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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 1: Preparing For 

Internship Training In History 

• Part 1.1: Understanding Internship Objectives 

• Purpose of internship in history training 

• Linking academic learning with practical experience 

• Part 1.2: Identifying Suitable Organisations 

• Public agencies and historical societies 

• Museums, NGOs, and developmental associations 

• Part 1.3: Developing Internship Plans 

• Drafting a specific internship proposal 

• Submitting plans to the Head of Department 

• Part 1.4: Preparing Professional Skills 

• Research and report writing skills 

• 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: 

• SLO 1.1 define the objectives of internship training in history and explain how it links 

academic learning with practical experience, 

• SLO 1.2 identify suitable organisations for history internships, including public agencies, 

museums, NGOs, and developmental associations, 

• SLO 1.3 design a specific internship plan that outlines tasks and responsibilities, and 

submit it appropriately to the Head of Department, and 

• 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. 

• Caption: Figure 1.1 Link between classroom learning and internship practice. 

1.1.2 Linking academic learning with practical 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 skills. 

Fill in the blank: Internships bridge academic learning with __________ experience by enabling 

learners to test theories and refine skills. 
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Caption: Box 1.2 Examples of linking academic learning with practical experience 

• 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 

1. Define internship in the context of history training. 
2. What is the main purpose of internship for history students? 
3. Which organisations typically host history students for internships? 
4. What is meant by academic learning? 
5. How does practical experience complement academic learning? 

1.2 Identifying Suitable Organisations 

1.2.1 Public agencies 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 working in a national archive or historical society. 

• 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-Governmental 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 

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

Pilot questions 1.2 

1. What is the role of public agencies in preserving history? 
2. Define historical societies and explain their purpose. 
3. Give one example of a task a history intern might perform in a museum. 
4. What type of work might history students do in NGOs? 
5. How do developmental associations use historical knowledge? 

1.3 Developing Internship Plans 

1.3.1 Drafting a 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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• 
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Short description: Diagram showing the components of an internship proposal (objectives, tasks, 
outcomes). 

• 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. 



 

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

Caption: Box 1.6 Steps in submitting an internship proposal 

• 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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1. What is an internship proposal? 
2. What should an internship proposal include? 
3. Why is it important to submit the proposal to the Head of Department? 
4. Give one example of a task you might propose in a museum internship. 
5. What benefit does feedback from the HOD provide? 

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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• 
Short description: Diagram showing the process of research and report writing (gathering, 
analysing, interpreting, presenting). 

• Caption: Figure 1.7 Process of research and report writing. 

1.4.2 Organisational and management skills 
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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Caption: Box 1.8 Examples of professional skills for internship success 

• 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 

• Academic learning: The knowledge and theories acquired during formal study, usually 

within a classroom or university setting. 

• Developmental associations: Local groups that promote community development, often 

using historical knowledge to strengthen identity and participation. 

• Head of Department (HOD): The academic officer responsible for overseeing 

departmental activities, including approving internship proposals. 

• Historical societies: Associations dedicated to collecting, preserving, and interpreting 

history, often at local or regional levels. 

• 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. 

• Management skills: The ability to supervise tasks, make decisions, and ensure objectives 

are achieved within deadlines. 

• Museums: Institutions that collect, preserve, and display artefacts for education and 

public engagement. 

• Non-Governmental Organisations (NGOs): Independent organisations that focus on 

social development, advocacy, or cultural preservation. 

• Organisational skills: The ability to plan, prioritise, and manage tasks effectively. 
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• Practical experience: The application of academic knowledge in real-world contexts, 

such as internships or fieldwork. 

• Public agencies: Government institutions that preserve, manage, and promote historical 

records and heritage. 

• Report writing skills: The ability to present findings clearly, logically, and in a 

structured format. 

• 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  
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Objective questions 

1. Head of Department. 

2. Historical societies. 

3. Report writing skills. 

4. Practical experience. 

5. Museums. 

Short-answer questions 

6. An internship is a structured period of practical experience designed to apply classroom 

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. 



