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FSW Honours Research Internships   

Explore the daily life of a researcher   

Curious about what research looks like in practice? The Honours research internship is an 

opportunity for 2nd and 3rd year FSW Honours Students to experience firsthand what it means to 

work as an academic researcher in a field of your choice.  

You can approach a PhD or PhD student from Leiden University or from a different research institute 

to ask for an internship in which you can take part in the daily life of a scientist. You may actually 

perform certain research tasks yourself. You will enter the internship with a few focused questions 

you want to explore and seek to answer in the course of your internship, and will experience what 

research in this specific field entails. The only condition is that your role is clearly described and that 

you are supervised by a researcher. To ensure that this is the case, a short internship plan and 

contract are drawn up between the institution, the student, and the Honours College. 

Taking part in research  

The PhD (or PhD student) can talk to you about his/her own work, what you have to do as a 

researcher and about the daily reality of his or her research:  

• What drives me…  

• In practice, I do the following work... and here's why ... 

• What I have to do today is... (come along and see for yourself...)  

To really get a taste of what's happening in research, you, as an intern perform (parts of) certain 

tasks. Not in practice situations or with simulated data, but in real life. Tasks to be performed may 

involve, for example:  

• Taking part in research interviews,  

• Preparing experimental settings, 

• Welcoming respondents or participants in an experiment, 

• Observing parental interventions from behind a one-way screen,  

• Coding data, translating interview data to an analyzable dataset, 

• Performing literature searches, 

• Archival research at other institutions, etc. 

 

 

http://images.google.com/imgres?imgurl=http://www.schaeken.nl/lu/images/ul_zegel.jpg&imgrefurl=http://www.schaeken.nl/lu/onderwijs/tk1/index.htm&h=100&w=90&sz=5&hl=nl&start=20&um=1&tbnid=BqoNmSg7x1rnUM:&tbnh=82&tbnw=74&prev=/images?q=zegel+universiteit+leiden&start=20&ndsp=20&svnum=10&um=1&hl=nl&sa=N


Leiden University 
Faculty of Social and Behavioural Sciences  

FSW Honours College 

 
 

 2 

 

Contents and format of the internship  

The time investment required of the student is – per EC – 20 working hours as an intern and 8 hours 

for evaluation and writing the final report.  

Introductory meeting & planning: you start out with an initial interview with the researcher. During 

the interview, you discuss your learning objectives and schedule for the internship. Try to get more 

information about what is being studied, why and how.1 During the internship, you may pose all your 

curious questions on what it is like to work as a researcher.  

Orientation: depending on the specific topic of research and the phase of the research projects 

involved, you will observe the activities of the researcher. This way you become familiar with the 

daily work of an academic researcher.  

Perform research tasks: if possible, you will work more or less independently on some specific task or 

assignment within the research project. Depending on the task, you may be supervised by the 

researcher or another staff member.  

Final meeting and evaluation: here you discuss with your supervisor your experiences, your own 

performance, your answer to your underlying question(s), whether you have met your learning 

objectives, and you verify whether you have sufficient information to write your internship report. 

Short internship report: see below for the instructions. 

At the start of the internship 

The following conditions need to be met before the start of the internship: 

• An internship contract (see below) has been drawn up and has been signed by the internship 

supervisor on behalf of the research institution, by the student, and by the student's FSW 

Honours College coach. 

• The internship plan for the Honours internship has been filled out in full, stating the underlying 

question/learning objectives and activities, as well as an estimate of the number of hours 

involved. Please use the template that you can find below and on Brightspace.  

• A liability insurance certificate has been drawn up by the student and/or the institution for the 

duration of the student's internship at the research institution. 

Before the internship can start, the contract must have been filled in and signed by all the parties 

involved, scanned, and sent to your coach. The internship plan is part of the contract and must also be 

approved by your coach before you can start. If you start with the internship earlier – before the 

contract has been signed by all parties and the internship plan approved – these working hours will 

NOT count towards the number of hours required for your internship. Your coach will check this in the 

timesheet which is added as an appendix to your internship report (see below).  

 
1 This knowledge is important to have at the start of your trajectory, also because it will be part of your 
internship report. 
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Once the internship has begun, make sure that you keep a time sheet (use the template that you can 

find below and on Brightspace): an overview of the activities per day, stating their duration (and don’t 

forget to include the time spent on writing your report). This time sheet should be added to your 

report.  

Liability insurance for the research internship 

As a student undertaking an internship, you may not be automatically insured against liability. It is 

therefore very important to arrange liability insurance for the duration of your internship. Possibly 

the organization may be insured, but the student may have to arrange insurance for himself or 

herself. You, the student, yourself have final responsibility for this insurance, and the contract sets 

out how this has been arranged. Leiden University does not accept responsibility for any claims from 

the organization offering the internship and/or its clients or stakeholders.  

