remain engaged and active in their efforts to create meaningful societal impact.

2. Policy Statement

Through this policy, the Charity will be committed to providing Interns with a quality experience that involves
meaningful activities and the opportunity to learn and gain practical work experience in their related field
of study and work. Interns will be provided with a clearly defined scope of work, framework of participation
and learning, and will be supervised by a suitable Restless Development staff member, who will monitor
progress to ensure effective contribution and resolve any concerns of the Intern.

An intern is a person registered under an internship programme. An intern is not an employee of Restless
Development Zambia. Interns are not eligible to receive certain social benefits from their places of work
and may or may not receive remunerations. Interns will not be considered as a substitute for staff, and will
not normally represent Restless Development Zambia in any official capacity, but through their work bring
value-added to the Hub. Internship recruitment will be conducted through a transparent and competitive
application and selection process in accordance with Restless Development Zambia Recruitment and
Selection Policy. Internship duration shall be limited to a 3-12 months duration, non-renewable after the 12
months limit.
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2.1 Legal and Policy Framework

This policy is guided by the Zambia National Internship Guidelines (2019) and must be implemented
consistently with applicable Zambian law. The Employment Code Act No. 3 of 2019 regulates
employment relationships and prohibits arrangements used to avoid employment obligations.
Accordingly, the title 'intern’ or the payment of a stipend does not on its own determine legal status; the
actual nature of the placement must remain primarily developmental, time-bound, supervised and linked
to clear learning objectives. Restless Development Zambia will also comply with applicable occupational
health and safety, workers’ compensation, immigration, non-discrimination, safeguarding and
confidentiality requirements. Where there is uncertainty about the legal status or statutory treatment of a
placement, People and Performance will obtain appropriate guidance before the placement is approved
or extended.

3. Definitions

3.1. Internship

Internships formally integrate students’ and graduates academic studies with practical work experience in
a professional environment. They are structured, supervised experiences involving intentional learning
goals that support the students’ and graduates educational and career interests while enhancing personal
development and professional preparation.

The Internship Agreement with Restless Development is intended to establish a formal temporary learning
and work-experience relationship and does not, by itself, constitute an offer of employment. The agreement
must clearly state the learning objectives, duration, supervision arrangements, stipend or financing
arrangements, working pattern, applicable policies and termination provisions. Nothing in this policy or an
Internship Agreement shall be used to exclude any statutory right or protection that applies to an individual
under Zambian law based on the actual nature of the relationship.

Students and graduates will participate in three primary categories of internships:

i.) Paid Internship:

Under this category of the internship programme, interns will be entitled to a standard monthly stipend,
subject to periodic review and availability of approved funding. The stipend is intended to contribute
towards transport, meals and other reasonable incidental costs associated with participation in the
internship. Where the placement falls under the National Internship Programme or another scheme for
which a minimum stipend is prescribed, Restless Development Zambia will meet at least the applicable
minimum. Funding must be identified and approved by Finance before the internship role is opened.

ii.) Unpaid Internship:

An unpaid internship may only be used where permitted under the applicable national internship framework
and where the placement is genuinely structured around learning rather than filling an established staff
role. The terms must be clearly set out in a written Internship Agreement before commencement. Any
approved work-related expenses will be handled in accordance with this policy and Restless Development
procedures. The People and Performance Unit must review unpaid placements before approval to ensure
that the arrangement remains appropriate and compliant.

iii.) Academic Internship:

Under this category, the Internship programme may be paid or unpaid depending on availability of funding.
Internship duration under this category shall be limited to a 1-3 months period. Each Project or Organization
unit will be restricted to a maximum of one intern every 3 months. Interns under this category must be
students enrolled in a graduate school programme (College or University Degree, Diploma, Certificate or
equivalent). Internship applications under this category should be accompanied by an official letter from
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the applicant’s University or College on the institution’s official letterhead. The Charity’s Hub Director will
allocate a mentor as a performance manager for the Intern. This should be a mentor who is available and
committed to overseeing the intern’s Learning objectives and outcomes. The scope of work under this
category will be supplemented by the Learning objectives drawn by the intern and or University/College
Faculty submitted to the line manager at the start of the internship programme.