 

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

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. 

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

history. 

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

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

5. Developmental associations use historical knowledge to strengthen identity and 

community participation. 

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. 

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

structured format. 

3. 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. 

References and Attributions  

• Figures and Plates 

• Figure 1.1 Link between classroom learning and internship practice: AI-generated 

using the prompt “Create a diagram showing how classroom learning connects to 

internship practice in history training.” Suggested search string: “internship 

objectives history training OER diagram.” 

• Plate 1.3 Students gaining experience in a historical society: AI-generated using 

the prompt “Illustrate students working with archival materials in a historical 

society or public agency.” Suggested search string: “students internship historical 

society archives OER image.” 
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• Figure 1.5 Components of an internship proposal: AI-generated using the prompt 

“Create a diagram showing the components of an internship proposal: objectives, 

tasks, and outcomes.” Suggested search string: “internship proposal components 

OER diagram.” 

• Figure 1.7 Process of research and report writing: AI-generated using the prompt 

“Create a diagram showing the process of research and report writing for history 

students.” Suggested search string: “research report writing process history OER 

diagram.” 

• Boxes and Tables 

• Box 1.2 Examples of linking academic learning with practical experience: AI-

generated using the prompt “Create a table listing examples of how academic 

learning in history is linked to practical experience during internships.” Suggested 

search string: “academic learning practical experience history internship OER 

table.” 

• Box 1.4 Examples of organisations suitable for history internships: AI-generated 

using the prompt “Create a table listing organisations suitable for history 

internships and their typical roles.” Suggested search string: “history internship 

organisations roles OER table.” 

• Box 1.6 Steps in submitting an internship proposal: AI-generated using the 

prompt “Create a table listing steps in submitting an internship proposal for 

approval.” Suggested search string: “internship proposal submission steps OER 

table.” 

• Box 1.8 Examples of professional skills for internship success: AI-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 

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

Training (Course outline and learning outcomes). 

• 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 

•  Series 1: Preparing For Internship Training In History 

•  Series 2: Applying Historical Skills In Organisations 
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•  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 2: Applying Historical Skills in 

Organisations 

• Part 2.1: Research and Documentation in Organisations 

• Conducting historical research in institutional settings 

• Documenting organisational history and activities 

• Part 2.2: Communication and Report Writing 

• Writing institutional reports and historical accounts 

• Presenting findings to diverse audiences 

• Part 2.3: Records and Archives Management 

• Handling institutional records 

• Preserving and organising archival materials 

• Part 2.4: Organisational Support and Project Participation 

• Assisting in exhibitions and public programmes 

• 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 Outcomes 

Upon completing this Series, you should be able to: 
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• SLO 2.1 conduct historical research in organisational settings and document institutional 

history and activities, 

• SLO 2.2 write institutional reports and present historical findings clearly to diverse 

audiences, 

• SLO 2.3 apply records and archives management techniques to handle and preserve 

institutional materials, and 

• 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. 

• 
Short description: Diagram showing the stages of historical research in organisations (data 
collection, analysis, interpretation, reporting). 

• 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 __________ information about 

an organisation’s history and activities. 

Caption: Box 2.2 Examples of documentation tasks in organisations 

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

Pilot questions 2.1 

1. What is historical research in organisational settings? 
2. Name two sources of information used in institutional research. 
3. Define documentation in the context of organisations. 
4. Give one example of a documentation task a history intern may perform. 
5. 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 
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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. 

• 
SShort description: Diagram showing the structure of an institutional report (introduction, 
activities, achievements, challenges, conclusion). 

• 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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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 

1. What are institutional reports used for? 
2. Define historical accounts in the context of organisations. 
3. Name two sections commonly found in an institutional report. 
4. Why is it important to tailor presentations to different audiences? 
5. Give one example of a method for presenting findings to the public. 

2.3 Records And Archives Management 

2.3.1 Handling institutional 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. 

Fill in the blank: Institutional records are official documents that capture the __________, 

decisions, and operations of an organisation. 
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• 
Short description: Diagram showing categories of institutional records (administrative, financial, 
correspondence, project files). 

