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Course Title: The Practice of History/Internship Training
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Course Units: 3 Units

e Series 1: Preparing For Internship Training In History

Series 2: Applying Historical Skills In Organisations

Series 3: Managing Records And Institutional Histories

Series 4: Engaging With Public And Private Agencies

Series 5: Reporting And Evaluating Internship Experience

Suggested Outline for Series 1: Preparing For
Internship Training In History

o Part 1.1: Understanding Internship Objectives

e Purpose of internship in history training

o Linking academic learning with practical experience
o Part 1.2: Identifying Suitable Organisations

o Public agencies and historical societies

e Museums, NGOs, and developmental associations
o Part 1.3: Developing Internship Plans

e Drafting a specific internship proposal

e Submitting plans to the Head of Department
o Part 1.4: Preparing Professional Skills

o Research and report writing skills

e Organisational and management skills

Introduction

Preparing for internship training is a crucial step in bridging the gap between classroom learning
and professional practice. As a history student, you are not only expected to acquire theoretical
knowledge but also to demonstrate how this knowledge can be applied in real-world contexts.
This Series will help you understand the purpose of internships, identify suitable organisations,
and develop the skills and plans necessary to succeed. It sets the foundation for the rest of the
course by ensuring you are well-prepared before stepping into an organisation.

The aim of this Series is to guide you in preparing effectively for your internship by clarifying
objectives, identifying appropriate organisations, drafting internship plans, and strengthening
professional skills.

We shall commence this Series by examining the objectives of internship training and how it
links academic learning with practical experience. Next, we will explore how to identify suitable
organisations, including public agencies, museums, NGOs, and developmental associations.
-
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Following that, we will consider how to develop internship plans, focusing on drafting proposals
and submitting them to the Head of Department. Finally, we will wrap up by preparing
professional skills such as research, report writing, and organisational management, which are
essential for a successful internship experience.

Series Learning Outcomes
Upon completing this Series, you should be able to:

e SLO 1.1 define the objectives of internship training in history and explain how it links
academic learning with practical experience,

e SLO 1.2 identify suitable organisations for history internships, including public agencies,
museums, NGOs, and developmental associations,

e SLO 1.3 design a specific internship plan that outlines tasks and responsibilities, and
submit it appropriately to the Head of Department, and

e SLO 1.4 demonstrate professional skills such as research, report writing, and
organisational management in preparation for internship training.

1.1 Understanding Internship Objectives

1.1.1 Purpose of internship in history training

An internship is a structured period of practical experience designed to help learners apply
classroom knowledge in real-world settings. In the context of history training, internships allow
students to engage with organisations.such as museums, archives, and NGOs, where they can
practise research, documentation, and organisational skills. The purpose is not only to gain
exposure but also to understand how historical knowledge contributes to society and institutions.

Fill in the blank: An internship is a structured period of experience designed to
apply classroom knowledge in real-world settings.
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Short description: Diagram showing the link between classroom learning and internship
practice.
e Caption: Figure 1.1 Link between classroom learning and internship practice.

1.1.2 Linking academic learning with praetical'experience

Academic learning refers to the knowledge and theories acquired during formal study.
Practical experience is the application of this knowledge in real-world contexts. Internships
bridge these two by enabling learners to test theories, refine skills, and adapt to professional
environments. For example, a student who has studied archival methods can practise cataloguing
documents in a museum. This connection ensures that graduates are not only knowledgeable but
also competent in applying their skKills.

Fill in the blank: Internships bridge academic learning with experience by enabling
learners to test theories and refine skills.
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ACADEMIC HISTORY PRACTICAL APPLICATION INTEGRATED
CONCEPT/SKILL (INTERNSHIP EXAMPLE) LEARNING OUTCOME
1. SOURCE ANALYSIS s | ARCHIVAL PROCESSING ENHANCED
(PRIMARY & SECONDARY) | ANClid - L  EVALUATION &
« Ltonies & Analysis sl WSty societ ORGANIZATION
« Dettews and Photos (IMAGE-8> or <IMAGE-6) é SKILLS
<T
EXHIBIT CURATION = CRITICAL
2. HISTORIOGRAPHY o : g
& INTERPRETATION : & E;ﬂ?t;?ggﬁg?&?mlss = CONT?(;B’B“['KZ:AHON
(e.g., Nigerian Civil War) (mggg_s,t:tgrztm Af(r;%n;_ ) -;‘-‘ %Facmoys%t:?nT tontext § COMMUNICATION
3. HISTORICAL E - 5 | APPLIED RESEARCH PROJECTS 2 | EVIDENCE-BASED
: | = = =>| REPORT WRITING &
RESEARCH METHODS | e HERORTWHITRACS

HERITAGE SITE AUDIENCE
4. PUBLIC HISTORY @ | MANAGEMENT ENGAGEMENT &
PRINCIPLES preserved building ETHICAL PRACTICE

ACCESSIBILITY ENGAGEMENT (as in <IMAGE 7>)

: This diagram is an open educational resource (OER) based on educational

1 frameworks, for informational and educational purposes only, [

Caption: Box 1.2 Examples of linking academic learning with practical experience
e Short description: Table listing examples such as archival methods applied in museums, oral
history research applied in NGOs,and historical writing applied in developmental associations.

Pilot questions 1.1

Define internship in the context of history training.

What is the main purpose of internship for history students?
Which organisations typically host history students for internships?
What is meant by academic learning?

How does-practical experience complement academic learning?
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1.2 Identifying Suitable Organisations

1.2 4 Publiciagencies and historical societies

Public agencies are government institutions that preserve, manage, and promote historical
records and heritage. Examples include national archives, state libraries, and cultural centres.
Historical societies are associations dedicated to collecting, preserving, and interpreting history,
often at local or regional levels. Internships in these organisations provide opportunities to work
with archival materials, assist in exhibitions, and contribute to community history projects.

Fill in the blank: Public agencies such as national archives preserve and promote
records and heritage.
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Short description: Image of students worklng in a national archive or historical society.
e Caption: Plate 1.3 Students gaining experience.in a historical society.

1.2.2 Museums, NGOs, and developmental associations

Museums are institutions that collect, preserve, and display artefacts for education and public
engagement. Internships in museums may involve cataloguing artefacts, assisting with
exhibitions, or conducting guided tours. Non-Goevernmental Organisations (NGOs) are
independent organisations that often focus on social development, advocacy, or cultural
preservation. History students can contribute by researching community histories or
documenting social change. Developmental associations are groups that promote local
development, often‘using historical knowledge to strengthen identity and community
participation.

Fill in the blank: Museums preserve and display for education and public
engagement.
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Caption: Box 1.4 Examples of organisations suitable for history internships

e Short description: Table listing public agencies, historical societies, museums, NGOs, and
developmental associations with.typical internship roles.

Pilot questions 1.2

What is the role of public agencies in preserving history?

Define historical societies and explain their purpose.

Give one example of atask a history intern might perform in a museum.
What type of work might history students do in NGOs?

How do developmental associations use historical knowledge?
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1.3 Developing Internship Plans

1.3 4 Draftingya specific internship proposal

An internship proposal is a written plan that outlines the objectives, tasks, and expected
outcomes of your internship. It serves as a roadmap for both you and the organisation, ensuring
clarity of purpose. A good proposal should specify the skills you intend to practise, the type of
work you expect to undertake, and how this aligns with your academic training. For example, if
you are placed in a museum, you might propose to assist with cataloguing artefacts and preparing
exhibition notes.

Fill in the blank: An internship proposal is a written that outlines objectives, tasks,
and expected outcomes.
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FIGURE: COMPONENTS OF AN INTERNSHIP PROPOSAL (OER)
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Short description: Diagram showing the components of an internship proposal (objectives, tasks,

outcomes).
e Caption: Figure 1.5 Components of an internship proposal.

1.3.2 Submitting plans to the Head of Department
Once drafted, the internship proposal must be submitted to the Head of Department (HOD) for

approval. The HOD ensures that the plan is realistic, aligns with course requirements, and
provides meaningful learning opportunities. Submission is not just a formality, but a way to
receive guidance and feedback before starting the internship. This process helps you refine your

plan and ensures accountability.

Fill in the blank: Internship proposals must be submitted to the of Department for
approval and guidance.

o LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS



FIGURE: STEPS IN SUBMITTING AN INTERNSHIP PROPOSAL
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Caption: Box 1.6 Steps in submitting an internship proposal

e Short description: Table listing steps such as drafting the proposal, reviewing with a supervisor,
submitting to the HOD, and receiving feedback.

Pilot questions 1.3
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What is an internship proposal?

What should an internship proposal include?

Why is it important to submit the proposal to the Head of Department?
Give one example of a task you might propose in a museum internship.
What benefit does feedback from the HOD provide?
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1.4 Preparing Professional Skills

1.4.1 Research and report writing skills

Research skills refer to the ability to gather, analyse, and interpret information/systematically.
For history students, this often involves working with primary sources such as archival
documents, oral histories, and artefacts. Report writing skills are the ability to present findings
clearly, logically, and in a structured format. During internships, these skills are essential for
documenting institutional histories, preparing project reports, or contributing to exhibitions. A
well-written report demonstrates accuracy, clarity, and professional presentation:

Fill in the blank: Research skills involve gathering, analysing, and information
systematically.
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FIGURE: THE RESEARCH & REPORT WRITING PROCESS FOR HISTORY STUDENTS
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Short description: Diagram showing the process of research and report writing (gathering,
analysing, interpreting, presenting).
e Caption: Figure 1.7 Process of research and report writing.

1.4.2 0Organisational and management sKkills

Organisational skills are the ability to plan, prioritise, and manage tasks effectively. They help
interns handle multiple responsibilities such as cataloguing records, assisting with exhibitions, or
coordinating events. Management skills involve supervising tasks, making decisions, and
ensuring that objectives are achieved within deadlines. These skills are vital in internship settings
where students may be asked to manage records or contribute to institutional projects.
Developing these abilities prepares learners for leadership roles in historical institutions and
beyond.

Fill in the blank: Organisational skills help interns to plan, prioritise, and manage
effectively.
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FIGURE: PROFESSIONAL SKILLS FOR INTERNSHIP
SUCCESS IN HISTORY (OER)
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Caption: Box 1.8 Examples of professional skills for internship success

e | Short description: Table listing research skills, report writing skills, organisational skills, and
management skills with brief descriptions.

Pilot questions 1.4

1. What are research skills in the context of history internships?
2. Define report writing skills and explain their importance.
3. What do organisational skills enable interns to do?

)
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4. How do management skills contribute to internship success?
5. Give one example of a professional skill that prepares learners for leadership roles.

Series summary

This Series has guided you through the essential steps of preparing for internship training in
history, emphasising its role in bridging academic learning with practical experience. We began
by clarifying the objectives of internships and their importance in applying historical knowledge
in real-world contexts. Then we explored how to identify suitable organisations, including public
agencies, historical societies, museums, NGOs, and developmental associations: Following that,
we examined how to develop internship plans, focusing on drafting proposals and submitting
them to the Head of Department. Finally, we considered the professional skills required for
success, such as research, report writing, organisational, and management skills.

In line with the Series Learning Outcomes, you should now be able to define the objectives of
internship training, identify appropriate organisations, design and submit a specific internship
plan, and demonstrate professional skills that will prepare you for effective participation in your
placement. These outcomes ensure that you are equipped with both the knowledge and the
confidence to embark on your internship journey successfully.

Glossary of terms

e Academic learning: The knowledge and theories acquired during formal study, usually
within a classroom or university setting.

o Developmental associations: Local groups that promote community development, often
using historical knowledge to strengthen identity and participation.

o Head of Department (HOD): The academic officer responsible for overseeing
departmental activities, including approving internship proposals.

o Historical societies: Associations dedicated to collecting, preserving, and interpreting
history, often at local or regional levels.

o Internship: A structured period of practical experience designed to help learners apply
classroom knowledge in real-world settings.

« [ Internship proposal: A written plan that outlines the objectives, tasks, and expected
outcomes of an internship.

o Management skills: The ability to supervise tasks, make decisions, and ensure objectives
are achieved within deadlines.

o ~ Museums: Institutions that collect, preserve, and display artefacts for education and
public engagement.

e Non-Governmental Organisations (NGOs): Independent organisations that focus on
social development, advocacy, or cultural preservation.

e Organisational skills: The ability to plan, prioritise, and manage tasks effectively.
-
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o Practical experience: The application of academic knowledge in real-world contexts,
such as internships or fieldwork.

o Public agencies: Government institutions that preserve, manage, and promote historical
records and heritage.

o Report writing skills: The ability to present findings clearly, logically, and in a
structured format.

o Research skills: The ability to gather, analyse, and interpret information systematically.
Concept check questions
Objective questions

1. Who is responsible for approving internship proposals before placement begins? (Linked
to SLO 1.3)

2. Which type of organisation collects, preserves, and interprets local or regional history?
(Linked to SLO 1.2)

3. What professional skill involves presenting findings clearly, logically, and in a structured
format? (Linked to SLO 1.4)

4. What phrase describes the application of classroom knowledge in real-world contexts?
(Linked to SLO 1.1)

5. Which organisations preserve and display artefacts for education and public engagement?
(Linked to SLO 1.2)

Short-answer questions

6. Define internship in the context of history training. (Linked to SLO 1.1)

7. Identify one example of a task a history intern might propose in a museum. (Linked to
SLO 1.3)

8. Explain why feedback from the Head of Department is important when submitting an
internship plan: (Linked to SLO 1.3)

9. Describe one way NGOs provide opportunities for history students during internships.
(Linked to SLO 1.2)

10. State one benefit of developing organisational skills before beginning an internship.

(Linked to SLO 1.4)

Long-answer questions

11.  Analyse the objectives of internship training in history and explain how they link
academic learning with practical experience. (Linked to SLO 1.1)
12.  Evaluate the importance of professional skills such as research, report writing,

organisational, and management skills in preparing for internship success. (Linked to SLO 1.4)
Answers to Concept Check Questions
P
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Objective questions

Head of Department.
Historical societies.
Report writing skills.
Practical experience.
Museums.

