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Ahmad Almasri (Palestinian Syrian), IEO intern at glass factory
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SPARK’s Jordan Programme has been in 
operation since 2017 with the aim of creating 
employment and entrepreneurship opportunities 
for local and Syrian youth in Jordan, supported 
by the Dutch Ministry of Foreign Affairs. One of 
the important components of this programme is the 
provision of jobs to the youth. Doing an internship 
is an important pathway to enabling this. 

The programme enhances youth employability 
and entrepreneurship in Jordan, as a response to 
the crisis provoked by high youth unemployment 
rates and even higher unemployment rates of 
the Syrians affected by the conflict. The main 
problem we aim to resolve is the skills mismatch 
and the difficult access to needed skills for 
local and Syrian youth. Access to the right 
skills is difficult since the higher and vocational 
education system is not adequately providing its 
graduates with ‘employability skills’; in addition, 
companies are not willing to invest in training 

their (future) workers. Facilitating internships was 
thus identified as a pathway to facilitating job 
placement for the youth and preparing them for 
the transition into the world of work.

Since 2017, we have created 231 new jobs for 
interns in Jordan, either in the same company 
where the internship was done or in a different 
one in the same sector. This means that more 
than 30% of our beneficiaries immediately got 
jobs in companies. This is the best illustration of 
the success of our programme. 

Its forerunner, an internship programme 
organized by the International Business College 
Mitrovica, also showed significant results – more 
than 83% of internship supervisors reported that 
they would be interested in hiring their interns for 
a regular position. Our data show that 6 months 
upon graduation, 75% of students either found 
jobs or pursued post-graduate studies. 

The manual is based on SPARK’s 20-plus years of experience with youth 
entrepreneurship programmes and vast knowledge about providing internship 
opportunities to underserved youth. Whilst we have mostly based it on our 
practice within the Jordan Programme, it also draws on experience gained in the 
2009-2015 period in Kosovo with the International Business College Mitrovica, 
as well as our 2018 Somaliland/Somalia Internship Programme.

1 Introduction 

Finally, the programme is also run across 
Somaliland. It involves tight cooperation 
with the local partner and universities. The 
first career and employment centre was set 
up at the University of Hargeisa to be later 
replicated at other universities. The major 
success is that Somaliland government made 
internship mandatory for all universities in 
that region (through the adoption of National 
Guidelines for Internships in Higher Education 
in Somaliland). More than 1500 students have 
completed their internships, and the same 
number are expected to finish the programme in 
2019.

Besides all the things that went well, we also 
learned a lot through mistakes or outright 
failures. Here are some of the examples:
• In the beginning it was hard to build trust 

with companies from the position of an 
international NGO. What helped us was 
the cooperation with a strong local partner 
organization that had access to business 
owners and state officials.

• Working with university administration had 
its ups and downs. This is why we found a 
strong ally from university management that 
is competent, well-connected and willing to 
push for curriculum change. 

• We had interns dropping out of the 
programme, in particular between the stage 
of soft skills training and the actual start of 
the practice. We examined the reasons, and 
tried to re-match those who were unsatisfied 
with a matching company.

• Learning from previous mistakes, we wanted 
to avoid paying subsidies or stipends to 
interns or companies. However, many 
beneficiaries stated that they would not 
apply for the internship programme without 
a modest monthly stipend that could cover 
transportation costs. Also, often financial 
reasons were stated as being key to 
dropping out of the programme. This is why 
we needed to introduce stipends for the 
most vulnerable beneficiaries; or, in other 
cases, a stipend that was co-paid by the 
hosting company.

With the aim of documenting our success 
and demonstrating how we learned from 
mistakes along the way, and making it a 
standardized and replicable service in support 
of employment and entrepreneurship, SPARK 
has decided to publish this manual and help 
interested practitioners to learn from it and, more 
importantly, share back their experiences, which 
will enable us to improve further.
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Objectives of the manual:
• to present in detail what makes a good 

internship programme
• to present all the phases and concrete steps 

in preparing, organizing and evaluating 
the internship programme

• to pinpoint the main challenges from our 
experience and present lessons that can be 
drawn from them.

This manual has a how-to approach. At the 
end of each subheading, you will find short 
examples of lessons learned – a problem 
that we encountered during implementation, 
what the beneficiaries said about it, SPARK’s 
solution, whether the ‘solution’ proved to be 
effective or not in resolving the problem. This 
manual aims to offer practical guidance and 
is written from the implementation point of 

view. It calls attention to samples, forms and 
illustrations of implementation problems and 
our own solutions.

The structure of the manual covers the phases 
from preparation and planning, partnership 
making, and activities all the way to the last 
phase of monitoring, evaluation and learning.