In some cases it will be possible to draw up a short-term contract that includes insurance from the 

internship institution, under which the student, as intern, is insured for liability/professional liability. 

If this is not the case, it is up to the internship student to provide guarantees that he or she has taken 

out liability insurance that covers any possible claims for liability for any damage suffered (whether 

material, psychological, or other). This is set out in the internship contract. 

Internship plan  

The internship plan is drawn up in advance of the date on which the internship starts, in consultation 

between the student and the supervisor at the research institution. Use the template below (which 

can also be downloaded as a Word document from Brightspace.) The student's own questions and 

learning objectives form the starting point for this internship plan. The internship plan consists of the 

following components and addresses each of subquestions: 

Underlying question/learning objectives 
Outline the underlying question and learning objectives that form the starting point for the 
internship. Make sure that the question and objectives are specific and focused. “I want to learn 
more about the research process” is too general. What is it about this particular research study that 
intrigues you? What would you like to learn, when it comes to this topic, these concepts, these 
techniques that are being employed in the study, etc.? And what skills would you like to develop? 
Please also include a few sentences on the study: what is being studied, why, and how? 
 
Activities and tasks  
Set out an overview of the number of hours the intern will be present and when. The intern's 
activities should also be stated in this overview. Some activities will mainly involve observation 
(employees as model; the intern looks and learns). Possibly there will also be some types of work or 
procedures the intern can assist with or can carry out under supervision (subject to any applicable 
legal requirements).  
 
Supervision 
Outline briefly at what points consultation will take place between the supervisor and the intern.  
 
Evaluation 
Outline briefly when the evaluation meeting will take place and who will be present.  
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If during the internship your activities and tasks change, please send an updated internship plan 
(with the changes highlighted) to your coach as soon as possible, so that he/she can check whether 
the internship still qualifies. 
 
Procedure for completing the internship 
 
At the end of the internship, a concluding meeting takes place with the internship supervisor at the 
research institution. The intern should include the feedback and conclusions discussed at this 
meeting in his or her final report.  
 
The intern then records his or her experiences in an internship report that is structured according to 
the schema outlined below. 
 
The student submits this report to the internship supervisor. The internship supervisor comments on 
the report as he or she wishes and then signs that it has been 'seen and approved' (see below). The 
student then submits the report to his/her coach through Brightspace AND email. It is essential that 
you also send the report to your coach by e-mail, because Brightspace does not alert your coach 
when you submit your report there.   
 
On the basis of the student's final report and experiences during the internship, the Honours coach 
gives a final assessment in accordance with the guidelines set out below. The Honours coach assesses 
several components as insufficient, good or excellent; and subsequently gives a final assessment in 
the same categories. The Honours coach may take the comments of the external supervisor into 
consideration in the assessment. 
 

Contents of the internship report 

The report has a fixed format in which the following topics are to be addressed:  

1. What did you want to know?  

(personal curiosity, questions, learning objectives…)  

2. Brief description of the study:  

• What is being studied (research question / questions)? 2 

• Why is this being studied?  

• How is it being studied?  

3. What were your duties and how did it work out? Please include the feedback that you received 

from your internship supervisor at the concluding meeting.  

4. What did you do to find an answer to your question? 

5. What things surprised you?  

 
2 If you were involved in several studies, focus on the main or most important one. 
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6. What did you learn? 

7. Reference list 

The report has to contain headers addressing each of the points above.   

Appendices:  

• Internship contract 

• Internship plan 

• Time sheet: an overview of the activities per day, stating their duration (Don't forget to 
include the time spent on writing your report). Use the template that you can find below and 
on Brightspace. 

• 'Seen and approved' statement 
 
You may write your report in English or in Dutch, depending on your preference. 
 
Don’t forget to include references and a reference list! For example, when you describe a theory or 
results from previous studies, it is essential that you include a reference. This also applies when you 
mention specific measurement instruments.  
 
Length of the report: 1000 words if you do an internship for 1 EC, 1500 words for 2 EC, and 2000-
2500 words for 3-5 EC. 
 
Deadline internship report 
 
Submit your report no later than 2 months after the last day at the internship.  
 
 
Assessment table internship report 
 
Quality of the content of the report:  

1. What did you want to know? (personal curiosity, questions, learning objectives) 
2. Brief description of the study: what/why/how is it being studied?  
3. What were your duties and how did it work out? 
4. What did you do to find an answer to your question?  
5. What things surprised you? 
6. What did you learn?  