Nk W=

Short-answer questions

6. An internship is a structured period of practical experience designed to apply classtoom
knowledge in real-world settings.

7. Assisting with cataloguing artefacts or preparing exhibition notes.

8. Feedback ensures the plan is realistic, aligns with course requirements, and provides
meaningful learning opportunities.

9. NGOs may involve students in researching community histories or documenting social
change.

10. Organisational skills help interns manage tasks effectively and meet deadlines.

Long-answer questions

11.  Basic response: Internship training aims to provide practical experience that
complements classroom learning. It links academic knowledge with real-world practice by
allowing students to apply theories in organisations such as museums or archives.

Value-added response: Beyond this, internships foster adaptability, professional confidence, and
exposure to diverse institutional practices. They help students understand the societal relevance
of history and prepare them for future roles in research, preservation, and development.

12.  Basic response: Professional skills such as research, report writing, organisational, and
management skills are essential for documenting histories, managing records, and contributing to
institutional projects.

Value-added response: In addition, these skills prepare students for leadership roles, enhance
employability, and ensure they.can contribute meaningfully to both academic and professional
communities. They also strengthen the ability to communicate historical knowledge to wider
audiences, making history more accessible and impactful.

Answers to Pilot Questions
Part 1.1: Understanding Internship Objectives

1. An internship in history training is a structured period of practical experience designed to
apply classroom knowledge in real-world settings.

2. The main purpose is to provide exposure and opportunities to practise historical
knowledge in professional contexts.

3. Organisations such as museums, archives, NGOs, and historical societies typically host
history students for internships.

4. Academic learning refers to the knowledge and theories acquired during formal study.
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5. Practical experience complements academic learning by allowing learners to test theories,
refine skills, and adapt to professional environments.

Part 1.2: Identifying Suitable Organisations

1. Public agencies preserve and promote historical records and heritage.

Historical societies are associations dedicated to collecting, preserving, and interpreting

history.

A history intern in a museum might catalogue artefacts or assist with exhibitions.

History students in NGOs may research community histories or document social change.

5. Developmental associations use historical knowledge to strengthen identity and
community participation.

nalie

Part 1.3: Developing Internship Plans

1. An internship proposal is a written plan that outlines objectives, tasks, and expected
outcomes.

2. It should include objectives, tasks, expected outcomes, and alignment with academic
training.

3. Submitting the proposal to the Head of Department ensures it is realistic and aligned with
course requirements.

4. A museum intern might propose cataloguing artefacts or preparing exhibition notes.

5. Feedback from the Head of Department helps refine the plan and ensures accountability.

Part 1.4: Preparing Professional Skills

1. Research skills involve gathering, analysing, and interpreting information systematically.

Report writing skills are the ability to present findings clearly, logically, and in a

structured format.

Organisational skills enable interns to plan, prioritise, and manage tasks effectively.

4. Management skills contribute by supervising tasks, making decisions, and ensuring
objectives are achieved:

5. Developing professional skills such as organisational and management abilities prepares
learners for leadership roles.

[99)
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organisations roles OER table.”

e Box 1.6 Steps in submitting an internship proposal: Al-generated using the
prompt “Create a table listing steps«n submitting an internship proposal for
approval.” Suggested search string: “internship proposal submission steps OER
table.”

e Box 1.8 Examples of professional skills for internship success: Al-generated
using the prompt “Create a table listing professional skills needed for internship
success, including research, report writing, organisational, and management
skills.” Suggested search string: “professional skills internship history OER
table.”

¢ General References

o Course content adapted from HIS 303: The Practice of History/Internship
Training (Course outline and learning outcomes).

e Supplementary context informed by open educational resources (OERs) on
internships in history, professional skill development, and institutional
engagement.

Course Title: The Practice of History/Internship Training

Course Code: HIS 303

Course Units: 3 Units

e Series 1: Preparing For Internship Training In History
e Series 2: Applying Historical Skills In Organisations
o
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e Series 3: Managing Records And Institutional Histories
e Series 4: Engaging With Public And Private Agencies

e Series 5: Reporting And Evaluating Internship Experience

Suggested Outline for Series 2: Applying Historical Skills in
Organisations

e Part 2.1: Research and Documentation in Organisations
o Conducting historical research in institutional settings
e Documenting organisational history and activities
o Part 2.2: Communication and Report Writing
o  Writing institutional reports and historical accounts
o Presenting findings to diverse audiences
e Part 2.3: Records and Archives Management
o Handling institutional records
e Preserving and organising archival materials
o Part 2.4: Organisational Support and Project Participation
e Assisting in exhibitions and public programmes
o Contributing to developmental and advocacy projects

Introduction

In the last Series, we explored how:to prepare for internship training in history, focusing on
setting objectives, identifying organisations, drafting plans, and developing professional skills.
Having laid that foundation, we now turn to the practical application of historical skills within
organisational contexts. This Series is important because it demonstrates how the knowledge and
abilities you have acquired ‘can be used to support institutions, contribute to projects, and engage
with diverse audiences.

The aim of this-Series is to equip you with the ability to apply historical skills effectively in
organisations by conducting research, managing records, writing reports, and participating in
institutional projects.

We shall commence this Series by examining how historical research and documentation are
carried out in organisational settings. Next, we will explore communication and report writing,
focusing on how to present findings clearly to different audiences. Following that, we will
consider records and archives management, learning how to handle and preserve institutional
materials. Finally, we will wrap up by looking at organisational support and project participation,
where you will see how history students can assist in exhibitions, public programmes, and
developmental projects.

Series Learning QOutcomes
Upon completing this Series, you should be able to:
P

o LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS



e SLO 2.1 conduct historical research in organisational settings and document institutional
history and activities,

e SLO 2.2 write institutional reports and present historical findings clearly to diverse
audiences,

e SLO 2.3 apply records and archives management techniques to handle and preserve
institutional materials, and

e SLO 2.4 demonstrate participation in organisational projects by assisting with
exhibitions, public programmes, and developmental initiatives.

2.1 Research And Documentation In Organisations

2.1.1 Conducting historical research in institutional settings

Historical research is the systematic investigation of past events, records, and practices to
generate knowledge and insights. In organisational settings, this involves examining institutional
archives, minutes of meetings, reports, and oral testimonies to understand the organisation’s
development and contributions. As an intern, you may be tasked with gathering data that
supports exhibitions, publications, or advocacy projects. Effective research requires critical
thinking, accuracy, and attention to detail.

Fill in the blank: Historical research is the systematic investigation of events,
records, and practices to generate knowledge.

STAGES OF HISTORICAL RESEARCH IN ORGANIZATIONS:
A FRAMEWORK FOR OPEN EDUCATIONAL RESOURCES (OER)

~ L \ = / V - !
1. DATA COLLECTION: 2. DATA ANALYSIS: 3. INTERPRETATION: 4. REPORTING:
Gathering historical Examining and processing Making sense of the Communicating historical
evidence. the data. ndings. insights.

Ry e Jad fontent s Thematic B M D ot oy Rt &
e spmvometnt Wl 5o o ¢ W o
@ utistoymeviows g || | £ FaromaTend 2, B | [ Rermvert eguments 0 1 | 0 Sare o 2
Digital Record Extraction Q Chronological Ordering :}ﬁ Sﬂggﬂgg Research 3{&3 grg:tsi:gstl:r;seesntations
\@ g:::lga?:;uauon& ) X gaé:gg;ztnsng Themes ) @ (s:%mls;izseﬂecuon & ¢ \ ?gg'l;)shing&kchlv:ng @)

Short description: Diagram showing the stages of historical research in organisations (data
collection, analysis, interpretation, reporting).
e Caption: Figure 2.1 Stages of historical research in organisations.

2.1.2 Documenting organisational history and activities

)
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Documentation refers to the process of recording and preserving information about an
organisation’s history, activities, and achievements. This may include writing institutional
histories, compiling annual reports, or creating catalogues of events and projects. Documentation
ensures that the organisation’s legacy is preserved and accessible for future reference. For history
students, this is an opportunity to apply writing and analytical skills in a professional context.

Fill in the blank: Documentation is the process of recording and
an organisation’s history and activities.

Category

Archival

=)
Finding Aids

’ Task Examples

Cataloging new

. DOCUMENTATION TASKS FOR HISTORY INTERNS IN ORGANIZATIONS (OER)

Documentation

information about

Description/Intern Role|  Tools/Methods 'Impact/Outcome

Assigning unique
identifiers, physically

Database software
(e.g., PastPerfect),

Improves resource

acquisitions P A spreadsheet, acid-free|  discoverability
organizing materials foldirs i
: &, . 63 Creating abstracts Audio transcription Preserves
g:gl::l;iti:ry ’ i!\tt]gre\/)ﬂarws m and time-codes for tools, finding aid organizational
0 == audio files templates memory
N ” Digitizin iqi
Digitization ch;‘annl?gddc:cumtents photos, docur%e_nts Fgétlx_%dcsaﬁgp:sr,s, E"Z"‘C"C‘lssf ;%ltal
Records |/ Q| &metadata entry recorrg:antgégggmca metadata schemas collections
T : Synthesizing Company reports, | Creates a historical
® Or%?':lezl?;?snal Rers:i?;gmggskey information from annual records, narrative of the
{:O: multiple sources interview summaries company
i Museum software,
~] Exhibit Writing object [= Ifjes?archlng ?"d < graphic design Edutt):qtes tge
labels @ || Slating fext for %/ programs, historical(&a] P! lic an
=|  public display |=# “eseath | = { employees

Documentation
@ :

Caption: Box 2.2 Examples of documentation tasks in organisations

e Short description: Table listing tasks such as writing institutional histories, compiling annual
reports, cataloguing events, and preparing project summaries.

Pilot questions 2.1

- LLp -

What. is historical research in organisational settings?
Name two sources of information used in institutional research.
Define documentation in the context of organisations.
Give one example of a documentation task a history intern may perform.
Why'is documentation important for preserving organisational legacy?

2.2.Communication And Report Writing

2.2.1 Writing institutional reports and historical accounts
Institutional reports are formal documents that present information about an organisation’s
activities, achievements, and challenges over a specific period. They are often used for

accountability, planning, and public communication. For history interns, writing reports may

FW
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involve summarising archival findings, documenting exhibitions, or preparing annual reviews.
Historical accounts are narratives that explain the development and contributions of an
organisation over time. These accounts require accuracy, clarity, and the ability to connect past
events with present realities.

Fill in the blank: Institutional reports are formal documents that present information about an
organisation’s , achievements, and challenges.

1. FRONT MATTER: & =
Appendices, References ] S @\ Inﬂﬂﬂﬂﬂl D_:E

Purpose of Report
Key Organizational Information
Context & History

v

Impact Stories
Recognitions & Awards

Major Successes P
f/l // Key Metrics & Statistics ({¢

= — CHALLENGES &
Key Activities/Projects &) LESSONS LEARNED

during the Period
H Identify Key Obstacles E?
(Financial, Technical, Operational)

OER Creation, Adaptation, & Use
[ Challenges with OER adoption

——1t Examples:
= | «OER Creatiog S 7 = -
5| * Programs \7 —

Teachmg &record

@Summary of Report D L
Findings -
& Overall AssessmentI)

@ Future Outiook & vl

/
Recommendations ;Q:

(‘3 Call to Action e
£=

[ Analysis of what didn't work

[ Actionable Insights @

O - EEm—Z 10

SShort description: Diagram showing the structure of an institutional report (introduction,
activities, achievements, challenges, conclusion).
e Caption: Figure 2.3 Structure of an institutional report.

2.2.2 Presenting findings,to diverse audiences

Presentation of findings refers to the communication of research results or organisational
information to different groups such as management, staff, stakeholders, or the public. Effective
presentation requires tailoring the message to suit the audience. For example, a detailed report
may be appropriate for management, while a simplified exhibition panel may be suitable for the
public. Interns must learn to adapt their communication style, using clear language, visuals, and
examples to make information accessible.

Fill in the blank: Presenting findings requires tailoring the to suit the audience.