We hope this manual will familiarize 
practitioners with the necessary phases, steps 
and elements of designing and running a great 
internship programme. 

The aim of this manual is to help the practitioners active in promoting 
employment (international and local non-profit organizations, business service 
providers, chambers of commerce, government) to kick-start and run efficient 
internship programmes. It is equally aimed at supporting SPARK employees 
in their everyday work, standardization of practices, sharing of lessons 
learned, and efficient delivery of results. Finally, we hope that this manual will 
be found useful by the donor community and others who contribute to policy 
development.

2 About this manual 
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internships a structural/mandatory part of 
their curricula.

Of course, you can think of more specific 
objectives and results of your programme, 
depending on the local context and specific 
needs of the target group. 

Choosing the Sector 
The first step is to find a credible research body 
that can produce an analysis of the needs of 
the labour market. Another approach is to rely 
on existing studies, but we strongly suggest that 
each internship programme starts with its own 
tailor-made study. The reason for this is that 
the sectors that are the most willing to employ 
do not necessarily wish to hire young people, 
migrants and/or other underserved groups. 
This is why it is important to choose your sector 
wisely according to the objectives of the 
internship programme.   

The research body investigates in which sectors 
to offer internships and what qualifications 
to offer. In addition, a feasibility study is also 
made to assess the ‘openness’ of a sector to 
the employment of specific groups.

After the first mapping of companies and the 

completion of first internships, you can later 
adjust priorities and create partnerships with 
different types of companies. 

Lessons learned – how to deal with a 
weak attractiveness of a sector
 SPARK in Jordan first started offering 

internships in the industry sector. In the labour 

market needs analysis, construction, food 

services and agriculture were identified as 

sectors which would take off first, according to 

the national policy plan for creating new jobs 

for Syrians. Therefore, we first reached out to 

companies working in these sectors. With time, 

this proved to be a somewhat limited option for 

young people. First, in the industry sector, the 

vacancies were not diverse enough (the open 

vacancies were mostly for sewing jobs, line 

work, technicians, administrative and finance 

jobs); and second, interns needed to travel 

from their places of residence to industrial 

economic zones in city suburbs. Researching 

the evaluations and feedback from interns, we 

concluded that they found jobs in the industry 

sector less attractive and were even reluctant to 

accept them once the offer had been made. 

One of the examples is the case of Khaldoun 

Denat (a native-born intern).  Khaldoun 

Planning and preparation are key phases of 
a well-designed programme, so we will focus 
special attention on guiding you through the 
process.   

Choosing the Right Design 
Prior to preparing and delivering an internship 
programme, we suggest that you first answer 
these questions: 
• with whom do you want to make a strong 

partnership in order to run the programme?
• who is the target group of the programme? 

what are their needs?
• what are the objectives of the internship 

programme? 
• what results do you hope to get?
• which institutional actors in your country 

are involved in ensuring that an internship 
programme will be institutionalized and 
become part of common practice?

Ideally, this process of brainstorming starts 

prior to first consultations and agreements 
with the partners. The partners are crucial for 
the success of the programme, since they will 
take ownership in the long run. Therefore, they 
need to be wisely selected and involved from 
the start of the planning process. Several types 
of partners can be involved: a research body 
for the labour market needs analysis that will 
determine the sectors and profiles needed; a 
strong implementing partner(s) that will take 
over the internship programme; employers with 
whom interns will be placed; and universities 
and higher TVET institutions to make internships 
a structural part of their curricula.

An internship programme can produce the 
following results: 
• interns gain new skills and knowledge 

transferable to other work settings
• interns receive a certificate with a precise 

job description and qualifications
• universities and TVET institutions make 

The commonly used definition of internship is that ‘it serves to prepare young 
people for the world of work and to equip them with necessary skills.’ 
Internships also allow young people to make first professional connections, work 
in teams and under supervision, manage responsibilities and learn the ‘tricks of 
the trade’. 

3 Preparation and Planning
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of the programme can occur at any stage of 

implementation. A good example of flexibility 

and adaptability is SPARK’s experience with 

the duration of internships. At first, in Jordan 

we organized two months long internships. 

However, interns and supervisors found this 

period too short for real learning to take place.  

Here is an example pinpointed by a native-

born intern Baker Yaseen. Baker was satisfied 

with the internship programme and his job 

supervisor, and was later offered a contract. 

However, even though he got the job after the 

internship, he stated the following: ‘I learned 

new skills important for my job, but I wish the 

internship had lasted longer than 8 weeks’. For 

him, the internship period did not seem long 

enough to get to know the job.

 

After receiving similar feedback both from 

interns and supervisors, we decided to prolong 

the duration from two to three months. Even 

though this measure meant that we could train 

fewer interns, it proved to bring better results 

and truly prepare the interns for the real job.