• 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 __________ that are preserved for 

long-term reference and research. 
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Caption: Box 2.6 Techniques for preserving archival materials 

• Short description: Table listing techniques 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. Define archival materials in the context of organisations. 
4. Name one technique used to preserve archival materials. 
5. Why is organising archives important for future researchers? 

2.4 Organisational Support And Project Participation 

2.4.1 Assisting in exhibitions 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. 

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

that communicate __________ narratives to the public. 
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• 
Short description: Image showing interns assisting in a museum exhibition or public history 
programme. 

• Caption: Plate 2.7 Interns assisting in a public exhibition. 

2.4.2 Contributing to developmental and advocacy 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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Caption: Box 2.8 Examples of developmental and advocacy projects for interns 

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

 

Pilot questions 2.4 

1. What are exhibitions in the context of organisations? 
2. Give one example of a public programme interns may support. 
3. Define developmental projects in relation to history internships. 
4. What is the purpose of advocacy projects? 
5. Name one way interns can contribute to developmental projects. 

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 

• Advocacy projects: Initiatives that promote historical knowledge to influence policy or 

strengthen cultural identity. 

• Archival materials: Records of enduring value, such as photographs, manuscripts, and 

maps, preserved for long-term reference and research. 

• Documentation: The process of recording and preserving information about an 

organisation’s history, activities, and achievements. 

• Exhibitions: Organised displays of artefacts, documents, or visual materials that 

communicate historical narratives to the public. 

• Historical accounts: Narratives that explain the development and contributions of an 

organisation over time. 

• Historical research: The systematic investigation of past events, records, and practices 

to generate knowledge and insights. 

• Institutional records: Official documents that capture the activities, decisions, and 

operations of an organisation. 

• Institutional reports: Formal documents that present information about an 

organisation’s activities, achievements, and challenges over a specific period. 

• Presentation of findings: Communicating research results or organisational information 

to different groups such as management, staff, stakeholders, or the public. 

• Public programmes: Lectures, workshops, and outreach activities designed to engage 

communities with history. 

• 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) 
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3. Exhibitions communicate historical narratives to the public through organised displays of 

artefacts and documents. (Linked to SLO 2.4) 

4. Historical research in organisations involves investigating past events, records, and 

practices to generate insights. (Linked to SLO 2.1) 

5. Advocacy projects promote historical knowledge to influence policy or strengthen 

cultural identity. (Linked to SLO 2.4) 

Short-answer questions 

6. Define institutional records and give one example. (Linked to SLO 2.3) 

7. Explain why tailoring presentations to diverse audiences is important. (Linked to SLO 

2.2) 

8. Identify one technique used to preserve archival materials. (Linked to SLO 2.3) 

9. State one way interns can contribute to developmental projects. (Linked to SLO 2.4) 

10. 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 

1. To present organisational activities, achievements, and challenges. 

2. Records of enduring value preserved for long-term use. 

3. Organised displays of artefacts and documents. 

4. Investigating past events, records, and practices. 

5. 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. 

9. Documenting local histories. 

10. To record and preserve organisational history and achievements. 
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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 is 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 is 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. 

2. 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. 

5. Organising archives is important because it ensures future researchers can access 

materials easily and reliably. 

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. 

3. 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. 

References and Attributions  

• Figures and Plates 

• Figure 2.1 Stages of historical research in organisations: AI-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.” 

• Figure 2.3 Structure of an institutional report: AI-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.” 

• Figure 2.5 Categories of institutional records: AI-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.” 

• Plate 2.7 Interns assisting in a public exhibition: AI-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.” 

• Boxes and Tables 

• Box 2.2 Examples of documentation tasks in organisations: AI-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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• Box 2.4 Methods of presenting findings to diverse audiences: AI-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.” 

• Box 2.6 Techniques for preserving archival materials: AI-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.” 

