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1 Overview 

The Museum of Australian Democracy (MoAD) at Old Parliament House is a living 
Museum of social and political history, and recognises its responsibility to maintain 
and raise the standards of gallery and Museum related scholarship and practice. The 
Museum actively encourages the sharing of expertise by inviting and accepting 
interns. 

2 Disclaimer 

While every care has been taken to ensure the relevance and accuracy of these 
guidelines, in the event of any discrepancy between the guidelines and any relevant 
legislation, or with the entitlement in the Museums Enterprise Agreement, then the 
spirit and intent of the latter two sources apply. 

3 Authority 

The authority to accept interns and work experience students, will be a joint one 
between the Deputy Director, Section Head and the People and Strategy Section. 
Expressions of interest will generally be directed to the People and Strategy Section 
in the first instance, who will identify the appropriate section to consider the request. 

The decision to accept an intern will rest with the Section Head of the relevant area, 
in consultation with the potential supervisor. 

4 Scope 
These guidelines apply to all applications for internships and work experience 
placements directed to MOAD. 

 
An intern may be any student studying at a tertiary level. Priority will be given to 
those students who are required by their educational institution to complete a 
placement in a gallery or Museum in order to complete their tertiary studies. 

 
For the purpose of this policy the word ‘intern’ describes the following categories: 
(a) tertiary students; 
(b) staff from other galleries and Museums who are participants in a development 

activity; and 
(c) work experience placements. 

 
Work experience students studying at the tertiary or secondary levels of education for 
which a placement is a desirable but not compulsory part of their course will be 
considered only after the priority students are accommodated. Tertiary students are 
given priority over secondary students, and senior (e.g. Year 12) students given 
priority over Year 10 students.    

 
Students studying political studies, the visual arts, arts/museum administration, 
conservation or an area in which the Museum has an identified expertise will be 
given priority over other applicants. 

 
All applications will be considered on their merits and approval will only be given if 
the Museum can effectively and efficiently balance the needs of the intern with the 
requirement to fulfil the scheduled work program. 

 



 
 

 
 

5 Risk assessment 
Completed and signed by the procurement team. All associated documentation 
including the Museums and educational institutions legal accountability, ownership of 
IP etc should be addressed. The risk assessment template can be found on the 
Museums’ intranet. 
 

6 Delegate approval 
Seek delegate approval with a minute outlining reason for work placement and 
learning outcomes and the risk assessment attached 
 

7 Agreement of engagement 
Signed by the student and the Delegate – this should cover the legal accountability of 
each organisation (as agreed through the procurement process) including an IP 
agreement and learning objectives. 
 

8 Security waiver or baseline clearance 
This is a non-negotiable requirement if the student is required to access the 
Museums IT network. The completion of a security waiver process (from documents 
emailed for completion to final delegate approval) takes approximately 10 days 

 
If the student does not require IT access, 100 points of ID need to be presented 
before their commencement 
 
The waiver is completed by People and Strategy, Head of Facilities and IT and 
Deputy Director 
 
If the student already has a security clearance then 100 points of ID is all that is 
required. 

 

9 Learning outcomes or objectives 
The work placement needs to be an authentic learning experience for the student 
with outcomes agreed in writing by the student and the Museum supervisor. 
 

10 Responsibilities 
 

10.1 Intern 

Interns will be provided with, and expected to uphold, the APS Code of Conduct and 
comply with all Museum policies and procedures, particularly those relating to 
heritage, security and commercial-in-confidence information.  The intern must not 
only accept supervision, but also demonstrate self-motivation in gaining the most 
benefit for professional development during the period of the internship. 
 
All interns must complete the Museums induction to the agency on their first day and 
must undertake Heritage Induction Training within the first two weeks of 
commencement. 

  

https://www.apsc.gov.au/code-conduct


 
 

 
 

 

10.2 Supervisor 

The responsibility for an intern while they are in the Museum will be with their 
immediate supervisor or an approved representative. The Museum supervisor will: 

 
a. provide copies of feedback from interns and institutions to the People and 

Strategy Section for file and action if necessary 
b. provide feedback to the institution informally and formally as necessary; 
c. ensure the Museums induction processes are completed 
d. coordinate additional learning sessions by relevant areas to ensure the intern 

is ‘work ready’ as appropriate 
e. provide suitable workplace accommodation and work tools of an appropriate 

WH&S standard in order to effectively and efficiently perform tasks. This may 
include access to information technology systems 

f. provide the intern with a clear program of work based on agreed learning 
outcomes, and a system of supervision of this work 

g. regularly monitor the work performance of the intern and provide feedback 
and ensure the intern has access to a variety of learning and networking 
possibilities within the Museum 

 
In some cases it will be recommended that potential supervisors develop a task 
specific job description for institutions that make general inquiries on behalf of 
students seeking internship. 

 

10.3 People and Strategy 

The People and Strategy will be responsible for compiling statistics on inquiries and 
acceptances for reporting each financial year. People and Strategy will: 

a. maintain a register of all inquiries about internships 
b. distribute applications to appropriate areas within the Museum 
c. advise applicants and their institutions about acceptance, insurance and 

security requirements 
d. provide induction checklists to the interns Museum supervisor 
e. maintain contact with interns to ensure they have an appropriate work 

environment, learning environment and support network. 
 

10.4 Educational Institution 

The representative from the educational institution will: 
a. advise the Museum the expectations of clearly defined learning outcomes and 

the specific period of the internship 
b. provide the Museum with evidence of insurance 
c. take an active and ongoing interest in the progress of the intern and participate / 

invite Museum participation in the assessment process. 
 

11 Insurance 
Interns from educational institutions must provide confirmation from their institution 
accepting liability for insurance cover. This insurance must recognise the Museum 
operates seven days a week, with afterhours functions, and that students may be 
required to conduct research at other cultural institutions. The Museum accepts no 
responsibility for the insurance of interns. 
 
Interns from other galleries and museums are required to provide documentation 
from their institution approving the internship. 



 
 

 
 

12 Costs 
All internships have a cost to the Museum although interns are not paid. The physical 
resources and time allocation of the supervisor must be noted and understood by the 
Section Head. The intern should not be required or expected to use their own funds to pay 
for supplies or access while working at the Museum. 
 
The interns provide a valuable resource in their time, and the accepting Section must 
acknowledge this. 
 

13 Terminating the Internship 
An internship may be terminated at any time for failure to comply with any of the clauses 
contained in these guidelines. Termination will occur after discussion between: 

a. the intern 
b. Supervisor 
c. Section Head 
d. educational institution representative. 

 
An internship may be terminated at any time by mutual agreement by the Museum, the 
educational institution representative and the intern for any other agreed reason.   
 
Variations in the internship schedule will occur in the same manner. 
 
The People and Strategy Section must be advised immediately of all variations and 
terminations at the earliest possible time. 


