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Company Internship Details 


Details provided on this form will be used to supply graduates with

information about the internship. For further assistance please contact

Research & Enterprise Services on 01782 733371


	Company Details

	Company Name
	

	Main Contact
	Title
	
	First Name
	
	Surname
	

	Position
	

	Building & Street
	

	Town
	

	County
	
	Postcode
	

	Telephone Number
	
	Mobile Number
	

	Email Address
	
	Fax
	

	Number of Employees
	

	Company Website
	


	Where did you hear about this scheme?
	Keele University
	
	Groundwork Trust
	
	Twitter/Facebook/

LinkedIn
	

	
	Graduate Advantage
	
	BESST (Telford)
	
	Finest - professional services network
	

	
	Keele University Science Park
	
	CERAM
	
	British Ceramics Confederation
	

	
	Business Brokers/ Chamber of Commerce
	
	Staffordshire Business Environment Network
	
	Other (please state):


	Please indicate your business sector.  Please select one area only

	Digital Media
	

	ICT
	

	Engineering
	

	Manufacturing
	

	Construction
	

	Science
	

	Energy/Low Carbon
	

	Transport Technologies and Storage
	

	Business Activities
	


	Please briefly describe the main activities of your business

	


	Internship
Job Title

	

	Principle Duties and    Responsibilities
of the Internship

	

	

	Person Specification

	Degree Preference (if any)
	

	Essential Skills


	

	Desirable Skills
	


	Line Manager to Graduate (if different from above contact)

	Name
	
	Position
	

	Email address
	
	Direct number
	


	

	Start Date & Working Hours

	Start date
	 

	Length of Internship (this must be between  2 days and 12 months)
	

	Working hours
	

	Pay per week (please note you must pay the graduate directly at least £250 per 37 hour week or £6.75 per hour)
	

	Holiday entitlement/bank holidays
	

	Location details inc. public transport links
	


	
	Yes
	No

	Do you have a registered office or work area that is separate from any

residential address, from which a graduate is able to work?
	
	


	SME Declaration
	Yes

	This company qualifies as an SME in that it:

           Has fewer than 250 employees (full-time workers employed during one year with part-time workers being fractions of one full-time worker)

    and has either an annual turnover of 50 million euros (c.34 million sterling) or less or a balance sheet of 43 million euros (c.39 million sterling) or less,

    and is less than 25% owned by one or more companies not falling into this definition (except public investment corporations, venture capital companies or, provided no control is exercised, institutional investors)
	

	
	

	
	

	This company does not qualify as an SME
	


	This company is:  (please tick)

	Privately Owned
	
	Registered Charity
	
	Social Enterprise
	


	Payroll Service (for less than 50 employees)
	Yes

	This company has less than 50 employees and would be interested in receiving a free payroll service for the first 12 week of the internship. 

Graduate Advantage (based at Aston University) will cover the employer’s national insurance contribution during the first 12 weeks and therefore the intern will not be on you payroll or headcount.
	


	Previous Employment of a Graduate
	Yes

	I can confirm that I have not previously employed a graduate on a permanent contract within 6 months of the graduate completing their course
	

	I have an equal opportunities policy in place which is adhered to at all times
	


	Pre- Employment Checks – IMPORTANT INFORMATION

	Keele University DO NOT carry out any background checks on applicants so should you wish to, you would be responsible for any pre-placement checks such as eligibility to work, employment and personal references, academic qualifications or any other pre-placement checks deemed relevant to your company, in line with your company recruitment policy.  By signing this brief you accept all liability and responsibility for any pre-placement checks.


	Declaration

	By signing below you are declaring that all information provided is true and accurate. I consent to my company details being stored and used by Graduate Advantage for recording and reporting, evaluation, product improvement, marketing and market research purposes. Your details may be disclosed to funders, contracted project partners or third parties that we engage for any of the aforementioned purposes.

	Printed Name ……………………………………………………….

Signed ...............................................................… Date.............................................


	Please tick the box if you object to us in-putting your company details onto the Keele University database and sharing your details with other relevant funding bodies
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