 

‘You spend the first week getting familiar with 

your work space, the second week is spent 

learning about the products and services of the 

company, the third week you get to learn the 

unwritten rules of work and the work space 

you’re in, the fourth week is when you actually 

start working, and the last two months is when 

you actually do the tasks assigned to you and 

start to be productive’, said Rozan Mohammed 

Abu Shheil, a native-born intern. Many more 

interns reported satisfaction with the duration of 

the training and felt sufficiently confident to do 

the work afterwards. 

 

completed his BA studies in Electrical 

Engineering. He was offered an internship in 

a factory for hygienic tissues. Even though he 

had completed the training in the maintenance 

department (corresponding with his area of 

specialization), Khaldoun realized during 

his internship that he would prefer another 

professional pathway. His supervisor offered 

him a job, but he rejected it.  

 

Since we learned with time that factories 

offered limited attractiveness as a first-job 

setting for university graduates, we enlarged 

our internships offer to include vacancies 

in SMEs. The SMEs proved to be a more 

dynamic environment, offering more realistic 

opportunities, while the challenge of free labour 

was minimized. However, we also furthered our 

partnerships with big factories, since they are 

still the most significant employers for Syrians.

 

Choosing the Most Efficient Set of 
Activities 
We cannot underline sufficiently the 
importance of having a training that 
prepares interns for their future duties. Time 
management, learning how to cope in the 

workplace and overcome difficulties, and 
communication skills are all missing from 
the regular school curriculum. Internship 
programmes should compensate for this 
missing content. 

Therefore, practitioners should make early 
choices about:
• soft skills training agenda and the list of 

trainers 
• duration of the soft skills training and 

learning outcomes
• duration of the internship and learning 

outcomes 
• follow-up mechanisms.

The Project Officer and the Country Manager 
make decisions about the design of activities. 
They need to select a partner institution/
trainers that will deliver the training, plan the 
agenda, map the companies and create the 
follow-up mechanisms that can be useful in a 
given context.   
 

Lessons learned – how to respond to 
a too short duration of internship
Making clear decisions is important for the 

planning phase, but changes in the design 
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The stronger partners you find, the more you 
should yield leadership to them.

For example, in Jordan we partnered with 
the Jordan Chamber of Industry (JCI) as 
the leading implementing partner. The JCI 
was already running a successful and well-
recognized internship programme, and 
needed SPARK on board to expand the 
programme to include Syrians. This is how 
local ownership works. 

Similarly, in Somaliland, the programme would 
not be successful without the involvement 
of the Ministry of Higher Education, which 
made internships mandatory for all students 
of the final year of their studies. Moreover, 
universities and TVET institutions participated 
in setting up career and employment centres 
within their campuses so as to make them 
part of their regular programmes. Note that 
personal support can make all the difference. 
For instance, in Somaliland we found a Vice 
President of the University of Hargeisa who 
really believes in SPARK’s entrepreneurial 
mission and strongly supports our goal of 
mandatory internships for all graduating 
university students. To his credit, he is also 
competent, honest and well connected and 

helped us a great deal to navigate university 
administration.

To sum up, local partner organizations and 
individuals are crucial for the success, long life 
and sustainability of the programme.

Relationships with Companies 
It is important that you nurture relationships not 
only with local partners, but also directly with 
companies/employers that will take in interns 
for training. 

These are the stages in the cooperation with 
companies: 
• disseminating basic information about the 

internship programme 
• mapping companies working in the desired 

sector
• contacting companies and asking them to 

apply for the programme
• signing agreements (‘commitment forms’) 

with companies.

The first step is to spread the word about 
the programme widely and reach out to as 
many companies as possible. The flyer for 
companies was designed jointly by SPARK and 
its local partner. The local partner is usually 

There are several types of local partners that 
we rely on: 
1. a research body that will make the 

labour market needs assessment (type of 
organization: university, TVET institution, 
research institute, local consultancy)

2. an implementing partner that will 
participate in all activities and take over 
the programme (type of organization: 
business association, chamber of 
commerce, training centre)

3. an educational institution that will work 
on making the internship programme part 
of the common practice/curriculum (type 
of organization: Ministry of Education, 
universities, TVET institutions).

Local partners are selected based on their 
expertise, reference list, and motivation to 
participate equally and make the internships 
in their country work. We strongly recommend 
equal partnerships. 
The local partner should never be approached 
as a service delivery organization, but as 

a leader in the design, implementation and 
evaluation of the programme. 
The internship programme is a development 
programme and, as such, builds upon 
local expertise and knowledge – from 
the government, educational institutions, 
research bodies and business associations to 
employers/companies. 
In order for a partnership to work, mutual trust 
and understanding are key. However, we also 
suggest making a written plan – a partnership 
agreement – where roles and responsibilities 
will be assigned. 