• Box 2.8 Examples of developmental and advocacy projects for interns: AI-

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.” 

• General References 

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

Training (Course outline and learning outcomes). 

• 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 

• Part 3.1: Principles Of Records Management 

• Defining records and their organisational value 

• Standards and procedures for effective record keeping 

• Part 3.2: Archival Practices And Preservation 

• Identifying materials of enduring value 

• Techniques for preservation and digitisation 

• Part 3.3: Institutional Histories And Narratives 

• Methods of compiling institutional histories 

• Linking institutional narratives to heritage and identity 
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• Part 3.4: Ethical And Legal Considerations 

• Confidentiality and access rights 

• 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 required 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: 

• SLO 3.1 define records and explain their organisational value, 

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

• SLO 3.3 identify materials of enduring value suitable for archival preservation, 

• SLO 3.4 apply techniques for preserving and digitising archival materials, 

• SLO 3.5 demonstrate methods of compiling institutional histories, 

• SLO 3.6 analyse how institutional narratives contribute to heritage and identity, 

• SLO 3.7 explain confidentiality and access rights in records management, and 

• 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 __________, decisions, and 

operations of an organisation. 

• 
Short description: Diagram showing the types of organisational records (administrative, 

financial, correspondence, project files). 

• 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. 

Fill in the blank: Record keeping is the systematic process of creating, __________, and 

disposing of records according to standards. 
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Caption: Box 3.2 Key standards and procedures in record keeping 

• Short description: Table listing standards such as classification systems, retention 

schedules, and security protocols. 

Pilot questions 3.1 

1. What are records in the context of organisations? 

2. Give two examples of organisational records. 

3. Define record keeping. 

4. Name one standard used in effective record keeping. 

5. 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 __________ for an 

organisation beyond immediate use. 
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• 
Short description: Diagram showing the distinction between routine records and archival 

materials. 

• 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 involve 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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Caption: Box 3.4 Techniques for preserving and digitising archival materials 

• 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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• 
Short description: Diagram showing steps in compiling institutional histories (data 

collection, interviews, synthesis, publication). 

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

• 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 levels of access rights (public, restricted, 

confidential). 

• 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 __________, stored, accessed, and disposed of. 
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Caption: Box 3.8 Examples of legal frameworks in records management 

• 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 

• Access rights: Rules that determine who is permitted to view, use, or manage specific 

records within an organisation. 

• Archival materials: Records of enduring value, such as photographs, manuscripts, maps, 

and rare documents, preserved for long-term reference and research. 

• Confidentiality: The responsibility of organisations to protect sensitive records from 

unauthorised disclosure. 

• Digitisation: The process of converting physical records into digital formats for easier 

storage, access, and sharing. 

• Institutional histories: Written accounts that trace the development, achievements, and 

challenges of an organisation over time. 

• Institutional narratives: Stories that highlight the values, traditions, and identity of an 

organisation, often linked to heritage. 

• Legal frameworks: Laws and regulations that govern how records and archives are 

created, stored, accessed, and disposed of. 

• Preservation: Measures taken to protect archival materials from damage, deterioration, 

or loss, including environmental control and protective storage. 

• Record keeping: The systematic process of creating, maintaining, and disposing of 

records according to established standards. 

• 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 official documents 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. Archival materials 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 SLO 3.4) 

5. Institutional narratives highlight the values, traditions, and identity of an organisation. 

(Linked to SLO 3.6) 

Short-answer questions 

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

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

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

9. Explain why digitisation is important for archival preservation. (Linked to SLO 3.4) 

10. What is the purpose of institutional histories? (Linked to SLO 3.5) 

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

1. Activities, decisions, and operations. 

2. Creating, maintaining, and disposing of records according to standards. 

3. Records of enduring value preserved for long-term use. 

4. Digital formats. 

5. Values, traditions, and identity. 

Short-answer questions 

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

minutes. 

7. Retention schedules. 

8. Photographs and manuscripts. 

9. 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. 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. 

3. 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. 

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. 