)
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- METHODS OF PRESENTING FINDINGS TO DIVERSE AUDIENCES (OER) \"

Method ’ ';';:nnf;ty ‘ Algzgﬁ::e Key Features Exl?:!l![s)le l Strengths ‘ Limitations
Written {= Dggltﬂggt Specialists, [Comprehensive,| Academic | High detail, |Less engaging,
Reports Execiitive. Policy Makers, |formal structure,| papers, policy | permanent | high reading
P Summary Academics data-heavy briefs record level
: Conference . Personal | Limited reach,
Oral gelak | Attendees, | Interactive, | Comference | gonnection, | potential for
Presentations Qa Shenth General Public, timelimited Iec'tl?res real-time  |public speaking
P Students feedback anxiety
— | Physical or |Public, Museum| Sensory, Museum Engaging, High cost,
Exhibitions @ Virtual Display, | Visitors, Local | immersive, exhibits, caters to stationary
C=\panels, Artifacts| Community |artifact-focused hig&"&"&?sfgltgys learning styles location
. =28@ _Sensory, Caters to High cost,
v immersive, different stationary
@3 artifact-focused learning styles| location
- Website, Dynamic, [ Social media | Wide reach, | Digital divide,
Digital Social Media, | Audience, shareable, campaigns, | accessibility, | resource-
Media Infographics, | Tech-savvy | varied content [online research data intensive to
C\ Videos Users, Youth formats hubs visualization produce

Caption: Box 2.4 Methods of presenting findings to diverse audiences

Short description: Table listing methods such as written reports, oral presentations, exhibitions,
and digital media.

Pilot questions 2.2

ukhwnNR

What are institutional reports used for?

Define historical accounts in the context of organisations.

Name two sections commonly found in an institutional report.
Why is it important to tailor presentations to different audiences?
Give one example of a method for presenting findings to the public.

2.3 Records And Archives Management

2.3.1 Handlinginstitutional records
Institutional records are official documents that capture the activities, decisions, and operations
of an organisation. These may include meeting minutes, correspondence, financial statements,

and project files. For interns, handling records involves organising, classifying, and ensuring that

they are accessible to authorised users. Proper record handling supports transparency,
accountability, and efficient management.

Fillin the blank: Institutional records are official documents that capture the
decisions, and operations of an organisation.

-
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CATEGORIES OF INSTITUTIONAL RECORDS:

<IMAGE-2>

2. FINANCIAL
RECORDS

1. ADMINISTRATIVE
RECORDS

= Organization policies @ Budgets
Meeting minutes lsidl Audit reports
&5 Board decisions &, E& Invoices

o| [ Staff handbooks
» Legal documents

» Purchase orders

A FRAMEWORK FOR OPEN EDUCATIONAL RESOURCES (OER)

RECORDS MANAGEMENT «——— Ce“"a' Registry 5 prcoRDS MANAGEMENT -
: = <IMAGE3>

4. PROJECT FILES

3. CORRESPONDENCE

&) Official letters (@
External emails <
= Memos

Newsletters (2

b Project plans
e Research data
Progress reports
¢4 Final deliverables

25 Payroll records é%

&% Communications lo
= )

Case studies 5=

Physical (5= Digitsl ¢  COMMON FORMATS & USES | =) J
Files & Arc ives IN ORGANIZATIONS (OER) Brozentioes  Database R Pregfation

Short descrlptlon. Diagram showing categories of institutional records (administrative, financial,

correspondence, project files).

e Caption: Figure 2.5 Categories of institutional records.

2.3.2 Preserving and organising archival materials

Archival materials are records of enduring value that are preserved for long-term reference and
historical research. They may include photographs, manuscripts, maps, and rare documents.
Preserving archives requires careful handling, protection from environmental damage, and
proper cataloguing. Interns may assist by digitising materials, creating inventories, or supporting
exhibitions that showcase archival collections. Organising archives ensures that future

researchers and the public can access them easily.

Fill in the blank: Archival materials are records of enduring

long-term reference and research.

o
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ARCHIVAL PRESERVATION TECHNIQUES:
A FRAMEWORK FOR LONGEVITY (OER)

Description
& Methods

Key Preservation
Benefits

......

Using inert, acid-free, and
alkaline-buffered
materials. <&

e Short description: Table listing technigques such as digitisation, cataloguing, environmental

control, and protective storage.

Pilot questions 2.3
1. What are institutional records?
2. Give two examples of‘institutional records.
3.
4,
5.

Physical protection,
prevents acid migration,

o light damage, dust.

<3 High-resolution scanning, ;
iqitisati \‘ creating digital surrogates. G s SEITLEOI
Digitisation Best practices (as seen in access, reduces newspapers,
@' <M /{JGE-1 >, <IMAGE-2>). physical handling. manuscripts, photos.
Cataloguing Systematic organizing, ;
D E description, and indexing. | Improved findability, ﬁlﬁé?r:“v:ildiatcaotl’?eﬁisén
EE = OER templates (as context, metadata. ?nvent'ories ‘
==1 referenced in <IMAGE-3>). :
Environmental Control | wonitoring and regulating Prevents mould, | Temperature/humidity
temperature (15-20°C) and | brittle paper, chemical | dataloggers, climate-
relative humidity (30-50%). breakdown. co(n<t|r|\(,)1|/|\e((;jErg(>);ns
Acid-free boxes

(<IMAGE 6>), polyester
sleeves, photo
enclosures. ez

Define archival materials in the context of organisations.
Name one technique used to preserve archival materials.
Why is organising archives important for future researchers?

2.4 Organisational Support And Project Participation

2.4.1 AsSisting imexhibitions and public programmes

Exhibitions are organised displays of artefacts, documents, or visual materials that communicate
historical narratives to the public. Interns may assist by preparing captions, arranging displays, or

conducting guided tours. Public programmes include lectures, workshops, and outreach
activities designed to engage communities with history. Supporting these initiatives allows
interns to practise communication skills and contribute to the visibility of the organisation.

Fillin the blank: Exhibitions are organised displays of artefacts, documents, or visual materials

that communicate

-

L S

narratives to the public.
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HISTORY INTERNS ASSISTING IN A MUSEUM EXHIBITION
OR PUBLIC HISTORY PROGRAMME (OER)

=
[ H A

a
2. ARTIFACT CARE & INSTALLATION 4. COMMUNITY ENGAGEMENT & FEEDBACK

. BENEFITS OF INTERNSHIPS: Career Readiness, Historical Skills, Community Impact FOR OER RESOURCES

Short description: Image showing interns assisting in a museum exhibition or public history
programme.
e Caption: Plate 2.7 Interns assisting in'a public exhibition.

2.4.2 Contributing to developmental and advecacy projects

Developmental projects are initiatives aimed at improving communities through education,
heritage preservation, or cultural promotion. Interns may contribute by documenting local
histories, supporting awareness campaigns, or helping with project evaluations. Advocacy
projects involve promoting historical knowledge to influence policy or strengthen cultural
identity. Participation in these projects allows interns to apply historical skills in ways that
directly benefit society.

Fill in the blank: Advocacy projects involve promoting historical knowledge to influence
or strengthen cultural identity.

)
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., DEVELOPMENTAL AND ADVOCACY PROJECTS FOR HISTORY INTERNS (OER)

Project Type ‘ Project Examples | Intern Role/Tasks Key Outcomes ‘ Relevant OER/Skills
- : Metadata creation, Permanent digital | OER Repositories
@ D 'g'tg)‘ﬂgc?i grr:lque preservation, resource, wider access, (<IMAGE 2>),
Developmental accessibility searchability data analysis I
(Resource Creation) - Researching context, |New educational display,|  OER Exhibit
@e D%sils%glrngeiﬂi{gtc al curating items, writing | public engagement, [Templates (<IMAGE 3>),
y writing panels shared history curatorial skills
Advocating for  [Documenting site history,|  Legal protection, Advocacy tools
historic landmark orgamzm? community | funding eligibility, [(<IMAGE 4>, <IMAGE 55),
status support, filing petitions [  community pride public history
Advocacy ; Researching stops, Interactive public OER mapping
®|  (Community Ccf;tk'?ng a{éﬂfal creating narrative, | programme, revenue | software (<IMAGE 6),
@ Outreach) g route, training guides for organisation, interpretation
ol Creating a local Research narrativen, pr'gé?;ﬁ,']\f Pelf,t,’alr',%e OER mapping
walking tour mapping route, _ | ™ for organisation, | Software (MAGE?),
(C/ Q training guides =7  heritage tourism interpretation |
7

Caption: Box 2.8 Examples of developmental andadvocacy projects for interns

e Short description: Table listing examples such.as documenting local histories, supporting
awareness campaigns, heritage preservation, and cultural promotion.

Pilot questions 2.4

What are exhibitions in the context of organisations?

Give one example of a public programme interns may support.
Define developmental projectsin relation to history internships.
What is the purpose of advocacy projects?

Name one way.interns.can contribute to developmental projects.

ukhwnN R

Series summary

This Series has shown how historical skills can be applied within organisational contexts,
highlighting the importance of moving from academic preparation into practical contributions.
We began by focusing on research and documentation, where interns learn to investigate
institutional records and preserve organisational histories. Then we examined communication
and report writing, emphasising how to produce clear institutional reports and present findings to
varied audiences. Following that, we explored records and archives management, looking at how
to handle, preserve, and organise materials of enduring value. Finally, we considered
organisational support and project participation, where interns contribute to exhibitions, public
programmes, and developmental or advocacy projects.

)
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In line with the Series Learning Outcomes, you should now be able to conduct historical research
in organisations, write and present institutional reports, apply records and archives management
techniques, and demonstrate active participation in organisational projects. These outcomes
ensure that you are equipped to apply your historical training in ways that support institutions,
engage communities, and preserve heritage effectively.

Glossary of terms

e Advocacy projects: Initiatives that promote historical knowledge to influence poliecy or
strengthen cultural identity.

e Archival materials: Records of enduring value, such as photographs, manuscripts, and
maps, preserved for long-term reference and research.

e Documentation: The process of recording and preserving information about an
organisation’s history, activities, and achievements.

o Exhibitions: Organised displays of artefacts, documents, or visual:materials that
communicate historical narratives to the public.

o Historical accounts: Narratives that explain the development and contributions of an
organisation over time.

o Historical research: The systematic investigation of past events, records, and practices
to generate knowledge and insights.

o Institutional records: Official documents that capture the activities, decisions, and
operations of an organisation.

o Institutional reports: Formal documents that present information about an
organisation’s activities, achievements, and challenges over a specific period.

o Presentation of findings: Communicating research results or organisational information
to different groups such as management, staff, stakeholders, or the public.

o Public programmes: Lectures, workshops, and outreach activities designed to engage
communities with history.

o ' Developmental projects: Initiatives aimed at improving communities through education,
heritage preservation, or cultural promotion.

Concept Check Questions
Objective questions

1. Institutional reports are used to present information about an organisation’s activities,
achievements, and challenges. (Linked to SLO 2.2)

2. Archival materials are records of enduring value preserved for long-term reference and
research. (Linked to SLO 2.3)

)
she-o) LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS



Exhibitions communicate historical narratives to the public through organised displays of
artefacts and documents. (Linked to SLO 2.4)

Historical research in organisations involves investigating past events, records, and
practices to generate insights. (Linked to SLO 2.1)

Advocacy projects promote historical knowledge to influence policy or strengthen
cultural identity. (Linked to SLO 2.4)

Short-answer questions

Define institutional records and give one example. (Linked to SLO 2.3)
Explain why tailoring presentations to diverse audiences is important. (Linked to SLO

Identify one technique used to preserve archival materials. (Linked to SLO 2.3)
State one way interns can contribute to developmental projects. (Linked to'SLO 2.4)
What is the purpose of documentation in organisations? (Linked to SLO 2.1)

Long-answer questions

11.

Analyse the role of historical research and documentation in preserving organisational

legacy. (Linked to SLO 2.1)

12.

Evaluate the importance of communication and report writing skills for interns working

in organisations. (Linked to SLO 2.2)

13.

Discuss how effective records and archives management supports both organisational

efficiency and historical preservation. (Linked to. SLO 2.3)

14.

Assess the contribution of exhibitions, public programmes, and advocacy projects to

community engagement and cultural identity. (Linked to SLO 2.4)

Answers to Concept Check Questions

Objective questions

Alraibali e

To present organisational activities, achievements, and challenges.
Records of enduring value preserved for long-term use.

Organised displays of artefacts and documents.

Investigating past events, records, and practices.

Promoting historical knowledge to influence policy or identity.

Short-answer questions

6.

Institutional records are official documents capturing organisational activities; example:

meeting minutes.

7. Because different audiences require information presented in ways they can understand
and use.
8. Digitisation.
0. Documenting local histories.
10.  To record and preserve organisational history and achievements.
o
R
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Long-answer questions

11.  Basic response: Historical research and documentation preserve organisational legacy by
recording activities and achievements for future reference.

Value-added response: They also provide evidence for accountability, support institutional
memory, and strengthen identity by connecting past contributions with present goals.

12.  Basic response: Communication and report writing skills help interns present findings
clearly and professionally.

Value-added response: These skills also enhance transparency, build trust with stakeholders; and
ensure historical knowledge is accessible to both academic and public audiences.

13.  Basic response: Records and archives management ensures materials are organised and
preserved for efficiency and historical use.

Value-added response: It also supports decision-making, protects cultural heritage, and enables
future research by maintaining accessible and reliable collections.

14.  Basic response: Exhibitions, public programmes, and advocacy projects engage
communities and promote cultural identity.

Value-added response: They further encourage public participation, influence policy, and foster
appreciation of history as a tool for development and social cohesion.