You want to make sure that the partnership 
agreement has covered the following 
important sections: 
• execution of tasks
• agreement on procedures for joint 

planning, implementing, monitoring and 
evaluation

• responsible team
• decision-making structure
• resolution of potential conflicts. 

Relationships with Partners
In any environment, but specifically in a complex project or a post-conflict 
environment, we always work with local partners. They are assigned different 
roles, depending on the type of organization and their expertise.

4 Fostering Strong Relationships 
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needed to gather more information on the 

companies (particularly in relation to work 

safety and work conditions) and introduce 

some restrictions regarding vacancies and their 

number. 

 

Farah Khattab, SPARK Project Officer, reports the 

following problem: ‘We faced a lot of difficulties 

in the matching process, because we didn't have 

enough input information about the company: 

the type of vacancies that the company offers, 

company location, whether it has transport or 

covers work injuries.’ 

 

First, we made changes to the application form 

for companies. We included the following 

information in the questions: insurance and 

protection at work, transport opportunities, 

official working hours of the company. We also 

included a closed list of internship vacancies that 

companies can choose from. Companies can 

choose the desired vacancies, whether they are 

looking for women/men, and the total number 

of interns per vacancy. Second, we introduced a 

plan for updating information on companies. 

 

The positive effects of these changes are 

already visible – the workflow for staff is better 

organized and there is more certainty when it 

comes to covering work injuries and responding 

in emergency situations. 

Follow-up mechanism
Following up on interns and companies 
is an important step in making internship 
programmes work. SPARK sets up the 
procedure and transfers the knowledge to the 
local partner. 

We use several methods: 
• direct contact with interns
• communication with internship liaison 

officers
• communication with supervisors.

We reserve the right to contact interns during 
working hours and communicate with them on 
a daily basis through phone calls or WhatsApp 
chats in order to monitor if the internship is 
going well. The programme staff communicate 
all matters that arise directly to the internship 
liaison officer through phone calls or emails. 
Also, at least one field visit to the company is 
undertaken. During that field visit, we monitor 
how the process is going, from the perspective 
of both the intern and the supervisor.

in charge of sending information through its 
mailing lists, advertising the programme on its 
social accounts and organizing face-to-face 
meetings with regional industry chambers’ 
representatives. 

The second step is to map local companies 
that you want to recruit. In our case, mapping 
was again done by the local partner, who 
also contacted the desired companies directly, 
first by emails and then direct phone calls, 
explaining the objectives and terms of the 
internship programme and inviting them to 
apply. In some cases, direct meetings were 
organized. 

The application form has a simple format and 
uses practical language to guide companies 
through the process. The form contains the 
following: basic information about the company, 
a contact person responsible for internships, 
and the number and type of open vacancies 
with job descriptions. In addition, companies 
are required to provide a Commercial Register 
extract, a professional licence and a social 
security registration certificate.
Based on the application forms, companies are 
selected on the grounds of their: 
• number and type of internship vacancies

• willingness to train interns
• professional activity in the sectors that are 

not closed to Syrians.

SPARK usually signs ‘commitment forms’ 
requiring companies: 
• to identify working days and hours 
• to assign a supervisor for each intern
• to assign an internship liaison officer, 

responsible for reporting to SPARK
• to organize an orientation session for interns
• to allow SPARK to contact interns during 

working hours 
• to provide assistance during check-up field 

visits
• to fill in the evaluation report at the end of 

each internship. 

Lessons learned – how to respond to 
the challenge of limited information 
on participating companies  
 

One of the problems that we encountered in 

Jordan was limited knowledge and sometimes 

outdated information on the companies 

participating in the internship programme. 

To better manage the programme and provide 

higher-quality service to beneficiaries, we 
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One cycle of internships 

Activity Month 

1 2 3 4 5 6 7

Planning and design – preparatory activities

Partnership with a research body to conduct labour market needs analysis 

Selection of a local implementing partner

Partnership with educational institutions 

Outreach to potential interns 

Application and selection process of interns 

Matching interns with companies

Soft skills training 

Internship activity

Encouraging and monitoring the number of interns who get a job following the 
internship

Timeline

5 Internship Programme in Practice

Main Activities 
As explained above, the internship programme 
starts with the planning and preparation phase 
in which you choose the right design, sector 
and main activities of the programme. 