4. Eligibility Criteria

4.1 In order to be eligible to apply for internship programmes in Zambia under this Internship Programme,
applicants must meet the requirements of the relevant internship category and any applicable national
requirements.

4.2 ELIGIBILITY CRITERIA FOR INTERNSHIP

For a graduate internship, an applicant should be a graduate from a recognised education or training
institution, or equivalent. A non-Zambian applicant must provide evidence of qualifications and must have
the legal right to reside and undertake the internship in Zambia for the full duration of the placement.
Restless Development Zambia will not normally sponsor visas or immigration permits for internship
placements. For an academic/student attachment, the applicant must be enrolled at an accredited
university, college or equivalent institution and provide an official placement or introduction letter where
required by the institution.

Restless Development Zambia is committed to fair and inclusive access to internship opportunities and
will not discriminate on prohibited grounds. Any age, study-level or recent-graduate requirement may only
be applied where it is objectively connected to the purpose of a specific programme, donor condition or
lawful eligibility requirement and must be stated in the advertisement.

4.2 Priority may be given to prospective interns who are from Zambia and reside in town, or district the
internship role is stationed.

5. Application Procedure
5.1 All Restless Development Zambia Internship Placements will be advertised in accordance with the
Restless Development Zambia nationalised Recruitment and Induction Policy sections 2.3 and 2.6,

5.2 Applicants must send soft or hard copy applications, fulfilling the requirements stated in the advert.

5.3 Applicants for academic internship programme must send soft or hard copy applications accompanied
by Official letter from their university or college on the institution’s official letterhead;

5.4 Applications for the Paid and Unpaid Internship Programmes will only be considered for advertised
Internship roles;

5.5 Applicants must state clearly and precisely in their application; the specific internship area or scope for
which they are applying, the skills and experience they expect to gain or develop during the period of
Internship and the contributions they will make to the work of the;

5.6 Advertised internship placements will be short-listed and selected with a selection panel consisting of
the People and Performance Unit, Prospective performance manager for the intern, and Member or the
project or organisation unit.
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6. Policy Procedures

6.1. Internship conditions

6.1.1 Internships will normally be for a minimum period of one (1) month and a maximum period of twelve
(12) months, depending on the nature of the placement and learning objectives. Academic/student
attachments may be shorter where this is required by the educational institution. Any proposed extension
beyond twelve months must be reviewed by People and Performance and approved by the Hub Director in
accordance with the National Internship Guidelines and applicable law.

6.1.2 The Charity’s Hub Director will allocate a mentor as a line manager for every Intern under this policy.
This should be a mentor who is available and committed to overseeing the intern’s Learning objectives and
outcomes.

6.1.3 Restless Development will formulate clear structured learning targets for each internship scope to
help build the professional capacity of the interns. See table in Annex 1.

6.1.4 Full-time interns will normally follow Restless Development Zambia’s standard working hours and
approved flexible-working arrangements applicable to the Hub. Working hours, rest periods and any
approved work outside normal hours must remain consistent with applicable law, organisational policy and
the intern’s learning objectives. Interns should not routinely be required to work overtime. Where
exceptional weekend or public-holiday work is approved, appropriate time off in lieu will be provided.

6.1.5 Interns on part time or academic internship, will be expected to be available for a minimum period of
21 hours per week or three days per week. Interns may work for more or less than this minimum period,
subject to the agreement of the line manager.

6.1.6 Interns will adhere to the Zambia Employee Handbook, Code of Conduct, Health and Safety,
Safeguarding Policies and all Restless Development Policy and Procedures.

6.1.7 Interns will maintain dignity at the workplace in accordance with Restless Development Employee
Handbook section 6. Therefore, interns are not permitted to indulge in bullying, harassment, victimisation
and sexual relationships with staff or volunteers at the workplace. Breach of dignity at the workplace will
be considered a disciplinary issue, which may result in dismissal.

6.1.8 Benefits and statutory coverage applicable to interns will be determined by the nature of the
internship arrangement, the National Internship Guidelines, the Internship Agreement and applicable
Zambian law. Restless Development will maintain appropriate duty-of-care, occupational health and safety,
safeguarding and incident-response arrangements for all interns. Any work-related injury or incident must
be reported immediately and handled in accordance with applicable workers’ compensation and
organisational procedures.