5. They strengthen organisational identity and foster pride among stakeholders. 

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  

• Figures and Plates 

• Figure 3.1 Types of organisational records: AI-generated using the prompt 
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• Figure 3.3 Distinction between routine records and archival materials: AI-
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routine records and archival materials with examples.” Suggested search string: 

“routine records vs archival materials OER diagram.” 

• Figure 3.5 Steps in compiling institutional histories: AI-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.” 

• Figure 3.7 Levels of access rights in records management: AI-generated using the 

prompt “Create a diagram showing levels of access rights in records management: 

public, restricted, confidential.” Suggested search string: “records management 

confidentiality access rights OER diagram.” 

• Boxes and Tables 

• Box 3.2 Key standards and procedures in record keeping: AI-generated using the 
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using the prompt “Create a table listing techniques for preserving and digitising 
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handling, and digitisation.” Suggested search string: “archival preservation 

digitisation techniques OER table.” 

• Box 3.6 Examples of institutional narratives linked to heritage: AI-generated 

using the prompt “Create a table listing examples of institutional narratives linked 
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panels, and heritage reports.” Suggested search string: “institutional narratives 

heritage examples OER table.” 

• Box 3.8 Examples of legal frameworks in records management: AI-generated 
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management OER table.” 
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• 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 

•  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 4: Engaging With Public 

And Private Agencies 

• Part 4.1: Understanding Public And Private Agencies 

• Defining public and private agencies 

• Roles and functions in historical practice 

• Part 4.2: Collaboration And Partnership Strategies 

• Building effective relationships with agencies 

• Negotiation and communication skills 

• Part 4.3: Internship Roles In Agency Engagement 

• Tasks and responsibilities of interns 

• Case examples of agency collaboration 

• Part 4.4: Challenges And Ethical Considerations 

• Common challenges in agency engagement 

• 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: 

• SLO 4.1 define public and private agencies and explain their roles in historical practice, 

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

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

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

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

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

• 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 description: Diagram comparing public and private agencies, showing ownership, funding, 
and functions. 

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

 

4.1.2 Roles and functions in historical 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 __________, manage collections, or collaborate 

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

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

Pilot questions 4.1 

1. Define public agencies and give one example. 
2. Define private agencies and give one example. 
3. State one role of public agencies in historical practice. 
4. State one role of private agencies in historical practice. 
5. Why is it important for interns to engage with both public and private agencies? 

4.2 Collaboration And Partnership Strategies 

4.2.1 Building 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. 

Fill in the blank: Collaboration requires mutual respect, clear __________, and an understanding 

of each party’s objectives. 
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• 
Short description: Diagram showing elements of effective collaboration (trust, communication, 
respect, shared goals). 

• 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 project timelines, 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. 
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Caption: Box 4.4 Key negotiation and communication skills for agency collaboration 

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

Pilot questions 4.2 

1. Define collaboration in the context of agency partnerships. 
2. State two elements of effective collaboration. 
3. What is negotiation? 
4. Name one communication skill important for agency collaboration. 
5. Why are negotiation and communication skills essential for sustaining partnerships? 

4.3 Internship Roles In Agency Engagement 

4.3.1 Tasks and responsibilities 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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• Short description: Diagram showing typical tasks of interns in agency engagement (cataloguing, 
exhibitions, research, outreach). 

• 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. 

 
Caption: Box 4.6 Case examples of agency collaboration 

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

• AI prompt suggestion: “Create a table listing case examples of agency collaboration, including 
digitising records, curating exhibitions, and supporting outreach programmes.” 

• 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. 
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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. 

• 
Short description: Diagram showing common challenges in agency engagement (resources, 
priorities, bureaucracy, access issues). 

• Caption: Figure 4.7 Common challenges in agency engagement. 

4.4.2 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. 
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Caption: Box 4.8 Ethical responsibilities and professional conduct in agency engagement 

• 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 for interns to recognise challenges in agency engagement? 
3. Define ethical responsibilities in 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 

• Agency collaboration: The process of organisations and interns working together with 

public or private agencies to achieve shared objectives. 