The next phase is the selection of local partners 
and the establishment of formal partnerships 
with different types of organizations: research 
bodies, implementing partners (business 

associations, chambers of commerce, training 
centres) and educational institutions. These 
formal partnerships are at the core of the 
programme, since SPARK’s role is to help set 
up the procedures and transfer the knowledge 
and expertise to the local partner. In some 
cases, local partners were the ones that were 
already running successful programmes, 
but needed SPARK for additional support to 
integrate Syrian refugees into activities or start 

Lessons learned – how to respond 
to the challenge of overstaffing the 
company with interns 
 After the first evaluations, we realized that 

some companies took in too many interns at the 

same time, which resulted in weak supervision 

and higher dissatisfaction rates among interns. 

 

This young woman sums it up well: ‘I did my 

internship in the company with 9 other interns, 

there was a great deal of cooperation between 

us, but I think that the place can't handle such 

a large number of interns. If there had been 

a maximum of 5 interns, then the chances of 

learning the skills and gaining the knowledge 

would've been better and the chances of getting 

employed afterwards would've been higher. I 

don't recommend having more than 5 interns in 

the same company’. Asmaa Khalaf Ahmad is a 

Syrian-born intern who did her internship at a 

sewing shop. 

 
We took several measures to resolve this 
problem:
• a follow-up mechanism during internships 

(in the form of field visits, regular calls, etc.)
• paying special attention to companies 

training several interns at the same time
• making changes in the application form 

for companies and reducing the maximum 
number of interns.

 

Tareq Shwaheen (Jordanian), Intern at JO Pack, Amman, Jordan
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Matching process 
The next very important phase is matching the 
pre-selected candidates with companies. This 
phase can take up to two months.

The staff pair the needs of companies, stated 
as a list of open internship vacancies, with the 
profiles of pre-selected candidates. Interns 
are selected in ‘batches’ – depending on their 
place of residence and the size of the group 
that can attend the soft skills training at the 
same time.
 
Matching criteria:
• the number of interns required by each 

company
• interns’ educational background and skills 

set and the need for them in the company
• departments in which the company will 

place interns
• geographical distribution
• availability of the company for the three-

month internship in the planned time-frame.
 
There are cases when we need to shorten 
the list of candidates additionally, due to the 
many pre-selected interns with similar profiles 
and limited available internship vacancies. 
In this case, we order them according to their 

place of residence – interns who live near their 
workplace are more likely to complete the 
internship and therefore they have priority.
 
We strongly advise you to finish the matching 
phase before interns are invited to the soft skills 
training.    
 
Once the matching is done, we make phone 
calls to check the availability of interns and 
notify them about the 3-day soft skills training.

Candidates can accept or reject this invitation 
to the soft skills training. Often, the reasons 
stated for cancellation at this stage are 
decisions to either find a full-time job or finish 
education. In that case, we do the re-matching 
of the vacancy with the next interested intern. 

Another case of rejection of the internship 
opportunity occurs during the soft skills training 
– where candidates communicate their wish to 
find a company that better meets their learning 
and professional expectations or is closer to 
their place of residence. Again, re-matching is 
done to better suit the interns’ needs. 

Signing the contract
Once the intern and the company are paired, 

career centres at universities. 

The stronger partners you find, the more you 
should yield leadership and initiative to them.  

Next, the research body conducts a labour 
market needs research, analysing sectors 
in which a) jobs are available, and b) 
positions are open to Syrians/women/other 
underserved groups that you want to include. 

Outreach to potential interns
The first step is to design and run a campaign 
that would announce the Call for Applications 
and promote the main objectives of the 
internship programme.
 
We use the following channels of 
communication:
• social networks (social accounts of local 

partners)
• direct emails sent through universities’/

vocational schools’ mailing lists
• distribution of flyers at university internship 

offices
• presentations of the programme at job 

fairs.
 
The applicants can apply online or offline. 

The application form requires the following 
information: name, date of birth, place of 
residence, contact information, last educational 
degree and discipline. Applicants need to 
commit to remain engaged in the programme 
for three months.
 
Eligibility criteria for the programme are the 
following:
• place of residence
• age
• level of degree
• availability of suitable companies
• applicants’ availability to start the 

internship in the desired time-frame.
 
We check availability automatically. After the 
first eligibility checks, the staff make a list of 
pre-selected candidates, based on the profiles 
and strengths of the application. Special 
attention is paid to a fair geographical, sex 
and educational profile distribution. Also, we 
encourage persons with disabilities to take part 
in the programme.  
 
Our advice is that a higher number of 
candidates than available positions should 
always be taken on in this phase (in case of 
dropouts or cancellations). 
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office space, work procedures and the 
facilities. We also strongly advise arranging a 
separate meeting with the management at the 
beginning of the training period, if possible. 

The first week at the company is dedicated 
to learning, and we call it ‘orientation week’. 
During the orientation week, interns learn from 
the internship liaison officer about: 
• the mechanism of work, safety and 

occupational health
• the operations and sequence of work 
• the exact tasks entrusted to each intern.