6.1.9 Interns are not automatically entitled to employee benefits that are reserved for employees. However,
nothing in this policy limits any statutory entitlement or protection that may apply under Zambian law.
Where an intern requires extended leave for maternity, paternity, study, illness or another protected or
exceptional circumstance, People and Performance will review the matter on a case-by-case basis with
reference to applicable law, the Internship Agreement and the learning placement.

6.1.7 An Intern can apply for a full-time employment opportunity advertised by Restless Development
during their Internship Programme. If successful, the People and Performance Unit may recruit a
replacement for the remainder of the unserved internship period.

6.1.8 Participation in the Internship programme does not entitle or guarantee the intern any future
employment rights.
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6.1.9 Interns under this policy will not be considered as substitutes for staff or members of staff of Restless
Development Zambia and therefore any privileges or benefits agreed between Restless Development
Zambia and its employees and with the Government of Zambia do not apply to Interns.

6.1.10 Interns may begin their internships only after they have agreed to the terms of reference and terms
and conditions of the Internship Programme.

7. Benefits

Internships offer graduates a period of practical experience in the industries relating to their fields of study.
This experience is valuable to graduates as a means of allowing them to experience how their studies are
applied in the “real world”. Graduates acquire knowledge, skills and attitudes not learned in the classroom
but necessary for work. Internship contributes to the employability of participating learners, as it allows
them to acquire relevant industry experience for the job market and hence helps them to obtain decent
jobs. Interns may also have the possibility of availing themselves for forthcoming opportunities for paid
work during their internships.

The network of professional contacts they gain during an internship programme may help them to acquire
references that can be used in their future job searches.

Other possible benefits for interns include: Opportunities for trainees to determine if they want to pursue
careers in a sector; Opportunities in which interns can test and refine their skills; Internships may also allow
young people to access evidence of their abilities. Enhanced personal development by improving
confidence of interns by exposing them to the real world of work.

7.1 Interns under the Paid Internship category will receive a monthly stipend approved by Restless
Development Zambia and subject to periodic review. The approved rate must not fall below any minimum
stipend applicable to the placement under the National Internship Guidelines or other applicable scheme.
The current organisational stipend rate will be communicated in the Internship Agreement rather than fixed
permanently in this policy.

7.2 During the internship period, full-time Interns will be entitled to two days annual leave or rest period a
month (in addition to Saturdays, Sundays, and public holidays). Part-time interns will be entitled to 1-day
annual leave or rest period a month (in addition to Saturdays, Sundays, and public holidays) or allocated a
pro rata amount of annual leave based on the number of hours they work. Bank holidays will also be
calculated on a pro rata basis to ensure fairness and prevent part-time interns who normally work on
Mondays benefiting from more bank holiday days than part-time interns who do not normally work on
Mondays. Where a part-time intern’s normal working day falls on a bank holiday, they can agree with their
performance manager to flex their working days for that week so that they are not required to work on a
bank holiday. The rest periods or annual leave days can be accrued but must be utilised before the end of
the Internship period. Any unused accrued leave days will not be compensated financially.

7.3 During the internship period, full time interns will be entitled to 12 days compassionate leave in
accordance with the employee handbook. Part-time Interns will be entitled to a maximum of 6 days
compassionate leave per financial year at the discretion of their performance manager and Leadership
Team.

7.4 During the internship period, full time interns will be entitled to 3 days Family Responsibility leave in
accordance with the employee handbook. Part-time Interns will be entitled to a maximum of 2 days Family
Responsibility leave per financial year at the discretion of their performance manager and Leadership
Team.
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7.5 During the internship period, Interns will be entitled to uncertified Sick Leave in accordance with the
employee handbook and certified sick leave at the discretion of their performance manager and Leadership
Team.

7.6 Interns will be given an opportunity to have field experience in their specific programme or unit
placements. All work-related costs or expenses will be covered by Restless Development, that is, Travel to
and from target intervention sites (placements) when assigned to do field work, related communication
and meals.