• Case examples: Real-life illustrations of how agencies and interns collaborate, showing 

tasks, responsibilities, and outcomes. 

• Challenges: Difficulties that may arise during agency engagement, such as limited 

resources, conflicting priorities, or bureaucratic delays. 

• Collaboration: Working jointly with public or private agencies, built on trust, respect, 

and shared goals. 

• 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. 

• Internship roles: Practical contributions made by interns in agency engagement, such as 

cataloguing, assisting exhibitions, conducting research, and supporting outreach. 

• Negotiation: The process of reaching agreements between parties with differing interests, 

often involving compromise and mutual benefit. 

• Private agencies: Organisations owned and operated by individuals or corporations, 

often focusing on commercial, cultural, or research interests. 

• Professional conduct: Expected behaviours in workplace settings, including punctuality, 

reliability, and respectful communication. 

• Public 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. Cataloguing records and assisting exhibitions. 

10. Interns digitising records in a public archive. 

11. Bureaucratic delays. 

12. 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 through cataloguing, 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. Basic response: Case examples show interns digitising records or curating exhibitions. 

Value-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 

1. Public agencies are government-funded organisations; example: National Archives. 

2. Private agencies are owned by individuals or corporations; example: a private museum. 

3. Public agencies safeguard national archives and regulate heritage sites. 

4. Private agencies sponsor research and manage private collections. 

5. 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 

1. Collaboration is working jointly with agencies to achieve shared goals. 

2. Trust and clear communication. 

3. Negotiation is reaching agreements between parties with differing interests. 

4. Active listening. 

5. They prevent misunderstandings and sustain long-term partnerships. 

Part 4.3: Internship Roles In Agency Engagement 

1. Cataloguing records and assisting exhibitions. 

2. They demonstrate reliability and build credibility with agencies. 

3. Interns digitising records in a public archive. 

4. Interns curating exhibitions in a private museum. 

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

Part 4.4: Challenges And Ethical Considerations 

1. Limited resources and bureaucratic delays. 

2. It helps them anticipate obstacles and respond professionally. 

3. Ethical responsibilities are duties to act with integrity, fairness, and respect. 

4. Punctuality. 

5. They build trust and ensure positive relationships with agencies. 

References and Attributions  

• Figures and Plates 

• Figure 4.1 Comparison of public and private agencies: AI-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.” 

• Figure 4.3 Elements of effective collaboration: AI-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.” 

• Figure 4.5 Typical tasks of interns in agency engagement: AI-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.” 

• Figure 4.7 Common challenges in agency engagement: AI-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.” 

• Boxes and Tables 

• Box 4.2 Roles of public and private agencies in historical practice: AI-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.” 

• Box 4.4 Key negotiation and communication skills for agency collaboration: AI-

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.” 

• Box 4.6 Case examples of agency collaboration: AI-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.” 

• Box 4.8 Ethical responsibilities and professional conduct in agency engagement: 

AI-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.” 

• General References 

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

Training (Course outline and learning outcomes). 

• 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 

•  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 

• Part 5.1: Preparing Internship Reports 
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• Structure and format of reports 

• Essential content and supporting evidence 

• Part 5.2: Presentation Of Internship Outcomes 

• Oral presentation techniques 

• Visual aids and documentation 

• Part 5.3: Evaluation Of Internship Experience 

• Self-assessment and reflection 

• Feedback from supervisors and agencies 

• Part 5.4: Linking Internship To Professional Development 

• Transferable skills gained 

• 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 your internship 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 internship to professional development, identifying transferable skills and 

exploring career opportunities. 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 5.1 describe the structure and format of internship reports, 

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

• SLO 5.3 demonstrate oral presentation techniques for communicating internship 

outcomes, 

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

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

• SLO 5.6 analyse feedback from supervisors and agencies to improve professional 

practice, 

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

• 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. 

• 
Short description: Diagram showing the typical structure of an internship report 

(introduction, objectives, activities, outcomes, conclusion). 