During the orientation week, interns receive 
a handbook, work materials, internship 
schedules and a tailor-made Work Plan. 

Next, the supervisor and the intern do on-the-
job training. After three months of real work, 
hands-on responsibilities, and insights into 
how learning can be applied to the real world, 
interns finish their training period. 

A week before the end of the internship, we 
send an online evaluation questionnaire to 
the supervisor about the overall experience 
with the intern, which also invites more specific 
comments about his/her work. In case an 

intern drops out before the completion of the 
internship period, the internship liaison officer 
sends a termination letter.

Each intern that has successfully completed the 
internship receives a certificate, with a precise 
job description and qualifications. You may 
wish to organize a graduation ceremony and 
hand out certificates collectively. 

Monthly stipends 
In the internship programme, we use monthly 
stipends to help interns cover the cost of public 
transport to and from their place of internship. 
The stipends should be very modest since such 
a form of financial support is unsustainable 
in the long run. However, in countries where 
SPARK operates, many interns would be 
excluded from taking part in the programme 
if requested to pay for the transport. Monthly 
stipends are sent directly to interns through the 
local Mobile e-Wallet. The last stipend is paid 
only upon receipt of the intern’s report and the 
supervisor’s evaluation.  

In Somaliland, the local partner provides 
stipends only to those who would otherwise 
not be able to benefit from an internship based 
on a set of criteria. Stipends are provided to 

we call the future interns to inform them about 
monthly stipends. In case the interns accept 
participation in the programme, we proceed 
to signing the contract, which is called a 
‘commitment form’.
 
The ‘commitment form’ includes: 
• the exact duration of the internship
• the exact number of working days and 

hours 
• terms and conditions of taking days off 

(only with the approval of the supervisor)
• a mobile number to contact the SPARK 

team in case of any inquiries/challenges. 

Soft skills training
An important part of the internship programme 
is the applied soft skills training offered to all 
future interns. After the matching process and 
prior to starting the internship in the company, 
interns are offered a three-day training. Up to 
30 candidates grouped in a ‘batch’ can attend 
one training, near their place of residence. 

The training is usually designed, run and 
evaluated by the local partner.
The training offers soft skills training that 
includes: time management, learning how 
to cope in the workplace and overcome 

difficulties, and communication skills training. 

Trainers prepare handouts for each participant 
in advance and distribute them at the training. 
The handouts contain a list of literature for 
further reading and exercises and tools for the 
training. 

After the training, interns need to fill in 
evaluation questionnaires. All trainees get a 
certificate at the end of the programme. All 
trainees also sign the ‘commitment form’ during 
the training.  

Internship activity 
While internship is the core activity, this is 
a stage where employers – in our case 
companies – take over the initiative and lead. 
However, they also need to adjust to the 
procedures previously put in place by SPARK 
and its local implementing partners.  

Companies need to send the work 
announcement letter, at the latest 2 days after 
the internship starts.

An intern is first welcomed by the supervisor 
and the entire staff. The first day allows the 
intern to get acquainted with the staff members, 
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company where I did my internship, but I am 

not ‘documented’. This is the main reason why 

Syrians are not encouraged to participate 

in this kind of programmes, since they know 

they won’t get officially employed,’ said one 

of our Syrian-born interns working in the web 

development sector. 

 

Even though we have not come up with a 

solution to this problem, we have tried to 

at least mitigate its effect. We have tried to 

understand why this happens in the first place. 

During the check-up field visits, we spoke to the 

supervisors and interns in the company about 

their overall experience and why in some cases 

the job was offered to native-born interns and 

not the Syrians. After pinpointing the problem 

of unequal recruitment, we concluded that 

an additional effort was needed to present 

the existing legal options for hiring Syrian 

interns. Companies stated that they feared 

that the process of getting a work permit for a 

Syrian worker would take too long, and that 

Syrians were only ‘temporarily’ in Jordan. To 

mitigate this challenge, our staff first spoke to 

the International Labour Organization (ILO) 

in order to discuss the possibility of including 

additional sectors for Syrians in the law. At the 

same time, we started negotiating with business 

owners about facilitating the procedure for 

getting a work permit and spoke about the 

Jordan Compact, where it is stated that if a 

factory hires a certain percentage of Syrians, it 

will be exempted from some of the EU export 

regulations.

 

Resources

Key staff  
In order to place interns in the best companies 
for their future professional development, team 
cooperation is recommended. Local partner(s) 
and SPARK work on an equal basis to deliver 
services. SPARK helps to set up procedures 
and lead the implementation at the beginning, 
but ownership is soon transferred to the local 
partner, which is accountable for activities, 
timeline and results. 

ensure inclusion of vulnerable target groups 
(women, ethnic minorities, persons with 
disabilities, the very poor) and cannot exceed ⅓ 
of programme participants. 