7.7 Receive mentorship from experienced professionals, acquire hands on experience, participate in
quarterly staff workshops and trainings, and access to a global network of Restless Development Staff.

7.8 Performance development through our performance management cycle in accordance with the
Restless Development Performance and Development Policy.

8. Obligations of the Intern
8.1 The Intern will demonstrate willingness to participate fully and actively in the learning experience by
planning their programme of work with their performance manager.

8.2 The Intern will participate in the Restless Way induction and orientation programme at Restless
Development.

8.3 An Intern is required to conduct themselves at all times in a manner that will not be detrimental to the
image and standing of Restless Development.

8.4 Adhere to Restless Development Code of conduct, Employee Handbook, Health and Safety, Safeguarding
policies.

8.5 Adhere to all Restless Development Financial and Performance management guidelines and
procedures.

8.6 Adhere to the Zambia National Internships Guidelines.

8.7 An Intern is required to keep confidential all information including unpublished information made known
to him/her during the period of Internship and must sign a confidentiality agreement, code of conduct and
safeguarding policies prior to commencing work.

8.8 With the assistance of his/her performance manager, the Intern will be required to complete all
performance review, evaluations forms during his/her internship experience which would feed into the final
Internship performance evaluation.

8.9 The Intern is required to work within the regulations and rules as applicable to them in the under this
policy and the employee handbook.

9. Obligations of Restless Development

9.1 Register or notify its internship programme with the competent Government authority where
registration or notification is required under the applicable national internship framework, and maintain the
records required for monitoring and certification.

9.2 Adhere to National Guidelines and Principles on Internship Programmes as promulgated by the relevant
authorities.

9.3 Restless Development will provide the Intern with a conducive working environment and working space.

9.4 Restless Development will provide requisite equipment for the Intern’s use during the term of the
internship.
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9.5 Restless Development will formulate clear structured learning targets for each internship scope to help
build their professional capacity of the interns. See table in Annex 1.

9.6 Restless Development through the Charity’s Hub Director will assign a mentor as a performance
manager for every Intern under this policy. This should be a mentor who is available and committed to
overseeing the intern’s Learning objectives and outcomes.

9.7 Restless Development through its performance management cycles will ensure performance and
professional development of interns. Assigned performance managers must ensure to strictly adhere to
Restless Development performance management cycles and procedures in accordance with the Restless
Development Performance and Development Policy.

9.8 Restless Development will pay the Interns under the paid Internship category a monthly agreed
allowance during the term of the Internship.

9.9 Restless Development Zambia may terminate an internship for gross misconduct or another serious
breach in accordance with the Internship Agreement, applicable organisational procedures and Zambian
law. For performance or other remediable concerns, the intern should normally be informed of the concern
and given reasonable support and an opportunity to improve before termination. An intern may also
terminate the Internship Agreement in writing in accordance with the notice provisions stated in the
agreement and the National Internship Guidelines.

10. Recruitment of Volunteers into Internship Programme

Restless Development is committed to fostering professional development and cultivating a diverse pool
of talent, Current and Former volunteers who have demonstrated exceptional performance and alignment
with the Restless Development's mission may be considered for internship roles, subject to availability of
internship opportunities and funding for the internship role.

Restless Development maintains a volunteer database to track the engagement, skills, and achievements
of volunteers. As part of our recruitment strategy, we will actively consider qualified volunteers from this
database for open internship positions, ensuring a seamless pathway for volunteers to further develop their
skills. Volunteers will be assessed in accordance with the same criteria applied to external internship
candidates.

Volunteers who have previously engaged with the Restless Development possess a comprehensive
understanding of our mission, core values, and operations. This facilitates a more seamless transition into
internship roles, as these individuals are already acquainted with the organisation’s strategic objectives,
internal policies, and work environment. Their prior experience with the organisation enables them to swiftly
acclimate to the demands and expectations of the internship positions.