 
Reflection: quality of the description of the process, ability to reflect on own performance  

7. Level of concreteness 
8. Level of self-reflection (strengths and weaknesses) 
9. Overall meta-reflection of the internship experience (e.g., what interests do you have 

regarding the continuation of your study) 
 
The reference list and appendices (including the internship contract, internship plan, time sheet and 
‘seen and approved’ statement) should be present.   
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Internship Contract for the Research Internship – English version 
FSW Honours College - Leiden University 

The research institute: ……………………………...    represented by:  ………………………………. 

and 

the student:           …………………………..  student number:   …………..………………… 

hereby declare that, subject to the following terms and conditions, they are entering into an agreement for a 

research internship to the value of …… EC for the period from …………… (date) to ………………. (date).   

Section 1: 
The research institute agrees the periods of attendance with the student. The student will be present in the 

research institute for a total of 20 hours per EC to observe and/or participate in certain activities and possibly 

to carry out interviews with employees of the research institute.    

Section 2: 
The internship supervisor and the student draw up an internship plan (added as an appendix to this contract), 

which will serve as a basis for the student to attend and/or carry out a variety of activities during the 

internship.  

Section 3: 
With respect to his or her presence in the research institute, the student will obey the instructions given by or 

on behalf of the research institute as regards order, safety, and conduct. If the research institute so requests, 

the student will sign a confidentiality agreement and/or a conduct agreement. 

Section 4: 
The student agrees that he or she will not disseminate any information obtained in the context of the research 

internship outside the research institute, except with the prior written authorization of the competent 

individuals in the research institute.  

Section 5: 
The student will record his or her experiences during the research internship in the form of a written report 

that is provided to the student's internship supervisor at the research institute. He or she will check the report 

for inaccuracies and ensure that it does not infringe privacy. The internship supervisor indicates his or her 

agreement by filling in the 'seen and approved' statement, which the student then submits to the FSW Honours 

College.  

Section 6: 
The parties agree that for the duration of the activities and the student's presence at the research institute in 

which the research internship takes place, the student is insured against statutory liability and accidents. In the 

event that this insurance is arranged by the student, the policy must be attached as proof. 

Supervisor at the research institute: Student: Honours College coach: 

 

 

  

(Date and signature): (Date and signature): (Date and signature): 

15 aprile 2022

http://images.google.com/imgres?imgurl=http://www.schaeken.nl/lu/images/ul_zegel.jpg&imgrefurl=http://www.schaeken.nl/lu/onderwijs/tk1/index.htm&h=100&w=90&sz=5&hl=nl&start=20&um=1&tbnid=BqoNmSg7x1rnUM:&tbnh=82&tbnw=74&prev=/images?q=zegel+universiteit+leiden&start=20&ndsp=20&svnum=10&um=1&hl=nl&sa=N


Leiden University 
Faculty of Social and Behavioural Sciences  

FSW Honours College 

 
 

 7 

 

Internship Contract for the Research Internship – Dutch version 
Honours College FSW - Universiteit Leiden 

De onderzoeksinstelling: ……………………………... vertegenwoordigd door:  ………………………………. 

en 

de student(e): …………………………..  studentnummer:   …………..…………………………….. 

verklaren onder de navolgende voorwaarden en bedingen een overeenkomst voor een onderzoeksstage aan te 

gaan met een omvang van … EC  in de periode van …………… (datum) tot ………………. (datum).   

Artikel 1: 
De onderzoeksinstelling regelt samen met de student(e) de perioden van aanwezigheid, waarbij de student(e) 

in totaal per EC 20 uur zal observeren/participeren in bepaalde activiteiten, en eventueel interviews zal 

afnemen bij medewerkers van de onderzoeksinstelling. 

Artikel 2: 
Stagebegeleider en student stellen een stageplan op, aan de hand waarvan gedurende de stage de student(e) 

verschillende activiteiten zal bijwonen/uitvoeren. Dit stageplan wordt toegevoegd als bijlage aan dit contract.  

Artikel 3: 
De student(e) zal ten aanzien van zijn/haar aanwezigheid de door-, of namens de onderzoeksinstelling gegeven 

voorschriften betreffende de orde, veiligheid en het gedrag naleven en op verzoek van de onderzoeksinstelling 

een vertrouwelijkheids- of gedragsovereenkomst tekenen. 

Artikel 4: 
De student(e) verklaart geen informatie, verkregen in het kader van de onderzoeksstage, buiten de instelling te 

zullen verspreiden, anders dan na schriftelijke toestemming van de daartoe bevoegde personen in de instelling.  

Artikel 5: 
De ervaringen tijdens de onderzoeksstage worden schriftelijk vastgelegd in een verslag, dat aan de 

stagebegeleider van de instelling wordt aangeboden. Deze toetst het verslag op onjuistheden en schending van 

privacygegevens. De stagebegeleider vult, indien akkoord, een ‘seen & approved’ (gezien & akkoord) verklaring 

in die de student zal inleveren bij het Honours College FSW.  