Follow-up of the transition from internship 
to employment 
An important step in the process is the follow-
up. When interns start their practice, we make 
follow-up calls in the first two weeks. After 
that, interns have daily access to WhatsApp 
support, in case of claims or questions. This 
way, we ensure that the on-the-job training 
runs smoothly.  

In case of a claim, we call the company to 
check what has happened, then we check 
with the intern whether the problem has been 
solved and, if not, the staff make a special field 
visit. 

One field visit to the company premises 
is organized during the internship period 
to observe the work conditions, talk to the 
supervisor and Liaison Officer and check up 
on the intern. 

Finally, the process ends with final evaluations, 
which are filled in by both the company and 

the intern, whereby we check whether the 
intern has found employment in the same 
company or sector. These data are regularly 
verified, fed into SPARK’s information system, 
and compared to key performance indicators 
targets. This way, we know exactly whether we 
are making progress with the programme.  

Based on this information, the staff make 
conclusions as to why some interns are easily 
hired and others not. Having this information 
collected and analysed helps us talk to 
companies about changing their practices 
before they take in a new batch of interns.

Lessons learned – how to deal with 
companies that recruit only native-
born interns 
Despite our clear programme objective, which 

is to provide more employment opportunities to 

both native-born Jordanians and Syrians, we 

have noticed that Syrians are less frequently 

offered a permanent job compared to native-

born interns. 

 

‘Weak employment opportunities for Syrians 

are mainly due to legal problems with issuing 

work permits. I’m currently working for the 
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Job Title Roles & Responsibilities within the Internship Project
Local partner 
Coordinator

Main contact person and liaison officer from the partner institution, 
involved in planning, implementation of activities, monitoring and 
evaluation of project results. 

Project Officer (PO) Main contact person from SPARK, supervising the entire process, 
involved in planning, monitoring and evaluation of project results and 
handling reports.

Junior Programme 
Officer (JPO)

Coordination of activities, from mapping of local partners, selection of 
interns, contacting companies to the follow-up.

In this mission, the key staff are supported 
by the Country Manager, the Monitoring 
and Evaluation Expert, the IT team, the 
Communication Officer and the Financial 
Controller from SPARK. The local partner 
supports the project with similar expert 
positions among their staff. 

Financial matters
In practical terms, a finance office – ideally run 
by a Finance Officer and his/her Assistant – is 
set up to deal with financial management and 
control. 

First, the Project Officer creates a 
comprehensive overview of all expenditures, 
to keep track of and update all payments 
made to companies and interns. All of these 

are saved in google drive folders and shared 
with the financial team for efficient and double 
control of expenditures.

When it comes to reporting to the donor, 
the Finance Officer, in cooperation with the 
Country Manager, reports on all the costs vs 
budgets, after the Project Officer and JPOs 
update the google drive with all the supporting 
documents for interns’ stipends and business 
payments. 

In addition, all the payments are double-
checked by Junior POs, sent to the Project 
Officer for signature and then sent to the 
Country Manager for approval. Afterwards, 
the signature of the Finance Officer is added. 
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As per ISO 9001, monitoring and evaluation 
are organized in our programme in the
following manner:
• in the first phase, a monitoring protocol is 

designed based on a proposal/contract 
which consists of key performance 
indicators (KPIs)

• by monitoring the KPIs of this protocol we 
steer the progress of the programme

• at specific intervals, through surveys and 
evaluations the programme team compiles 
monitoring data and evaluates the 
programme

• based on programme management data 
and monitoring and evaluation data we 
report back to the donor

• by compiling all monitoring and 
evaluation data and reports we implement 
programmatic learning. 

We strongly advise that an agreement on 
reporting requirements with partner institutions 
is reached early on. This should be agreed in a 

contract containing templates, deadlines and 
assigned persons for reporting. 

Prior to starting the programme, it is a good 
idea to train all SPARK staff in M&E tasks. 

Correspondence with interns: 
• follow-up calls with interns during the first 

two weeks of the internship 
• daily communication with interns through 

the WhatsApp application throughout the 
internship 

• after sending the last stipend and getting 
the supervisors’ evaluation, a phone call is 
made to all interns to check whether or not 
they have been hired by the company.

We use several standardized evaluation forms: 
• Evaluation survey at the end of the soft 

skills training, distributed by the partner 
institution that conducts the training 

• one check-up field visit to the company’s 
headquarters to observe the working 

Monitoring, Evaluation and Adjustments  
Monitoring and evaluation are great tools for improving the quality of the 
programme. The process consists of collecting, structuring, analysing and 
translating monitoring findings into programme adjustments. 