Furthermore, volunteers who are familiar with the organisation's key stakeholders, team structures, and
operational processes are positioned to contribute more effectively and efficiently. This familiarity ensures
that they can quickly assume responsibility for more complex tasks and projects, thereby maximizing their
impact from the outset of their internship. By leveraging their prior knowledge, these individuals can engage
in higher-level responsibilities with minimal supervision, allowing them to make meaningful contributions
to organizational goals in a timely manner.
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11. University Partnership for Student Attachments

Restless Development Zambia is dedicated to establishing and maintaining collaborative partnerships
with accredited universities and higher education institutions to facilitate student attachment programs.
These partnerships are designed to offer students meaningful professional experience.

Restless Development Zambia recognises the value of providing university students with opportunities
for practical, real-world experience through structured attachment programmes.

11.1 Scope and Guidelines:

1.

2.

Eligibility Criteria for Students:

o Students must be enrolled in an accredited university or higher education institution,
pursuing an undergraduate or postgraduate degree.

o The student must meet the academic requirements set forth by both the partnering
university and Restless Development Zambia for participation in the attachment
program.

o The program is open to students across various disciplines, depending on the availability
of relevant roles within the company. See section Annex 1

Duration and Timing of Attachments:

o The typical duration of student attachments will range from 3-4 months, as agreed upon
with the partnering university, and in alignment with the academic calendar and Restless
Development Zambia.

o Attachments may be offered during academic breaks, summer sessions, or as part of the
student’s formal curriculum, which requires industry placement or practical training.

11.2. Eligibility Criteria
To participate in the Student Attachment Program, students must:

Be enrolled in an accredited academic program with a requirement for practical work experience.
Meet any specific academic or skill prerequisites outlined by Restless Development Zambia or
the partner organization.

Demonstrate a strong interest and aptitude for the field of work in which the attachment is being
offered.

Successfully pass any interviews or selection processes established by Restless Development
Zambia or the partner organization.

11.3. Recruitment and Selection

Advertising Opportunities: Student attachment opportunities will be advertised to eligible
students through university career services, internal communication channels, and partner
organisations.

Application Process: Students must submit an application that includes their resume, academic
transcripts, and a statement of interest. Additional documents may be required, as specified in
the program’s recruitment materials.

Selection Criteria: Alignment with the programme'’s objectives, and the quality of the student’s
application materials.

Interview Process: Shortlisted candidates may be invited for interviews to assess their suitability
for the attachment programme.

11.4. Duration and Structure of Attachments
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e Attachments may vary in duration based on academic requirements, the nature of the work, and
the partner organisation's needs.

e The typical duration of a student attachment is 3-6 months, with specific timelines agreed upon
in collaboration with the partner organisation and the university.

e Attachments may be full-time or part-time, depending on the nature of the programme and the
availability of the student.

Former Interns and Full-Time Position Opportunities

Former interns who have demonstrated outstanding performance during their tenure with Restless
Development Zambia may be considered for secondment to full-time positions within the organisation.
This opportunity is extended to former interns who have exhibited the necessary skills, competencies, and
alignment with the organisation's core values. In accordance with Restless Development Recruitment and
induction policy they will undergo an interview to ascertain their competence for a full-time role.

12. Key Steps

The following five steps shown in Figure 1 shall be undertaken by Restless Development with key
Universities in order to ensure effective delivery of attachments programmes.

Demand Identification
This involves identification of Partner Universities.
Supply Identification

involves identification of available students with their skill and knowledge sets to fill in the identified
occupations for

14. Policy Governance and Review

The People and Performance Unit is responsible for administration of this policy, maintaining internship
records and monitoring compliance. Finance will confirm funding and the treatment of stipends and
approved expenses before paid placements are opened. The Hub Director approves internship
placements and any exceptions to this policy. This policy will be reviewed at least every two years, or
earlier where there is a material change in Zambian law, national internship guidance or Restless
Development policy.

Annex 1.
Internship Learning Targets
Internship Scope Desirable Qualifications Learning Targets
Programme Quality Internship; - Graduate-level Degree, Diploma, | - Programme design and

Certificate or equivalent in Development
Studies, Social Work, Project
Management, Community
Development, Sociology, Gender
Studies or any Social Sciences.

programme implementation

(Rotation on the various projects to have
understanding of the different themes of
our programming.)

-Report Writing.