Answers to Pilot Questions
Part 2.1: Research and Documentation in Organisations

1. Historical research in organisational settings 1s the systematic investigation of past
events, records, and practices to generate insights.

2. Two sources of information used in institutional research are meeting minutes and
archival records.

3. Documentation is the process of recording and preserving information about an
organisation’s history and activities.

4. One example of a documentation task a history intern may perform is compiling annual
reports.

5. Documentation 1s important because it preserves organisational legacy and ensures
information is accessible for future reference.

Part 2.:2: Communication and Report Writing

1. Institutional reports are used for accountability, planning, and public communication.
Historical accounts are narratives that explain the development and contributions of an
organisation over time.

3. Two sections commonly found in an institutional report are introduction and
achievements.

4. It is important to tailor presentations to different audiences so that information is clear,
relevant, and accessible.

5. One method for presenting findings to the public is through exhibitions.

Part 2.3: Records and Archives Management

-
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1. Institutional records are official documents that capture the activities, decisions, and
operations of an organisation.

2. Two examples of institutional records are correspondence and financial statements.

3. Archival materials are records of enduring value preserved for long-term reference and
research.

4. One technique used to preserve archival materials is digitisation.

Organising archives is important because it ensures future researchers can access

materials easily and reliably.

V)]

Part 2.4: Organisational Support and Project Participation

1. Exhibitions are organised displays of artefacts, documents, or visual materials that
communicate historical narratives to the public.

2. One example of a public programme interns may support is a lecture or workshop.

Developmental projects are initiatives aimed at improving communities through

education, heritage preservation, or cultural promotion.

4. The purpose of advocacy projects is to promote historical knowledge to influence policy
or strengthen cultural identity.

5. One way interns can contribute to developmental projects is by documenting local
histories.

(98]

References and Attributions

o Figures and Plates

o Figure 2.1 Stages of historical research in organisations: Al-generated using the
prompt “Create a diagram showing the stages of historical research in
organisations: data collection, analysis, interpretation, reporting.” Suggested
search string: “historical research stages organisations OER diagram.”

o Figure 2.3 Structure of an institutional report: Al-generated using the prompt
“Create a diagram showing the structure of an institutional report with sections
such as introduction, activities, achievements, challenges, and conclusion.”
Suggested search string: “institutional report structure OER diagram.”

o | Figure 2.5 Categories of institutional records: Al-generated using the prompt
“Create a diagram showing categories of institutional records such as
administrative, financial, correspondence, and project files.” Suggested search
string: “categories of institutional records OER diagram.”

o Plate 2.7 Interns assisting in a public exhibition: Al-generated using the prompt
“Illustrate interns assisting in a museum exhibition or public history programme.”
Suggested search string: “history interns museum exhibition public programme
OER image.”

o - Boxes and Tables

e Box 2.2 Examples of documentation tasks in organisations: Al-generated using
the prompt “Create a table listing examples of documentation tasks in
organisations for history interns.” Suggested search string: “documentation tasks
organisations history internship OER table.”
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e Box 2.4 Methods of presenting findings to diverse audiences: Al-generated using
the prompt “Create a table listing methods of presenting findings to diverse
audiences, including written reports, oral presentations, exhibitions, and digital
media.” Suggested search string: “methods presenting findings diverse audiences
OER table.”

e Box 2.6 Techniques for preserving archival materials: Al-generated using the
prompt “Create a table listing techniques for preserving archival materials,
including digitisation, cataloguing, environmental control, and protective
storage.” Suggested search string: “archival preservation techniques OER table.”

e Box 2.8 Examples of developmental and advocacy projects for interns: Al-
generated using the prompt “Create a table listing examples of developmental and
advocacy projects for history interns.” Suggested search string: “developmental
advocacy projects history interns OER table.”

e General References

o Course content adapted from HIS 303: The Practice of History/Internship
Training (Course outline and learning outcomes).

e Supplementary context informed by open educational resources (OERs) on
historical research, institutional documentation, communication skills, records
management, and organisational projects.

Course Title: The Practice of History/Internship Training
Course Code: HIS 303

Course Units: 3 Units

Series 1: Preparing For Internship Training In History
Series 2: Applying Historical Skills In Organisations
Series 3: Managing Records And Institutional Histories
Series 4: Engaging With Public And Private Agencies
Series 5: Reporting And Evaluating Internship Experience

Suggested Outline for Series 3: Managing Records
And Institutional Histories

o Part 3.1: Principles Of Records Management

e . Defining records and their organisational value

o Standards and procedures for effective record keeping
o  Part 3.2: Archival Practices And Preservation

o Identifying materials of enduring value

e Techniques for preservation and digitisation
o Part 3.3: Institutional Histories And Narratives

e Methods of compiling institutional histories

o Linking institutional narratives to heritage and identity
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o Part 3.4: Ethical And Legal Considerations
o Confidentiality and access rights
e Legal frameworks guiding records and archives management

Introduction

In the last Series, we examined how historical skills can be applied in organisations, focusing on
research, communication, records management, and project participation. Building on that
foundation, this Series turns to the management of records and institutional histories, which are
essential for preserving organisational memory and ensuring accountability. Records.and
histories not only safeguard the past but also provide a framework for decision-making and
identity in the present.

The aim of this Series is to equip you with the knowledge and skills requited to manage records
effectively, preserve archival materials, compile institutional histories, and address ethical and
legal considerations in professional practice.

We shall commence this Series by exploring the principles of records management, defining
records and examining their organisational value. Next, we will move on to archival practices
and preservation, where you will learn techniques for identifying materials of enduring value and
safeguarding them through preservation and digitisation. Following that, we will consider
institutional histories and narratives, focusing on methods of compiling histories and linking
them to heritage and identity. Finally, we will wrap up by addressing ethical and legal
considerations, including confidentiality, access rights; and the legal frameworks that guide
records and archives management.

Series Learning Outcomes
Upon completing this Series, you should be able to:

e SLO 3.1 define records and explain their organisational value,

e SLO 3.2 describe standards and procedures for effective record keeping,

e SLO 3.3 identify materials of enduring value suitable for archival preservation,
e SLO 3.4 apply techniques for preserving and digitising archival materials,

e SLO 3.5 demonstrate methods of compiling institutional histories,

e SLO 3.6 analyse how institutional narratives contribute to heritage and identity,
e SLO 3.7 explain confidentiality and access rights in records management, and

e SLO 3.8 evaluate legal frameworks guiding records and archives management.

3.1 Principles Of Records Management

3:1.1 Defining records and their organisational value

Records are official documents that capture the activities, decisions, and operations of an
organisation. They may take the form of meeting minutes, correspondence, financial statements,
or project files. Records serve as evidence of actions taken and provide a reliable source of
information for accountability and decision-making. For interns, recognising the organisational
value of records is crucial, as they underpin transparency and institutional memory.

)
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Fill in the blank: Records are official documents that capture the
operations of an organisation.

, decisions, and

. - TYPES OF
ORGANISATIONAL RECORDS

=@

« Payroll

» Meeting Notes

PROJECT FILES

ADMINISTRATIVE RECORDS |  FINANCIAL RECORDS CORRESPONDENCE
« Board Minutes « Budgets & Forecasts « Letters & Memos « Project Plans
« Policies & Procedures » Invoices & Receipts » Emails « Research Data
« Personnel Files « Audit Reports » Faxes « Deliverables

« Contracts « Status Reports

. @ o

Short description: Diagram showing the types of organisational records (administrative,
financial, correspondence, project files).

o Caption: Figure 3.1 Types of organisational records.

3.1.2 Standards and procedures for effective record keeping

Record keeping refers to the systematic process of creating, maintaining, and disposing of
records according to established standards. Effective record keeping ensures that records are
accurate, accessible, and preserved for as long as they are needed. Standards may include
classification systems, retention schedules, and security protocols. Interns should be familiar
with these procedures, as they help organisations comply with legal requirements and maintain
efficiency.

Filldn the blank: Record keeping is the systematic process of creating,
disposing of records according to standards.

, and
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Caption: Box 3.2 Key standards and procedures in‘record keeping

e Short description: Table listing standards such as classification systems, retention
schedules, and security protocols.

Pilot questions 3.1

M

What are records in the.context of organisations?
Give two examples of organisational records.
Define record keeping.
Name one standard used in effective record keeping.
Why is record keeping important for organisational accountability?

3.2 Archival Practices And Preservation

3.2.1 Identifying materials of enduring value
Archival materials are records that hold long-term significance for an organisation, often
beyond their immediate administrative use. These may include photographs, manuscripts, maps,
rare documents, and correspondence that provide evidence of historical events or organisational
milestones. Identifying such materials requires an understanding of their relevance to heritage,
culture, and institutional memory. Interns should learn to distinguish between routine records,
which may be disposed of after use, and archival materials, which must be preserved for future

generations.

Fill in the blank: Archival materials are records that hold long-term
organisation beyond immediate use.

for an
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DISTINCTION BETWEEN ROUTINE RECORDS AND ARCHIVAL MATERIALS:
A GUIDE FOR OPEN EDUCATIONAL RESOURCES (OER)

ROUTINE RECORDS RECORDS LIFE-CYCLE ARCHIVAL MATERIALS
(Active & Semi-Active) TRANSITION (Inactive & Permanent) i.:é‘
CREATE OR RECEIVE (<IMAGE 4>) PRESERVE

SME|
3

i

E @ ’I.Creation& af
¥ @ 2\ Distribution
; =4 Microfilms
TN o= 2. Current Use &
Used frequently for current business,
administrative, or legal purposes.

Active Storage
=

e
Daily Emails  Invoices & Employee
@ & Memos Purchase Orders Timesheets
1T

. 3 f':
= 58

Artifacts

Retained permanently for historical,
j‘ research, or cultural value.
- 9 & @0
9 APPRAISED
for Historical % —

Value Founding Charter _Historical Board Meeting
& Constitution Phgtgsiraphs Minutes
i

ms  (Permanent)
fi @

3. Appraisal
& Disposition

: 4. Archival
Project Status Current RETAIN in Transition  DESTROYED | ARCHIVAL Oral History Original Research Data
C eports Contracts  Office/Storage or Disposal  (Non-Archival) \REPOSITORY Recordings (Key Findings)

=
Short description: Diagram showing the distinction between routine records and archival
materials.

e Caption: Figure 3.3 Distinction between routine records and archival materials.

3.2.2 Techniques for preservation and digitisation

Preservation refers to the measures taken to protect archival materials from damage,
deterioration, or loss. This may invelve environmental control, protective storage, and careful
handling. Digitisation is the process of converting physical records into digital formats, making
them easier to store, access, and share. Together, preservation and digitisation ensure that
valuable materials remain intact and accessible for both current and future users. Interns may be
involved in cataloguing, scanning, or assisting with digital archives projects.

Fill in the blank: Digitisation is the process of converting physical records into

formats for easier storage and access.
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OER digitisation workflows.
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Caption: Box 3. 4 Technlques for preserving and digitising archival materials

| KEY OBJECTIVES BEST PRACTICES ILLUSTRATIVE [
TECHNIQUE & DESCRIPTION ) & TOOLS (OER) EXAMPLES & VISUALS (IS8

e Short description: Table listing techniques such as environmental control, protective
storage, careful handling, and digitisation.

Pilot questions 3.2
1. What are archival materials?
2. Give two examples of archival materials.
3. Define preservation in the context of archives.
4. What is digitisation?
5. Why is it important to distinguish between routine records and archival materials?

3.3 Institutional Histories And Narratives

3.3.1 Methods of compiling institutional histories

Institutional histories are written accounts that trace the development, achievements, and
challenges of an organisation over time. They provide a narrative that connects past events with
present identity and future direction. Compiling such histories involves gathering records,
interviewing stakeholders, and synthesising information into a coherent story. Interns may be
asked to assist in drafting timelines, preparing case studies, or contributing to commemorative
publications.

Fill in the blank: Institutional histories are written accounts that trace the ,
achievements, and challenges of an organisation over time.
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STEPS IN COMPILING INSTITUTIONAL HISTORIES:
A FRAMEWORK FOR OPEN EDUCATIONAL RESOURCES (OER)

INSTITUTIONAL

HISTORY

Conduct Oral History Analyze & Interpret Findings

Archwal Search ' Stageg:|§:¥s V' . Integrate Diverse Format for Public

\ 3 Employees P . Data & Intemews 4 Sharing (OER)
||—° [)) — % ~——
Reviewing Documents, Minutes,  |5) Capture Personal Y Develop Narrative Disseminate &
Annual Reports Narratives & Perspectives & Timelines Share Findings

, 0 = @
Ry 22 i 2 ©
KEY OUTCOMES: ; Shared  Organizational Stakeholder ~ OER

Identity Memory Engagement  Access

Short description: Diagram showing steps in compiling institutional histories (data
collection, interviews, synthesis; publication).
e Caption: Figure 3.5 Steps in compiling institutional histories.

3.3.2 Linking institutional narratives to heritage and identity

Institutional narratives are stories that highlight the values, traditions, and identity of an
organisation. They go beyond factual histories to emphasise meaning and cultural significance.
Linking narratives to heritage ensures that the organisation’s contributions are recognised as part
of a broader social and cultural context. Interns may contribute by documenting oral histories,
preparing exhibition panels, or drafting heritage-focused reports. These narratives strengthen
organisational identity and foster pride among stakeholders.