6 Achieving Positive Outcomes  

conditions, talk to the supervisor and check 
the intern’s satisfaction

• Evaluation questionnaire for interns at 
the end of the internship period, which 
examines all aspects of the internship

• Evaluation questionnaire for supervisors at 
the end of the internship, which addresses 
satisfaction with the interns’ progress and 
the overall evaluation of SPARK’s internship 
programme

• 6-month follow-up survey to check whether 
the interns have found employment. 

Finally, SPARK always engages an external 
agency to perform a mid-term evaluation 
of the programme.  The purpose of the 
external evaluation is to assess objectively 
the relevance, effectiveness, efficiency, 
sustainability and impact of the programme, to 
identify the lessons learned, and to formulate 
recommendations for future programming. The 
conclusions are drawn from focus groups and 
interviews with the participants and staff, and 
from the analysis of evaluation results. 

All these insights are then used to improve the 
planning and learning process – to improve 
not only the internships but also other SPARK 
programmes. The evaluations are made 

available to other SPARK offices and the donor 
community. 

Institutionalizing the Internship 
Programme
As we mentioned earlier in the text, you might 
also choose universities and TVET institutions as 
your local partner. In this case, you can expect 
even more sustainable changes and inclusion 
of internships as part of the regular practice 
and/or curriculum. 

In Kosovo, internships have become part of 
every degree at the International Business 
College Mitrovica (IBCM). After a successful 
pilot programme in 2015 and 2016, the 
educational institution decided to integrate 
internships at all levels of studies. The 
internship programme led to many students 
getting a permanent job in the companies/
organizations where they started with their on-
the-job training. 

In Somaliland, we partnered with the 
University of Hargeisa. However, the 
cooperation with the university administration 
had its ups and downs. Finally, we found an 
ally – the Vice President of the University – 
who really believes in the entrepreneurial 
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mission and strongly supports the idea of 
mandatory internships for all graduating 
university students. To his credit, he was also 
competent, honest and well connected. The 
direct push from the University also facilitated 
negotiations with the government to design 
and adopt the National Internship Policy for 
Higher Education. This document standardized 
internship programmes across all universities 
and made internships a requirement for all 
students in their final year.

Remaining Challenges 
The main aim and challenge of the programme 
is how to move young people from internships 
into jobs or income-generating activities. 
In most cases, interns are willing to move 
smoothly from internship positions into 
employee positions. However, problems arise 
on the employers’ side. 

The first challenge was identified when some 
of the employers started using interns as free 
labour for smaller tasks, letting them go back 
to unemployment after the internship period 
had ended. We tested several measures to 
mitigate the risk: setting a specific number 
of interns per company that could not be 
exceeded, conducting interviews, and 

introducing an internship task list provided by 
the company. These measures decreased the 
risk to some degree.

Another challenge was related to legal 
restrictions imposed on companies when 
employing migrants. In Jordan, a young 
Syrian man with strong programming and web 
development skills completed his internship in 
an IT company. Even though he was aware 
that he would not be able to get a contract 
afterwards, he insisted on doing on-the-job 
training in a sector related to his expertise (the 
ICT sector is still not open to Syrians). When 
the internship ended, the company tried its 
best to get him a legal work permit, but did 
not succeed in doing so.  He now works as an 
outsourced freelancer for the same company. 
One of the tested solutions is to work on 
policy changes at the same time (together with 
the Ministry of Labour, the IOM). However, 
this process can take months or even years. 
Another solution is to enrol unemployed interns 
in entrepreneurship courses, where they can 
learn how to start their own companies. 

No matter how well-designed a programme 
is, there is always room for improvement and 
addressing some remaining challenges.

As the main purpose of this manual is to help future implementers/practitioners, 
it is important to underline additionally some suggestions for the design and 
implementation of a successful internship programme: 

• always conduct a labour market needs 
analysis prior to designing the programme

• have a clear risk and mitigation plan and 
be able to act accordingly

• engage in strong and equal partnerships 
with local partner(s)

• have in mind that you do not control the 
entire process of internships and, therefore, 
work hard on procedures, instructions and 
guidance with the partners in the process 
(the partner institution and companies)

• make contracts and design penalties 
in case of deviations from the plan, 
cancellations and dropouts

• keep in mind that internships should help 
beneficiaries discover the more and less 
desired sectors of employment 

• therefore, rejecting a job offer is part of the 
internship process, too

• use monitoring protocols and train staff to 
perform M&E tasks

• keep a record of best practices and 
lessons learned from the very start of the 
programme

• allow dissemination of M&E findings and 

their incorporation in the future design/
adjustments of the programme.

7 Conclusions and Ways Forward
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SPARK in Somaliland helped internships become a mandatory part of the higher education curriculum
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