• 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. 

 
Caption: Box 5.2 Essential content and supporting evidence in internship reports 

• Short description: Table listing essential content (objectives, tasks, outcomes, reflection) 

and supporting evidence (records, samples, photographs, comments). 

Pilot questions 5.1 

1. What is an internship report? 

2. List two sections commonly found in the structure of an internship report. 

3. State one type of supporting evidence that can be included in a report. 

4. Why is supporting evidence important in internship reports? 

5. What should learners ensure about the content of their reports? 

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. 

• 
Short description: Diagram showing key elements of oral presentation (confidence, clarity, 
organisation, engagement). 

• 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 __________. 
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Caption: Box 5.4 Examples of visual aids and documentation in internship presentations 

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

Pilot questions 5.2 

1. What is an oral presentation? 
2. State two techniques that make oral presentations effective. 
3. Define visual aids in the context of presentations. 
4. Give one example of documentation that can accompany a presentation. 
5. Why are visual aids and documentation important in internship presentations? 

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). 

• Caption: Figure 5.5 Cycle of self-assessment and reflection. 

5.3.2 Feedback from 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 

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

Pilot questions 5.3 

1. What is self-assessment? 
2. Define reflection in the context of internship evaluation. 
3. Why are self-assessment and reflection important for interns? 
4. What is feedback in internship evaluation? 
5. State one benefit of receiving feedback from supervisors or agencies. 

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). 

• 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. These may 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 

• 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 

1. What are transferable skills? 
2. Name two transferable skills gained during internships. 
3. Define career pathways in the context of internships. 
4. State one career pathway available after internships. 
5. Why is linking internship outcomes to career pathways important? 

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 

• Career pathways: Possible professional directions that learners can pursue after 

completing their internship, such as roles in archives, museums, or research institutions. 

• Documentation: Written or recorded materials that accompany a presentation, including 

handouts, appendices, or reports. 

• Feedback: Comments, evaluations, or suggestions provided by supervisors and agencies 

about an intern’s performance. 

• Internship report: A formal document that records experiences, tasks, and reflections 

during the internship, usually following a structured format. 

• Oral presentation: A spoken delivery of information designed to communicate 

internship outcomes clearly to an audience. 

• Reflection: The process of looking back on tasks and outcomes to understand 

achievements and their contribution to personal and professional development. 

• Self-assessment: The process of evaluating your own performance, identifying strengths, 

and recognising areas for improvement. 

• Supporting evidence: Tangible proof included in internship reports, such as attendance 

records, project samples, photographs, or supervisor comments. 

• Transferable skills: Abilities developed during the internship, such as communication, 

teamwork, problem-solving, and time management, which can be applied in different 

professional contexts. 

• 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. 

9. 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. Basic response: Supporting evidence proves contributions and strengthens credibility. 

Value-added response: It also provides tangible proof for assessment and enhances transparency 

in reporting. 

16. Basic response: Strategies include clear speech, organisation, and engaging delivery. 

Value-added response: Advanced strategies involve storytelling, audience interaction, and 

effective use of pauses. 

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

points. 

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

goals. 

19. Basic response: Feedback highlights achievements and areas needing attention. 

Value-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 in 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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1. An internship report is a formal document that records experiences, tasks, and reflections. 

2. Introduction and objectives. 

3. Attendance records. 

4. It strengthens credibility and provides proof of contributions. 

5. Learners should ensure that all content is relevant, concise, and aligned with objectives. 

Part 5.2: Presentation Of Internship Outcomes 

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

outcomes clearly. 

2. Confidence and clarity. 

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

4. Handouts. 

5. They make information easier to understand and reinforce key points. 

Part 5.3: Evaluation Of Internship Experience 

1. Self-assessment is evaluating your own performance, identifying strengths, and 

recognising areas for improvement. 

2. Reflection is looking back on tasks and 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. 

2. Communication and teamwork. 

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

4. Archives. 

5. It ensures the internship contributes meaningfully to long-term professional growth. 
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