Artikel 6: 
Partijen verklaren dat student gedurende de werkzaamheden en aanwezigheid op de instelling waar de 

onderzoeksstage plaatsvindt verzekerd is tegen wettelijke aansprakelijkheid en ongevallen. In geval deze 

verzekering door student zelf plaatsvindt: polis als bewijs toevoegen. 

De begeleid(st)er van de instelling: De student(e): Honours College coach: 

 

 

  

(datum+handtekening): (datum+handtekening): (datum+handtekening): 
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Internship plan for the Research Internship – English version 
You can also download this document as a Word document from Brightspace.  

Before you complete the internship plan: please read the information about this form in the manual 

for the research internship.  

 

Name student: 

Student number: 

Internship institution: 

Internship supervisor:  

 

1. Underlying question and learning objectives. Please also include a few sentences on the study: 
what is being studied, why and how?  

 
 
 
 
 
 
 
 
 
 

2. Activities and tasks (including a time estimation for each (set of) tasks) 

 
 
 
 
 
 
 
 

3. Supervision 

 
 
 
 
 
 
 

4. Evaluation 
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The Center of African Studies of the city of Turin has been funded in order to foster the collaboration of private and public entities between the Piedmont region and African countries. It aims at spreading the knowledge of different African cultures, languages and lifestyles of African countries in Piedmont. Therefore, the intern will help with the organization of activities and events in partnership with the universities of Turin to conduct research and analysis about the diverse Africa realities. The intern tasks will include interviews to experts, research of documentaries and photography exhibitions and commentaries about the findings. 

The intern will focus on the research about the pollution issue of the River Niger and its impact on the surrounding population and environment. The research is going to be conducted in collaboration with experts in the field. Moreover the student will focus on the exhibition of this topic at the Festival CinemAmbiente of Turin in July. The time of the activities differ based on the availability of the experts and may involve different amounts of hours each week.

During the activities, the intern will be in contact via email and zoom call with the co-ordinator and director of the Center. Moreover, the inter will contact interviews and will be assisted by other other experts on the field.

The activities and research conducted by the intern will be mainly evaluated at the end of the intership when the work is going to be exhposed at the Festival CineAmbkente of Turin. The supervisor will also make sure that the activities proceed correctly on a daily basis.
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Internship plan for the Research Internship – Dutch version 
Dit document kan je ook downloaden als Word document van Brightspace.  

Voordat je het stageplan invult: lees de toelichting in de handleiding voor de onderzoeksstage.  

 

Naam student: 

Studentnummer: 

Stageinstelling: 

Stagebegeleider:  

 

1. Wat is je leervraag en wat zijn je leerdoelen? Geef ook in enkele zinnen wat informatie over 
de studie: wat wordt er onderzocht, waarom en hoe.   

 
 
 
 
 
 
 
 

2. Activiteiten en taken (inclusief een tijdsindicatie – hoeveel tijd zal iets in beslag nemen?) 

 
 
 
 
 
 
 
 

3. Begeleiding 

 
 
 
 
 
 
 

4. Evaluatie 
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'Seen and approved' statement – English version 
 

The undersigned: ………………………………………………………………………………….. (name of internship 

supervisor) states that he or she approves the research internship report drawn up by: 

Name of student:  ………………………………………………………………………………….. 

Student number: ………………………………………………………………………………….. 

in relation to the internship he or she supervised.  

 

The undersigned hereby also confirms that the student was present at the internship institution and 

carried out the tasks/assignments as outlined in the time sheet that forms part of the internship 

report.  

 

Date:   ………………………………………………………………………………….. 

 

Signature:   ………………………………………………………………………………….. 

  

15 aprile 2022
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'Seen and approved' statement – Dutch version 
 

Ondergetekende: ………………………………………………………………………………….. (naam stagebegeleid(st)er) 

verklaart zich akkoord met het verslag voor de onderzoeksstage, opgesteld door: 

Naam student(e):  ………………………………………………………………………………….. 

Studentnummer:  ………………………………………………………………………………….. 

naar aanleiding van de door hem/haar begeleide stageperiode.  

 

Tevens bevestigt ondergetekende dat de student(e) inderdaad aanwezig is geweest op de stage-

instelling en de taken/opdrachten heeft uitgevoerd, zoals beschreven in de urenverantwoording van 

het stageverslag.  

 

Datum:   ………………………………………………………………………………….. 

 

Handtekening:   ………………………………………………………………………………….. 
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Time Sheet for the Research Internship 
You can also download this document as a Word document from Brightspace.  

 

Name student: 

Student number: 

Internship institution: 

Internship supervisor:  

 

Date Number of hours Short description of activities 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

Etc. 
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