Fill in the blank: Institutional narratives highlight the values, traditions, and of an
organisation.
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INSTITUTIONAL NARRATIVES IN HERITAGE:
CER EXAMPLES & FORMATS (OER)

Examples in OER Reference
Narrative Type & Purpose Heritage Context Key Formats & Visuals & Application
Commemorative
« University Centennial Book 'j‘
g @ Publications « City Jubilee Album

Celebrate milestones,
honor individuals or events., * Museum Founder Biography

; Q Oral Histories » Factory Worker Interviews
(A Capture personal stories,  * Indigenous Elders Stories
community memories, and e« Local Neighborhood Oral
intangible heritage. History Project
Exhibition Panels * Locat History Display
Present historical * Museum Exhibit Narrative
information, interpret Panels . 2
artifacts, and engage * Outdoor Heritage Trail
visitors. Signage
== Heritage Reports « Site Conservation Plan
Document findings, plan « Historic Structure Report
preservation, and « Impact Assessment for
analyze significance. Development

Caption: Box 3.6 Examples of institutional-narratives linked to heritage

e Short description: Table listing examples such as commemorative publications, oral
histories, exhibition panels, and heritage reports.

Pilot questions 3.3
1. What are institutional histories?
2. Name two methods/used to compile institutional histories.
3. Define institutional narratives.
4. Give one example of an institutional narrative linked to heritage.
5. Why are institutional narratives important for organisational identity?

3.4 Ethical And Legal Considerations

3.4.1 Confidentiality and access rights
Confidentiality refers to the responsibility of organisations to protect sensitive records from
unauthorised disclosure. This includes personal data, financial information, and internal
communications that could harm individuals or the organisation if improperly accessed. Access
rights define who is permitted to view, use, or manage specific records. Interns must respect
these boundaries by following organisational policies and ensuring that records are only shared
with authorised personnel.
Fill in the blank: Confidentiality refers to the responsibility of organisations to protect

records from unauthorised disclosure.
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Short description: Diagram showing levelsiof access rights (public, restricted,

confidential).

e Caption: Figure 3.7 Levels of access rights in records management.

3.4.2 Legal frameworks guiding records and archives management

Legal frameworks are laws and regulations that govern how records and archives are created,
stored, accessed, and disposed of. These may include data protection laws, freedom of
information acts, and archival legislation. Compliance with these frameworks ensures that
organisations operate within the law and protect the rights of stakeholders. Interns should be
aware of these legal requirements, as failure to comply can result in penalties or loss of trust.
Fill in the blank: Legal frameworks are laws and regulations that govern how records and

archives are

o

L S

, stored, accessed, and disposed of.

OER A
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OTT EXAMPLES OF LEGAL FRAMEWORKS IN

[-‘-" RECORDS & ARCHIVES MANAGEMENT (OER)

Impact on Records Tools &

Type of Law ‘ Key Purpose | Common Examples Management Procedures (OER)
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Caption: Box 3.8 Examples of legal frameworks in records management

Laws to access history Appraisal OER 1

e Short description: Table listing examples such as data protection laws, freedom of
information acts, and archival legislation.

Pilot questions 3.4
1. What is confidentiality in records management?
2. Define access rights in the context of organisations.
3. Give one example of a legal framework guiding records management.
4. Why is compliance with legal frameworks important?
5. What could'be the consequence of failing to comply with records management laws?

Series summary

This Series has focused on the management of records and institutional histories, emphasising
their importance in preserving organisational memory, ensuring accountability, and
strengthening identity. We began by exploring the principles of records management, where you
learned the organisational value of records and the standards that guide effective record keeping.
Then we examined archival practices and preservation, highlighting how to identify materials of
enduring value and apply techniques such as environmental control and digitisation. Following
that, we turned to institutional histories and narratives, considering methods of compiling
histories and linking them to heritage and identity. Finally, we addressed ethical and legal
considerations, including confidentiality, access rights, and the legal frameworks that shape
records and archives management.

In line with the Series Learning Outcomes, you should now be able to define records and explain
their organisational value, apply standards for record keeping, identify and preserve archival
materials, compile institutional histories, analyse their contribution to heritage and identity, and
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evaluate ethical and legal frameworks. These outcomes ensure that you are well prepared to
manage records and institutional histories in ways that support both organisational efficiency and
cultural preservation.
Glossary of terms
e Access rights: Rules that determine who is permitted to view, use, or manage specific
records within an organisation.
e Archival materials: Records of enduring value, such as photographs, manuscripts, maps,
and rare documents, preserved for long-term reference and research.
o Confidentiality: The responsibility of organisations to protect sensitive records from
unauthorised disclosure.
o Digitisation: The process of converting physical records into digital formats for easier
storage, access, and sharing.
o Institutional histories: Written accounts that trace the development, achievements, and
challenges of an organisation over time.
o Institutional narratives: Stories that highlight the values, traditions, and identity of an
organisation, often linked to heritage.
o Legal frameworks: Laws and regulations that govern how records and archives are
created, stored, accessed, and disposed of.
e Preservation: Measures taken to protect archival materials from damage, deterioration,
or loss, including environmental control and protective storage.
e Record keeping: The systematic process of creating, maintaining, and disposing of
records according to established standards.
e Records: Official documents that capture the activities, decisions, and operations of an
organisation, serving as evidence and sources of accountability.
Concept Check Questions
Objective questions

1. Records are officialldocuments that capture the activities, decisions, and operations of an
organisation. (Linked to SLO 3.1)

2. Record keeping is the systematic process of creating, maintaining, and disposing of
records according to standards. (Linked to SLO 3.2)

3. Archivalmaterials are records of enduring value preserved for long-term reference and
research. (Linked to SLO 3.3)

4. Digitisation converts physical records into digital formats for easier storage and access.
(Linked to SLO3.4)

5. Institutional narratives highlight the values, traditions, and identity of an organisation.
(Linked to SLO 3.6)

Short-answer questions

Define records and give one example. (Linked to SLO 3.1)

State one standard used in effective record keeping. (Linked to SLO 3.2)

Give two examples of archival materials. (Linked to SLO 3.3)

Explain why digitisation is important for archival preservation. (Linked to SLO 3.4)
What is the purpose of institutional histories? (Linked to SLO 3.5)

Define confidentiality in records management. (Linked to SLO 3.7)

— =YY@ a
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12. Name one legal framework guiding records and archives management. (Linked to SLO
3.8)

Long-answer questions

13. Analyse the organisational value of records and explain why effective record keeping is
essential. (Linked to SLO 3.1, 3.2)

14. Evaluate the role of preservation and digitisation in safeguarding archival materials.
(Linked to SLO 3.3, 3.4)

15. Discuss how institutional histories and narratives contribute to heritage and
organisational identity. (Linked to SLO 3.5, 3.6)

16. Assess the importance of confidentiality, access rights, and legal frameworks in records

management. (Linked to SLO 3.7, 3.8)

Answers to Concept Check Questions
Objective questions

Activities, decisions, and operations.

Creating, maintaining, and disposing of records according to standards.
Records of enduring value preserved for long-term use.

Digital formats.

Values, traditions, and identity.

Nk W=

Short-answer questions

6. Records are official documents capturing organisational activities; example: meeting
minutes.

7. Retention schedules.

8. Photographs and manuscripts.

0. It ensures records are preserved, accessible, and protected from physical deterioration.
10. To trace the development, achievements, and challenges of an organisation over time.
11.  Protecting sensitive records from unauthorised disclosure.

12.  Data protection laws.

Long-answer questions

13. 2. Basic response: Records provide evidence of organisational activities and decisions,
making them vital for accountability. Effective record keeping ensures accuracy, accessibility,
and compliance.

Value-added response: Beyond accountability, records support transparency, efficiency, and
institutional memory, enabling organisations to plan strategically and maintain trust with
stakeholders.

14. Basic response: Preservation and digitisation protect archival materials from damage and
make them accessible.

Value-added response: They also enhance research opportunities, support cultural heritage
initiatives, and ensure long-term sustainability by integrating technology with traditional archival
practices.
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15.  Basic response: Institutional histories and narratives connect past events with present
identity and heritage.

Value-added response: They strengthen organisational pride, foster community engagement, and
highlight cultural contributions, positioning the organisation within broader social and historical
contexts.

16.  Basic response: Confidentiality, access rights, and legal frameworks safeguard sensitive
information and ensure compliance.

Value-added response: They also protect stakeholder rights, prevent misuse of information, and
uphold ethical standards, thereby reinforcing organisational credibility and public trust.
Answers to Pilot Questions [Series 3]

Part 3.1: Principles Of Records Management

1. Records are official documents that capture the activities, decisions, and operations of an
organisation.

2. Meeting minutes and financial statements.

Record keeping is the systematic process of creating, maintaining, and disposing of

records according to standards.

4. Retention schedules.

5. It ensures accountability, transparency, and efficiency within organisations.

(98]

Part 3.2: Archival Practices And Preservation

1. Archival materials are records of enduring value preserved for long-term reference and
research.

2. Photographs and manuscripts.

3. Preservation refers to measures taken to protect archival materials from damage,
deterioration, or loss.

4. Digitisation is the process of converting physical records into digital formats.

5. Because archival materials safeguard heritage and institutional memory, while routine
records may be disposed of.

Part 3.3: Institutional Histories And Narratives

1. Institutional histories are written accounts that trace the development, achievements, and
challenges of an organisation over time.

2.  Gathering records and interviewing stakeholders.

3. Institutional narratives are stories that highlight the values, traditions, and identity of an
organisation.

4. Commemorative publications.

They strengthen organisational identity and foster pride among stakeholders.

hd

Part 3.4: Ethical And Legal Considerations

1. Confidentiality is the responsibility of organisations to protect sensitive records from
unauthorised disclosure.
2. Access rights define who is permitted to view, use, or manage specific records.

-
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3. Data protection laws.
4. Compliance ensures organisations operate within the law and protect stakeholder rights.
5. Penalties, loss of trust, or legal consequences.

References and Attributions
o Figures and Plates

e Figure 3.1 Types of organisational records: Al-generated using the prompt
“Create a diagram showing types of organisational records such as administrative,
financial, correspondence, and project files.” Suggested search string: “‘types of
organisational records OER diagram.”

o Figure 3.3 Distinction between routine records and archival materials: Al-
generated using the prompt “Create a diagram showing the distinction between
routine records and archival materials with examples.” Suggested search string:
“routine records vs archival materials OER diagram.”

o Figure 3.5 Steps in compiling institutional histories: Al-generated using the
prompt “Create a diagram showing steps in compiling institutional histories: data
collection, interviews, synthesis, publication.” Suggested search string:
“compiling institutional histories steps OER diagram.”

e Figure 3.7 Levels of access rights in records management: Al-generated using the
prompt “Create a diagram showingdevels of access rights in records management:
public, restricted, confidential.” Suggested search string: “records management
confidentiality access rights OER diagram.”

o Boxes and Tables

e Box 3.2 Key standards and procedures in record keeping: Al-generated using the
prompt “Create a table listing key standards and procedures in record keeping,
including classification systems, retention schedules, and security protocols.”
Suggested search string: “‘record keeping standards procedures OER table.”

o Box 3.4 Techniques for preserving and digitising archival materials: Al-generated
using the prompt “Create a table listing techniques for preserving and digitising
archival materials, including environmental control, protective storage, careful
handling; and digitisation.” Suggested search string: “archival preservation
digitisation techniques OER table.”

e | Box 3.6 Examples of institutional narratives linked to heritage: Al-generated
using the prompt “Create a table listing examples of institutional narratives linked
to heritage, including commemorative publications, oral histories, exhibition
panels, and heritage reports.” Suggested search string: “institutional narratives
heritage examples OER table.”

o Box 3.8 Examples of legal frameworks in records management: Al-generated
using the prompt “Create a table listing examples of legal frameworks in records
management, including data protection laws, freedom of information acts, and
archival legislation.” Suggested search string: “legal frameworks records archives
management OER table.”

¢ General References

e Course content adapted from HIS 303: The Practice of History/Internship

Training (Course outline and learning outcomes).
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e Supplementary context informed by open educational resources (OERs) on
records management, archival practices, institutional histories, and legal
frameworks.

Course Title: The Practice of History/Internship Training

Course Code: HIS 303

Course Units: 3 Units

e Series 1: Preparing For Internship Training In History
e Series 2: Applying Historical Skills In Organisations

e Series 3: Managing Records And Institutional Histories
e Series 4: Engaging With Public And Private Agencies

e Series 5: Reporting And Evaluating Internship Experience

Suggested Outline for Series 4: Engaging With Public
And Private Agencies

Part 4.1: Understanding Public And Private Agencies
o Defining public and private agencies
e Roles and functions in historical practice
Part 4.2: Collaboration And Partnership Strategies
o Building effective relationships with agencies
e Negotiation and communication skills
Part 4.3: Internship Roles In Agency Engagement
o . Tasks and responsibilities of interns
o (Case examples of agency collaboration
Part 4.4: Challenges And Ethical Considerations
e Common challenges in agency engagement
o Ethical responsibilities and professional conduct

Introduction

In the last Series, we explored how records and institutional histories are managed to preserve
organisational memory and ensure accountability. Building on that foundation, this Series turns
to the practical engagement of history interns with public and private agencies. These agencies
often serve as partners in research, preservation, and advocacy, and understanding how to work
with them is essential for effective professional practice.