-Financial reporting
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-Development of operational plans.
-Developing of programme materials

-Partnership and

collaboration.

management

-Budget Tracking
-Volunteer Management
-Community Engagement

-Facilitation and training

Finance and Administration
Internship;

- Graduate-level Degree, Diploma,
Certificate or equivalent in Banking and
Finance, Accounting and Finance,
ACCA, ZICA.

-Financial Report writing

-Bank Reconciliations

-Statutory payments and returns
-Payroll

-Financial Donor reports

Procurement and
Administration Internship;

- Graduate-level Degree, Diploma,
Certificate or equivalent in Purchasing
and Supply, Public Procurement, CIPS.

-Procurement procedures
-Supplier management
-Negotiation skills
-Supplier reviews

-Supplier Contracts

e People and Performance | - Graduate-level Degree, Diploma, -Recruitment and Induction
Internship; Certificate or equivalent in Hgman _Staff wellbeing
Resource Management, Public ]
Administration and registered member | “EMployee benefits
of the Zambia Institute of Human -Performance Management procedures.
Resource Management (ZIHRM). “Training and Development
-National Health Insurance Administration.
-Disciplinary Procedures
-Grievance procedures.
-Separation procedures
e Monitoring and Learning | - Graduate-level Degree, Diploma, -Formulation of M and L plan
Internship; Certificate or equivalent in

Demography, Population Studies,
Statistics, Economics.

-Develop log frames and theory of change
- Learn to monitor program progress

- Learn how to conduct evaluations (base,
mid and endlines)

-Data collection, storage and management
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-Research
-reporting writing

-Capacity building of programme staff

Business Development and
Partnerships;

- Graduate-level Degree, Diploma,
Certificate or equivalent in
Development Studies, Social Work,
Project Management, Community
Development, Sociology, Gender
Studies or any Social Sciences.

-Proposal development
-Resource mobilization

-Establishing donor

relations.

and maintaining

-Report writing

Marketing and
Communications Intern;

- Graduate-level Degree, Diploma,
Certificate or equivalent in Mass
Communication, Journalism, Public

Relations.

-Management of social media presence
and website.

-Develop communication strategy for the
hub.

-Branding
-Report writing

-Develop organization campaigns

13. Termination of Internship

e Completion of an internship; The performance of the intern is not found to be satisfactory with
documented evidence.
e Absence of the intern without authorisation from Restless Development for more than three (3)
consecutive working days.
Gross misconduct of the intern according to the disciplinary code of Restless Development.
Acquisition of employment by the intern.
e Expression of wishes by the intern to discontinue on personal grounds.

13.2. Confidentiality and Return of Organisational Property:

Upon the termination of the internship, whether voluntary or involuntary, the intern is obligated to promptly
return all organisational property, materials, documents, and confidential information provided to them
during the internship period. Interns are hereby reminded that their confidentiality obligations extend
beyond the conclusion of the internship. The intern must maintain the confidentiality of all proprietary and
sensitive information acquired during the internship and refrain from disclosing, sharing, or utilizing such
information for any purpose outside of their role within the organisation. This duty of confidentiality persists
indefinitely and continues even after the internship has ended.
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13.3. Exit Interview:

As part of the formal exit and end of contract notice process, Restless Development Zambia will conduct
an exit interview with the intern. The primary objective of this interview is to obtain constructive feedback
regarding the intern’s experience, performance, and the overall effectiveness of the internship programme.
This feedback is invaluable in ensuring continuous improvement of the programme and fostering a positive
and enriching experience for future interns. The intern is encouraged to express their thoughts on the
training, mentorship, and organisational support received, as well as any suggestions for enhancing the
programme.

13.4. Final Documentation/Completion and Certification:

Upon satisfactory completion of an internship. Restless Development Zambia shall provide the intern with
a testimonial letter indicating that the intern has completed the internship programme. The letter shall
mention the competences and skills. This may include an Internship Certificate or a formal letter of
reference, outlining the intern’s tenure, specific roles, duties, and any notable accomplishments. If
applicable, the documentation will also include a performance evaluation, reflecting the intern’s
contributions, strengths, and areas of growth observed during the internship. This final documentation will
serve as an official record of the intern’s involvement with Restless development Zambia and can be used
for future career or academic opportunities.
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