)
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The aim of this Series is to equip you with the skills and strategies needed to engage confidently
with public and private agencies, fostering collaboration, fulfilling internship responsibilities,
and addressing challenges in a professional and ethical manner.

We shall commence this Series by understanding public and private agencies, defining their roles
and functions in historical practice. Next, we will move on to collaboration and partnership
strategies, focusing on building effective relationships and developing negotiation and
communication skills. Following that, we will consider internship roles in agency engagement,
examining tasks, responsibilities, and case examples of collaboration. Finally, we will wrap.up
by addressing challenges and ethical considerations, including common difficulties faced in
agency engagement and the ethical responsibilities expected of interns.

Series Learning Outcomes
Upon completing this Series, you should be able to:

e SLO 4.1 define public and private agencies and explain their rolesin historical practice,

e SLO 4.2 demonstrate strategies for building effective relationships with agencies,

e SLO 4.3 apply negotiation and communication skills in agency collaboration,

e SLO 4.4 describe tasks and responsibilities.of interns when engaging with agencies,

e SLO 4.5 analyse case examples of agency collaboration to identify best practices,

e SLO 4.6 explain common challenges encountered in agency engagement, and

e SLO 4.7 evaluate ethical responsibilities and professional conduct in working with
agencies.

4.1 Understanding Public And Private Agencies

4.1.1 Defining public and private agencies

Public agencies are organisations established and funded by government to provide services,
regulate activities, or preserve national interests. Examples include ministries, archives, and
museums. Private agencies are organisations owned and operated by individuals or
corporations, often focusing on commercial, cultural, or research interests. Both types of
agencies play significant roles in historical practice, offering resources, partnerships, and
opportunities for interns to engage with diverse stakeholders.

Fill in the blank: Public agencies are organisations established and funded by to
provide services or regulate activities.

)
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Short déscription: Diagram comparingpublic and private agencies, showing ownership, funding,

and functions.

e Caption: Figure 4.1 Comparison of public and private agencies.

4.1.2 Roles and functions in histegical practice
Agencies contribute to historical practice in several ways. Public agencies often safeguard
national archives, regulate heritage sites, and provide access to official records. Private agencies
may sponsor research, manage private collections, or collaborate on exhibitions. Interns
engaging with these agencies gain exposure to practical tasks such as cataloguing, research
assistance, and public outreach. Recognising these roles helps learners appreciate the
interconnectedness of agencies in preserving and promoting history.

Fill in the blank: Private agencies may sponsor

on exhibitions.

, manage collections, or collaborate
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ROLES OF PUBLIC AND PRIVATE AGENCIES IN HISTORICAL PRACTICE (OER)

e : Role of Public Agencies Role of Private Agencies
Historical Practice Area (Non-Profit, Corporate, Community)

~—~ Sponst

% Re s

; Managing Collections
—1

National & Local Archives legislation
and funding; long-term preservation of
official records; security and access
for researchers

Government grants and fellowships
(e.g., NEH, local arts councils); funding

| for academic research; supporting

government history projects

State and national museums and
collections; standardizing practices;
large-scale inventory and
conservation

Public history programs,
commemorations, and educational
resources; supporting heritage tourism;
public programs at historic sites

OER () TABLE

Corporate and non-profit archive
preservation; family history preservation;
thematic collections (e.g., labor history,
industry history)

Private foundation grants; university
research funding; corporate history
commissions; community research grants

Private museums and galleries;
specialized collections (e.g., music,
technology, local history); community
archives and historical societies

Community engagement initiatives; local
historical societies’ events; publications
(<IMAGE 0>); historical documentary and
media production (<IMAGE_1>); OER
development (<IMAGE_2>)

Caption: Box 4.2 Roles of public and private agencies in historical practice

e Short description: Table listing roles such as safeguarding archives, sponsoring research,
managing collections, and public outreach.

Pilot questions 4.1

Define public agencies and give one example.

Define private agencies and give one example.

State one role of public agencies in historical practice.

State one role of private agencies in historical practice.

Why is it important for interns'to engage with both public and private agencies?

ukhwnNR

4.2 Collaboration And Partnership Strategies

4.2.1 Bailding effective relationships with agencies

Collaboration refers to the process of working jointly with public or private agencies to achieve
shared goals. Effective collaboration requires mutual respect, clear communication, and an
understanding of each party’s objectives. Interns should learn to build trust by being reliable,
professional, and responsive to agency needs. Establishing strong relationships ensures that
projects run smoothly and that both the organisation and the agency benefit from the partnership.

Fillin the blank: Collaboration requires mutual respect, clear , and an understanding

of each party’s objectives.

LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS



> FRAMEWORK FOR EFFECTIVE COLLABORATION (OER)

Clear Direction
J &Purpose

Open & Honest
Dialogue

Timely Information
Sharing

Conflict
Resolution

Alignment of Vision

EFFECTIVE
COLLABORATION

Short descrlptlon Diagram showing elements.of effective collaboration (trust, communication,
respect, shared goals).
e Caption: Figure 4.3 Elements of effective collaboration.

4.2.2 Negotiation and communication,skills

Negotiation is the process of reaching agreements between parties with differing interests, while
communication skills involve the ability to convey information clearly and listen actively.
Interns must practise both to ensure successful partnerships with agencies. Negotiation may
include agreeing on projecttimelines, resource sharing, or responsibilities. Strong
communication skills help prevent misunderstandings and foster positive working environments.
Together, these skills are essential for sustaining long-term partnerships.

Fill in the blank: Negotiation is the process of reaching between parties with
differing interests.

f?

e ea/
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Coordinate project progress, Facilitates coordination,
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updates, share relevant data.

manage risks, share ,‘g\ improves resource use,
research. enables data-driven dec1snong

Caption: Box 4.4 Key negotiation and communication skills for agency collaboration

e Short description: Table listing skills such as active listening, clarity in expression, empathy, and
compromise.

Pilot questions 4.2

Define collaboration in the context of agency partnerships.

State two elements of effective collaboration.

What is negotiation?

Name one communication skill important for agency collaboration.

Why are negotiation and communication skills essential for sustaining partnerships?

ukhwnNR

4.3 Internship Roles In Agency Engagement

4.3.1 Tasks and respomnsibilities of interns

Internship roles in agency engagement involve practical contributions that support both the host
organisation and the agency. Interns may be tasked with cataloguing records, assisting in
exhibitions, conducting research, or supporting public outreach activities. These responsibilities
provide valuable experience and help interns develop professional skills in real-world settings.
By fulfilling these tasks diligently, interns demonstrate reliability and build credibility with
partner agencies.

Fill in the blank: Internship roles in agency engagement often involve practical contributions
such as records and assisting in exhibitions.

[Insert figure placeholder here]
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e Short description: Diagram showing typical tasks of interns in agency engagement (cataloguing,
exhibitions, research, outreach).
e Caption: Figure 4.5 Typical tasks of interns in agency engagement.

4.3.2 Case examples of agency collaboration

Case examples illustrate how agencies and interns collaborate to achieve shared objectives. For
instance, a public archive may involve interns in digitising historical records, while a private
museum may assign interns to assist in curating exhibitions. These examples highlight the
diversity of opportunities available and show how interns contribute meaningfully to agency
projects. Analysing such cases helps learners understand best practices and anticipate the
expectations of agency partnerships.

Fill in the blank: A private museum may assign interns to assist in curating as part
of agency collaboration.

e = iini =
| : B file= ] |
+ CATALOGUING. _ b= EXHIBITIONS. —)
* Organizing materials § r ~ i J_ * Assistin curation

=
I/r@ * Database management 2 \ N [ » Set up displays

» Tagging resources % 3 \ 1 » Manage logistics
« Metadata creation o TYPICAL TASKS OF \ « Design graphics & labels |

L INTERNS

\ IN AGENCY

BN\ ENGAGEMENT
LHORN

RESEARCH

|| -« Data collection
« Literature reviews
‘ent planning ] * Analyze findings
Communication and & O =« Write reports & summaries
promotion G -

oer < © © [E0ED

Caption: Box 4.6 Case examples of agency collaboration

e  Short description: Table listing examples such as digitising records in public archives, curating
exhibitions in private museums, and supporting outreach programmes.

o Al promptsuggestion: “Create a table listing case examples of agency collaboration, including
digitising records, curating exhibitions, and supporting outreach programmes.”

e Search string: “case examples agency collaboration interns OER table”

Pilot questions 4.3

1. Name two tasks commonly assigned to interns in agency engagement.

2. Why are internship responsibilities important for building credibility with agencies?
3. Give one example of a public agency collaboration involving interns.

4. Give one example of a private agency collaboration involving interns.
W

S
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5. What can learners gain from analysing case examples of agency collaboration?

4.4 Challenges And Ethical Considerations

4.4.1 Common challenges in agency engagement

Challenges in agency engagement refer to difficulties that may arise when interns or
organisations collaborate with public and private agencies. These can include limited resources,
conflicting priorities, bureaucratic delays, or differences in organisational culture. Interns may
also face challenges such as unclear expectations, restricted access to information; or-balancing
academic requirements with agency tasks. Recognising these challenges prepares learners to
anticipate obstacles and respond with resilience and professionalism.

Fill in the blank: Challenges in agency engagement may include limited resources, conflicting
priorities, or delays.

- ;’-@' e -
\‘I N N

RESOURCES. ~ PRIORITIES. —

* Limited funding & budget o~ * Conflicting stakeholder demands
Staffing shortages ( NN » Shifting political agendas
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» Time constraints » Focus on immediate results
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\ J
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Short description:/Diagram showing common challenges in agency engagement (resources,
priorities, bureaucracy, access issues).
e Caption: Figure 4.7 Common challenges in agency engagement.

4422 Ethical responsibilities and professional conduct

Ethical responsibilities are duties to act with integrity, fairness, and respect when engaging with
agencies. Interns must maintain confidentiality, respect access rights, and avoid conflicts of
interest. Professional conduct refers to the behaviours expected in workplace settings, such as
punctuality, reliability, and respectful communication. Together, these principles ensure that
interns represent their institutions positively and build trust with partner agencies.

Fill in the blank: Ethical responsibilities include maintaining , respecting access
rights, and avoiding conflicts of interest.

o
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Caption: Box 4.8 Ethical responsibilities and professional conduct in agency engagement

e Short description: Table listing responsibilities such as confidentiality, respect, integrity,
punctuality, and reliability.

Pilot questions 4.4
1. Name two common challenges in.agency engagement.
2. Why is it important forinterns to recognise challenges in agency engagement?
3. Define ethical responsibilitiesin.agency engagement.
4. State one example of professional conduct expected of interns.
5. How do ethical responsibilities.and professional conduct build trust with agencies?

Series summary

This Series has focused on how interns can effectively engage with public and private agencies,
highlighting the importance of collaboration in historical practice. We began by defining public
and.private agencies and examining their roles in safeguarding records, managing collections,
and supporting research. Then we explored strategies for collaboration and partnership,
emphasising the need for trust, communication, and negotiation skills. Following that, we
considered the specific tasks and responsibilities of interns, supported by case examples that
illustrate how agency partnerships operate in practice. Finally, we addressed challenges and
ethical considerations, including common obstacles and the professional conduct expected of
interns.

In line with the Series Learning Outcomes, you should now be able to define agencies and their
roles, demonstrate strategies for collaboration, apply negotiation and communication skills,
describe internship responsibilities, analyse case examples, explain common challenges, and
evaluate ethical responsibilities. These outcomes ensure that you are prepared to engage

-
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confidently and professionally with agencies, strengthening both your internship experience and
the wider practice of history.

Glossary of terms

e Agency collaboration: The process of organisations and interns working together with
public or private agencies to achieve shared objectives.

o Case examples: Real-life illustrations of how agencies and interns collaborate, showing
tasks, responsibilities, and outcomes.

o Challenges: Difficulties that may arise during agency engagement, such as limited
resources, conflicting priorities, or bureaucratic delays.

o Collaboration: Working jointly with public or private agencies, built on trust, respect,
and shared goals.

o Communication skills: Abilities that enable clear expression and active listening,
essential for building positive relationships with agencies.

« Ethical responsibilities: Duties to act with integrity, fairness; and respect, including
maintaining confidentiality and avoiding conflicts of interest.

o Internship roles: Practical contributions made by interns in agency engagement, such as
cataloguing, assisting exhibitions, conducting research, and supporting outreach.

o Negotiation: The process of réaching agreements between parties with differing interests,
often involving compromise and mutual benefit.

o Private agencies: Organisations owned and operated by individuals or corporations,
often focusing on commercial, cultural, or research interests.

o Professional conduct: Expected behaviours in workplace settings, including punctuality,
reliability, and respectful communication.

o Publi¢ agencies: Organisations established and funded by government to provide
services, regulate activities, or preserve national interests.

Concept Check Questions

Objective questions

1. Public agencies are organisations established and funded by . (Linked to
SLO 4.1)

2. Collaboration requires mutual respect, clear , and shared goals. (Linked to
SLO 4.2)

3. Negotiation is the process of reaching between parties with differing

interests. (Linked to SLO 4.3)
4. Internship roles may include cataloguing, assisting exhibitions, conducting research, and
supporting . (Linked to SLO 4.4)
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5. Ethical responsibilities include maintaining and avoiding conflicts of
interest. (Linked to SLO 4.7)

Short-answer questions

6. Define a public agency and give one example. (Linked to SLO 4.1)

7. State two elements of effective collaboration. (Linked to SLO 4.2)

8. What is negotiation in the context of agency partnerships? (Linked to SLO 4.3)

9. Name two tasks commonly assigned to interns in agency engagement. (Linked to SLO
4.4)

10. Give one case example of agency collaboration involving interns. (Linked to SLO 4.5)
11. Identify one common challenge in agency engagement. (Linked to SLO 4.6)

12. State one example of professional conduct expected of interns. (Linked to SLO 4.7)

Long-answer questions

13.  Analyse the roles of public and private agencies in historical practice. (Linked to SLO
4.1)

14.  Evaluate strategies for building effective collaboration with agencies. (Linked to SLO
4.2)

15.  Discuss the importance of negotiation and communication skills in sustaining
partnerships. (Linked to SLO 4.3)

16.  Describe the responsibilities of interns in agency engagement and explain why they are

important. (Linked to SLO 4.4)
17.  Analyse case examples of agency collaboration to identify best practices. (Linked to SLO
4.5)

18.  Explain common challenges in agency engagement and suggest ways to address them.
(Linked to SLO 4.6)
19.  Assess the importance of ethical responsibilities and professional conduct in agency

engagement. (Linked to SLO 4.7)
Answers to Concept Check Questions

Objective questions

1. Government.

2. Communication.
3. Agreements.

4.. Outreach.

5. Confidentiality.

Short-answer questions

6. A public agency is a government-funded organisation; example: National Archives.
7. Trust and clear communication.
8. Negotiation is reaching agreements between parties with differing interests.

)
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9.

10.
1.
12.

Cataloguing records and assisting exhibitions.
Interns digitising records in a public archive.
Bureaucratic delays.

Punctuality.

Long-answer questions

13.

Basic response: Public agencies safeguard records and regulate heritage, while private

agencies manage collections and sponsor research.
Value-added response: Public agencies ensure accountability and national preservation, while
private agencies foster innovation, cultural diversity, and specialised research opportunities.

14.

Basic response: Strategies include building trust, clear communication, and respecting

shared goals.

Value-

added response: Effective collaboration also requires adaptability, long-term relationship

building, and proactive conflict resolution.

15.

Basic response: Negotiation and communication skills help prevent misunderstandings

and sustain partnerships.

Value-

added response: They also enhance problem-solving, foster inclusivity, and ensure

equitable resource sharing across diverse agencies.

16.

Basic response: Interns contribute throughcataloguing, research, exhibitions, and

outreach, which build credibility.

Value-

added response: These responsibilities also develop transferable skills, strengthen

institutional capacity, and prepare interns for professional careers.

17.

Value-

Basic response: Case examples show interns digitising records or curating exhibitions.
added response: Analysing cases reveals best practices such as integrating interns into

long-term projects and aligning tasks with agency goals.

18.

Basic response: Common challenges include limited resources and bureaucratic delays;

solutions involve resilience‘and clear communication.

Value-

added response: Addressing challenges may also require strategic planning, stakeholder

engagement, and innovative use of technology.

19.

Basic response; Ethical responsibilities and professional conduct build trust and ensure

integrity in agency engagement.

Value-

added response: They also safeguard stakeholder rights, enhance organisational

reputation, and promote sustainable partnerships across sectors.

Answers to Pilot Questions

Part 4.1: Understanding Public And Private Agencies

AR iy

-
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Public agencies are government-funded organisations; example: National Archives.
Private agencies are owned by individuals or corporations; example: a private museum.
Public agencies safeguard national archives and regulate heritage sites.

Private agencies sponsor research and manage private collections.

Interns gain exposure to diverse tasks and perspectives by engaging with both types of
agencies.
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Part 4.2: Collaboration And Partnership Strategies

Collaboration is working jointly with agencies to achieve shared goals.
Trust and clear communication.

Negotiation is reaching agreements between parties with differing interests.
Active listening.

They prevent misunderstandings and sustain long-term partnerships.

Nk W=

Part 4.3: Internship Roles In Agency Engagement

Cataloguing records and assisting exhibitions.

They demonstrate reliability and build credibility with agencies.

Interns digitising records in a public archive.

Interns curating exhibitions in a private museum.

Learners gain insights into best practices and expectations of agency partnerships.

M

Part 4.4: Challenges And Ethical Considerations

Limited resources and bureaucratic delays.

It helps them anticipate obstacles and respond professionally.

Ethical responsibilities are duties to actwith mtegrity, fairness, and respect.
Punctuality.

They build trust and ensure positive relationships with agencies.

Nk W=

References and Attributions

o Figures and Plates

o Figure 4.1 Comparison of public and private agencies: Al-generated using the
prompt “Create a diagram comparing public and private agencies, showing
ownership, funding, and functions.” Suggested search string: “public vs private
agencies OER diagram.”

o _Figure 4.3 Elements of effective collaboration: Al-generated using the prompt
“Create a diagram showing elements of effective collaboration: trust,
communication, respect, shared goals.” Suggested search string: “effective
collaboration elements OER diagram.”

o Figure 4.5 Typical tasks of interns in agency engagement: Al-generated using the
prompt “Create a diagram showing typical tasks of interns in agency engagement:
cataloguing, exhibitions, research, outreach.” Suggested search string: “internship
roles agency engagement tasks OER diagram.”

o Figure 4.7 Common challenges in agency engagement: Al-generated using the
prompt “Create a diagram showing common challenges in agency engagement:
resources, priorities, bureaucracy, access issues.” Suggested search string:
“challenges in agency engagement OER diagram.”

o Boxes and Tables

e Box 4.2 Roles of public and private agencies in historical practice: Al-generated

using the prompt “Create a table listing roles of public and private agencies in
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historical practice, including safeguarding archives, sponsoring research,
managing collections, and public outreach.” Suggested search string: “roles of
public and private agencies historical practice OER table.”

e Box 4.4 Key negotiation and communication skills for agency collaboration: Al-
generated using the prompt “Create a table listing key negotiation and
communication skills for agency collaboration, including active listening, clarity
in expression, empathy, and compromise.” Suggested search string: “negotiation
communication skills agency collaboration OER table.”

e Box 4.6 Case examples of agency collaboration: Al-generated using the prompt
“Create a table listing case examples of agency collaboration, including digitising
records, curating exhibitions, and supporting outreach programmes.” Suggested
search string: “case examples agency collaboration interns OER table.”

o Box 4.8 Ethical responsibilities and professional conduct in agency engagement:
Al-generated using the prompt “Create a table listing ethical responsibilities and
professional conduct in agency engagement, including confidentiality, respect,
integrity, punctuality, and reliability.” Suggested search string: “ethical
responsibilities professional conduct agency engagement OER table.”

e General References

o Course content adapted from HIS 303: The Practice of History/Internship
Training (Course outline and learning outcomes).

e Supplementary context informed by open educational resources (OERs) on public
and private agencies, collaboration strategies, internship roles, and ethical
considerations in professional practice.

Course Title: The Practice of History/Internship. Training
Course Code: HIS 303

Course Units: 3 Units

e Series 1: Preparing For Internship Training In History

Series 2: Applying Historical Skills In Organisations

Series 3: Managing Records And Institutional Histories

Series 4: Engaging With Public And Private Agencies

Series 5: Reporting And Evaluating Internship Experience

Suggested Outline for Series 5: Reporting And
Evaluating Internship Experience

o Part5.1: Preparing Internship Reports

)
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e Structure and format of reports
o Essential content and supporting evidence
e Part5.2: Presentation Of Internship Outcomes
e Oral presentation techniques
e Visual aids and documentation
o Part 5.3: Evaluation Of Internship Experience
e Self-assessment and reflection
e Feedback from supervisors and agencies
e Part 5.4: Linking Internship To Professional Development
o Transferable skills gained
e (Career pathways and opportunities

Introduction

In the last Series, we examined how interns engage with public and private agencies, focusing on
collaboration, responsibilities, and ethical considerations. Having gained this practical
understanding, it is now essential to learn how to report and evaluate yourinternship experience.
Reporting and evaluation not only demonstrate what you have achieved but also help you reflect
on your growth and identify areas for future professional development.

The aim of this Series is to guide you in preparing clear and structured internship reports,
presenting outcomes effectively, evaluating your experience through reflection and feedback,
and linking your internship to long-term career pathways.

We shall commence this Series by preparing internship reports, looking at their structure, format,
and essential content. Next, we will move on to the presentation of internship outcomes, focusing
on oral techniques and the use of visual aids. Following that, we will evaluate the internship
experience through self-assessment and feedback from supervisors and agencies. Finally, we will
wrap up by linking the intetnship to professional development, identifying transferable skills and
exploring career opportunities.

Series Learning Outcomes
Upon completing this Series, you should be able to:

e /SLO 5.1 describe the structure and format of internship reports,

¢ SLO 5.2 identify essential content and supporting evidence required in internship reports,

e SLO 5.3 demonstrate oral presentation techniques for communicating internship
outcomes,

e  SLO 5.4 apply visual aids and documentation to enhance internship presentations,

e SLO 5.5 conduct self-assessment and reflection on internship experiences,

o~ SLO 5.6 analyse feedback from supervisors and agencies to improve professional
practice,

e SLO 5.7 evaluate transferable skills gained during the internship, and

e SLO 5.8 explain how internship experiences can be linked to career pathways and
opportunities.
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5.1 Preparing Internship Reports

5.1.1 Structure and format of reports

An internship report is a formal document that records your experiences, tasks, and reflections
during the internship. It usually follows a structured format, including sections such as the
introduction, objectives, description of activities, outcomes, and conclusion. The format ensures
clarity and consistency, making it easier for supervisors and institutions to assess your work.
Reports should be written in a professional style, using clear language and logical organisation.

Fill in the blank: An internship report is a formal that records-your experiences,
tasks, and reflections during the internship.

— TYPICAL STRUCTURE OF AN ——
O o> INTERNSHIP REPORT

) =N

Y REUSE
INTRODUCTION Rkl B OBJECTIVES

mission history v= A

statement
Background on the Personal and professional
company/institution. : e goals of the internship.

Open Educational

ACTIVITIES

Description of major tasks

tasks responsibilities projects and completed projects.

OUTCOMES

Vi e

> _!—. ) Results, skills learned,
(S '
=

contributions, and personal

Short description: Diagram showing the typical structure of an internship report
(introduction, objectives, activities, outcomes, conclusion).
o Caption: Figure 5.1 Structure of an internship report.

5.1.2 Essential content and supporting evidence
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The essential content of an internship report includes a clear statement of objectives, a
description of tasks performed, and a reflection on outcomes. Supporting evidence such as
attendance records, project samples, photographs, or supervisor comments strengthens the
credibility of the report. Including such evidence demonstrates accountability and provides
tangible proof of your contributions. Learners should ensure that all content is relevant, concise,
and aligned with the internship objectives.

Fill in the blank: Supporting evidence such as attendance records, project samples, or
strengthens the credibility of the report.
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Caption: Box 5.2 Essential content and supporting evidence in internship reports

o Short description: Table listing essential content (objectives, tasks, outcomes, reflection)
and supporting evidence (records, samples, photographs, comments).

Pilot questions 5.1

What is an internship report?

List two sections commonly found in the structure of an internship report.
State one type of supporting evidence that can be included in a report.
Why is supporting evidence important in internship reports?

What should learners ensure about the content of their reports?

M ANy

5.2 Presentation Of Internship Outcomes

5.2.1 Oral presentation techniques
An oral presentation is a spoken delivery of information, often supported by notes or slides,
designed to communicate internship outcomes clearly to an audience. Effective oral
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presentations require confidence, clarity, and organisation. Interns should practise pacing,
maintain eye contact, and use appropriate tone to engage listeners. Preparing in advance and
rehearsing helps reduce anxiety and ensures that the message is delivered effectively.

Fill in the blank: An oral presentation is a spoken delivery of information designed to

communicate clearly to an audience.
(@)
.‘// CONFIDENCE S”‘i S"S\E ‘g?” \!
\ strong body
language Rt
[ \ L articulation
@)) steady voice /A ¥ d / o, i - simple

' eye contact
vocal variety

Believing in oneself ' ‘ \\ Delivering a clear and
and the message T———— KEY ELEMENTS OF \ understood message
! ENGAGEME ‘

audience Z:
interaction ’@ ~

NT 8\ PRESENTATION ORGANISATION

+ ORGANISATION >

4 -+ Structuring content  SIgnPosts

involving the audience . A | ‘ L logically for the audience

B\ oer < © © ERER

use

Short description: Diagram showing key elements of oral presentation (confidence, clarity,
organisation, engagement):
e Caption: Figure 5.3 Key elements of oral presentation.

5.2.2 Visual aids and/documentation

Visual aids are materials such as slides, charts, or images that support oral presentations by
making information easier to understand. Documentation refers to written or recorded materials
that accompany the presentation, such as handouts or appendices. Together, they enhance
communication by providing clarity, reinforcing key points, and offering audiences something to
review afterwards. Interns should ensure that visual aids are simple, relevant, and professional,
while documentation should be concise and well-structured.

Fill in the blank: Visual aids such as slides and charts support oral presentations by making
information easier to

o
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Caption: Box 5.4 Examples of visual aids and documentation in internship presentations

e Short description: Table listing visual aids (slides, charts, images) and documentation (handouts,
appendices, reports).

Pilot questions 5.2

What is an oral presentation?

State two techniques that make oral presentations effective.

Define visual aids in the context of presentations.

Give one example of documentation that can accompany a presentation.

Why are visual aids and documentation important in internship presentations?

ukhwnNR

5.3 Evaluation Of Internship Experience

5.3.1 Self-assessment and reflection

Self-assessment is the process of evaluating your own performance, identifying strengths, and
recognising areas for improvement. It encourages learners to take responsibility for their growth
and to develop critical thinking about their experiences. Reflection involves looking back on
tasks and outcomes to understand what was achieved and how it contributed to personal and
professional development. Together, self-assessment and reflection help interns connect their
daily activities with broader learning goals.

Fill in the blank: Self-assessment is the process of evaluating your own , identifying
strengths, and recognising areas for improvement.
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Short description: Diagram showing the cycle of self-assessment and reflection (performance,
strengths, improvement, learning goals).
e Caption: Figure 5.5 Cycle of self-assessment and reflection.

5.3.2 Feedbackifrom supervisors and agencies

Feedback refers to.comments, evaluations, or suggestions provided by supervisors and agencies
about your performance during the internship. It is a vital tool for improvement, as it highlights
achievements and points out areas needing attention. Constructive feedback should be received
positively and used to adjust future behaviour or strategies. Interns should also learn to ask for
feedback regularly, as it demonstrates initiative and a willingness to grow.

Fill in the blank: Feedback refers to comments, evaluations, or provided by
supervisors and agencies about your performance.
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Caption: Box 5.6 Sources and benefits of feedback in internship evaluation

e Short description: Table listing sources (supervisors, agencies, peers) and benefits
(improvement, recognition, guidance, motivation).

Pilot questions 5.3

What is self-assessment?

Define reflection in the context of internship evaluation.

Why are self-assessment and reflection important for interns?

What is feedback in internship evaluation?

State one benefit of receiving feedback from supervisors or agencies.
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5.4 Linking Internship To Professional Development

5.4.1 Transferable'sKills gained

Transferable skills are abilities developed during the internship that can be applied in different
professional contexts. These include communication, teamwork, problem-solving, and time
management. Interns often discover that the skills they practise in agency settings are valuable
beyond the internship, supporting future roles in research, administration, or project
management. Recognising these skills helps learners appreciate the broader impact of their
internship experience.

Fill in the blank: Transferable skills such as communication, teamwork, and can be
applied in different professional contexts.
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Short description: Diagram showing examples of transferable skills (communication, teamwork,
problem-solving, time management).
e Caption: Figure 5.7 Examples of transferable skills gained during internships.

5.4.2 Career pathways and opportunities

Career pathways refer to the possible professional directions that learners can pursue after
completing their internship. Theseimay include roles in archives, museums, research institutions,
or educational organisations. Internships also open opportunities for networking, mentorship, and
further study. By reflecting on their experiences, interns can identify career goals and plan steps
towards achieving them. Linking internship outcomes to career pathways ensures that the
experience contributes meaningfully to long-term professional growth.

Fill in the blank: Career pathways may include roles in archives, museums, research institutions,
or organisations.
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Caption: Box 5.8 Career pathways and opportunities after internships

e Short description: Table listing pathways such.as archives, museums, research institutions,
educational organisations, and opportunities like.networking, mentorship, and further study.

Pilot questions 5.4

What are transferable skills?

Name two transferable skills gained during internships.

Define career pathways in the context of internships.

State one career pathway available after internships.

Why isdinking internship/outcomes to career pathways important?

ukhwnN R

Series summary

This Series has focused on how to report and evaluate internship experiences, emphasising the
importance of documenting achievements and reflecting on professional growth. We began by
preparing internship reports, exploring their structure, format, and the inclusion of supporting
evidence. Then we moved on to presenting internship outcomes, highlighting oral presentation
techniques and the effective use of visual aids and documentation. Following that, we examined
evaluation through self-assessment, reflection, and feedback from supervisors and agencies.
Finally, we linked internship experiences to professional development, identifying transferable
skills and exploring career pathways.

In line with the Series Learning Outcomes, you should now be able to describe the structure of
internship reports, identify essential content, demonstrate oral presentation techniques, apply
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visual aids, conduct self-assessment, analyse feedback, evaluate transferable skills, and explain
how internships connect to career opportunities. These outcomes ensure that you are equipped to
present your internship experience professionally, reflect meaningfully on your growth, and use
the experience as a foundation for future career development.

Glossary of terms

o Career pathways: Possible professional directions that learners can pursue after
completing their internship, such as roles in archives, museums, or research institutions.

e Documentation: Written or recorded materials that accompany a presentation, including
handouts, appendices, or reports.

e Feedback: Comments, evaluations, or suggestions provided by supervisors and agencies
about an intern’s performance.

o Internship report: A formal document that records experiences, tasks, and reflections
during the internship, usually following a structured format.

e Oral presentation: A spoken delivery of information designed to communicate
internship outcomes clearly to an audience.

e Reflection: The process of looking back on tasks and outcomes to understand
achievements and their contribution to personal and professional development.

o Self-assessment: The process of evaluating your own performance, identifying strengths,
and recognising areas for improvement.

e Supporting evidence: Tangible proof included in internship reports, such as attendance
records, project samples, photographs, or supervisor comments.

o Transferable skills: Abilities developed during the internship, such as communication,
teamwork, problem-solving, and time management, which can be applied in different
professional contexts.

o Visual aids: Materials such as slides, charts, or images used to support oral presentations
by making information easier to understand.

Concept Check Questions
Objective questions

1. An internship report is a formal that records experiences, tasks, and
reflections. (Linked to SLO 5.1)
2. Supporting evidence such as attendance records and project samples strengthens the
of a report. (Linked to SLO 5.2)
3. An oral presentation is a spoken delivery of information designed to communicate
clearly. (Linked to SLO 5.3)
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4. Visual aids such as slides and charts make information easier to . (Linked to
SLO 5.4)

5. Self-assessment is the process of evaluating your own , identifying strengths,
and recognising areas for improvement. (Linked to SLO 5.5)

Short-answer questions

6. Define an internship report and state one section commonly included. (Linked to SLO
5.1)

7. Give one example of supporting evidence in internship reports. (Linked'to SLO 5.2)

8. State two techniques that make oral presentations effective. (Linked to SLO 5.3)

9 What is documentation in the context of internship presentations?(Linked to SLO 5.4)

10.  Define reflection in internship evaluation. (Linked to SLO 5.5)

11. Identify one source of feedback during internships. (Linked to SLO 5.6)

12.  Name two transferable skills gained during internships. (Linked to SLO-5.7)
13. What are career pathways in the context of internships? (Linked to SLO 5.8)

Long-answer questions

14. Describe the structure and format of internship reports. (Linked to SLO 5.1)

15.  Explain why supporting evidence is important in internship reports. (Linked to SLO 5.2)
16.  Analyse strategies for delivering effective oral presentations of internship outcomes.
(Linked to SLO 5.3)

17.  Evaluate the role of visual aids.-and documentation in enhancing presentations. (Linked to
SLO 5.4)

18.  Discuss the importance of self-assessment and reflection in internship evaluation.
(Linked to SLO 5.5)

19.  Analyse the benefits of feedback from supervisors and agencies. (Linked to SLO 5.6)
20.  Evaluate transferable skills gained during internships and their relevance to future
careers. (Linked to SLO 5.7)

21.  Explain how internships can be linked to career pathways and opportunities. (Linked to
SLO 5.8)

Answers to Concept Check Questions

Objective questions

1. Document.
2. Credibility.
3. Outcomes.
4. Understand.
5. Performance.

Short-answer questions
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6. An internship report is a formal document recording experiences; one section is the
introduction.

7. Attendance records.

8. Confidence and clarity.

0. Written or recorded materials that accompany a presentation, such as handouts.

10.  Reflection is looking back on tasks and outcomes to understand achievements.

11. Supervisors.

12. Communication and teamwork.

13. Professional directions learners can pursue after internships.

Long-answer questions

14.

Basic response: Reports include introduction, objectives, activities, outcomes, and

conclusion.

Value-

added response: They may also include appendices, supporting evidence, and reflections

to demonstrate depth.

15.

Value-

Basic response: Supporting evidence proves contributions and strengthens credibility.
added response: It also provides tangible proof for assessment and enhances transparency

in reporting.

16.

Value-

Basic response: Strategies include clear speech, organisation, and engaging delivery.
added response: Advanced strategies involve storytelling; audience interaction, and

effective use of pauses.

17.

points.
Value-

Basic response: Visual aids and documentation clarify information and reinforce key

added response: They also provide professional polish, aid retention, and support diverse

learning styles.

18.

Basic response: Self-assessment.and reflection help identify strengths and areas for

improvement.

Value-

goals.
19.

Value-

added response: They also foster lifelong learning habits and connect daily tasks to career

Basic response; Feedback highlights achievements and areas needing attention.
added response: It also motivates interns, guides professional growth, and strengthens

agency relationships.

20.

Basic response: Transferable skills such as communication and problem-solving are

useful 4n future careers:

Value-

added response: They enhance adaptability, support leadership roles, and improve

employability across sectors.

21.

Basic response: Internships connect experiences to career pathways such as archives or

museums.

Value-

added response: They also open opportunities for networking, mentorship, and further

study, shaping long-term careers.

Answers to Pilot Questions

Part 5.1: Preparing Internship Reports
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An internship report is a formal document that records experiences, tasks, and reflections.
Introduction and objectives.

Attendance records.

It strengthens credibility and provides proof of contributions.

Learners should ensure that all content is relevant, concise, and aligned with objectives.
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Part 5.2: Presentation Of Internship Outcomes

1. An oral presentation is a spoken delivery of information designed to communicate
outcomes clearly.

Confidence and clarity.

Visual aids are materials such as slides, charts, or images that support oral presentations.
Handouts.

They make information easier to understand and reinforce key points.
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Part 5.3: Evaluation Of Internship Experience

1. Self-assessment is evaluating your own performance, idéntifying strengths, and
recognising areas for improvement.

2. Reflection is looking back on tasks@nd outcomes to understand achievements and
contributions.

3. They help interns connect daily activities with broader learning goals.
4. Feedback is comments, evaluations, or suggestions provided by supervisors and agencies.
5. Improvement.

Part 5.4: Linking Internship To Professional Development

1. Transferable skills are abilities developed during the internship that can be applied in
different contexts.

Communication and teamwork.

Career pathways are possible professional directions learners can pursue after internships.
Archives:.

It ensures the internship contributes meaningfully to long-term professional growth.
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References and Attributions

o Figures and Plates

o Figure 5.1 Structure of an internship report: Al-generated using the prompt
“Create a diagram showing the typical structure of an internship report:
introduction, objectives, activities, outcomes, conclusion.” Suggested search
string: “internship report structure OER diagram.”

o Figure 5.3 Key elements of oral presentation: Al-generated using the prompt
“Create a diagram showing key elements of oral presentation: confidence, clarity,
organisation, engagement.” Suggested search string: “oral presentation techniques
OER diagram.”
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o Figure 5.5 Cycle of self-assessment and reflection: Al-generated using the prompt
“Create a diagram showing the cycle of self-assessment and reflection:
performance, strengths, improvement, learning goals.” Suggested search string:
“self-assessment reflection cycle OER diagram.”

o Figure 5.7 Examples of transferable skills gained during internships: Al-generated
using the prompt “Create a diagram showing examples of transferable skills
gained during internships: communication, teamwork, problem-solving, time
management.” Suggested search string: “transferable skills internship OER
diagram.”

o Boxes and Tables

o Box 5.2 Essential content and supporting evidence in internship reports: Al-
generated using the prompt “Create a table listing essential content and supporting
evidence in internship reports, including objectives, tasks, outcomes, reflection,
records, samples, photographs, and comments.” Suggested search string:
“internship report essential content supporting evidence OER table.”

e Box 5.4 Examples of visual aids and documentation. in internship presentations:
Al-generated using the prompt “Create a table listing examples of visual aids and
documentation in internship presentations, including slides, charts, images,
handouts, appendices, and reports.” Suggested search string: “visual aids
documentation internship presentation OER table.”

e Box 5.6 Sources and benefits of feedback in internship evaluation: Al-generated
using the prompt “Create a table listing sources and benefits of feedback in
internship evaluation, including supervisors, agencies, peers, improvement,
recognition, guidance, motivation.” Suggested search string: “feedback sources
benefits internship evaluation OER table.”

e Box 5.8 Career pathways and opportunities after internships: Al-generated using
the prompt “Create a table listing career pathways and opportunities after
internships, including archives, museums, research institutions, educational
organisations, networking, mentorship, and further study.” Suggested search
string: “career pathways opportunities after internship OER table.”

o General References

e Course content adapted from HIS 303: The Practice of History/Internship
Training (Course outline and learning outcomes).

e ' Supplementary context informed by open educational resources (OERs) on
mternship reporting, presentation techniques, evaluation methods, and career
development strategies.
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