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Internship/Volunteer Agreement

Please carefully read through this entire document. Please fill out all information and signatures upon completion of reading this entire document. Print and sign – keep a copy for yourself and mail a copy to the KEZA US office. 

    














Intern/Volunteer Name  (First)

(Middle)


(Last)

*KEZA Internships and Volunteer Positions vary from applicant to applicant. Whether you are an Intern or Volunteer should be determined by both parties prior to signing this document. Internship Positions are eligible for school credit only if it fits into the applicant’s school guidelines for receiving credit. 

REPORTING
The intern / volunteer will be required to turn in the following reports:

1) Weekly written reports emailed prior to mandatory weekly meetings. 

2) A written report of achievements during the final review. (An outline will be provided)
3) An oral presentation of achievements the final review.

4) Other updates/reports completed when requested by the Chief Operations Officer or other KEZA Director.
KEZA TEAM POLICY

UBUNTU is the core of KEZA as an organization. As a team, we will exemplify the philosophies of UBUNTU. We will treat each other with respect and remain loyal to one another. We will operate as a unit, not as individuals. We will put other’s needs and feelings above our own. We will serve and check everything against, “does this serve the artisans working with KEZA and KEZA’s overall vision”. This is our checks and balance system. In our meetings with others, we will respect their time, listen twice as much as we speak, and remember that the secretary and the bell boy are just as valuable and important as the president of the company and deserve to be treated as such.  And we will remember that “people will forget what you said, and they will forget what you did, but they will always remember the way you made them feel” ~ Maya Angelou 

Ubuntu, as explained by the honorable Bishop Desmond Tutu

“Ubuntu is the essence of being a person. It means that we are people through other people. We cannot be fully human alone. We are made for interdependence, we are made for family. When you have Ubuntu, you embrace others. You are generous, compassionate. If the world had more Ubuntu, we would not have war. We would not have this huge gap between the rich and the poor. You are rich so that you can make up what is lacking for others. You are powerful so that you can help the weak, just as a mother or father helps their children. This is God's dream.”

TERMS & CONDITIONS OF AGREEMENT

This is an official agreement between KEZA a registered LLC in the United States, [represented by Ilea Dorsey, Chief Operations Officer of KEZA] and     

  INTERN/VOLUNTEER for KEZA Inc. Ilea Dorsey will herein be referred to as KEZA. 

OPERATIVE PROVISIONS 

1)     

  FORMTEXT 

    

 
 is being appointed as a(n) Intern / Volunteer for KEZA.

2) This agreement is effective as of    

 once signed by both parties. 

3) The length of the internship / volunteer period is    
  beginning     
 and ending​
4) The place of the internship / volunteer work is     

 . Though location is subject to change.  
5) By entering into this agreement the intern / volunteer is accepting that for the duration of their tenure they are representatives of KEZA and must conduct themselves according to the KEZA code of conduct. Breaching of the code of conduct will include, but is not limited to, cases in which the intern / volunteer refuses to comply with the organization’s rules and regulations, intern / volunteer consistently does not reach outlined goals, has less than exemplary behavior, abuses drugs and/or alcohol (anytime during internship / volunteer period), and/or openly ridicules the values of the organization.

6) In relation to point Number 5 above, the intern / volunteer hereby acknowledges that they are agreeing to respect the objectives and values of KEZA and will perform duties assigned to the best of their capability.

7) The intern / volunteer agrees that they are completely responsible for themselves and any related costs. This includes, but is not limited to, food, rent, communication costs, transportation, entertainment, etc. 

8) A KEZA Reimbursement Form must be completed and submitted with a receipt in order for the intern/volunteer to receive reimbursement for any KEZA expense directly related to KEZA projects. KEZA reserves the right to refuse reimbursement for any expense that was not approved by KEZA Directors prior to the event in which the expense was incurred. 

9) Full-time INTERNS / volunteers are expected to work a regular 9:00 am to 5:00 pm 40 hour work week and occasionally on weekends when necessary (though this will be minimal). 
10) INTERN is responsible for obtaining credit for their internship with KEZA, researching to ensure the KEZA position offered fits their school’s guidelines, and turning in the completed paperwork/documentation to their school. 

11) INTERNS requiring documentation of their internship from KEZA in order to obtain credit from their school MUST provide KEZA with a list of requirements KEZA is responsible for  no later than 1 month prior to the Intern’s Final Review.  If the Intern fails to do so, KEZA will not be held responsible for the Intern’s negligence resulting in a failure to receive credit for their internship with KEZA. 

12) If the intern / volunteer should require leave from their post for any reason they are required to put their request in writing and notify their supervisor at least 2 weeks prior to travel or termination of this agreement. 

EXPECTATIONS OF CONDUCT

1) The intern / volunteer is expected to treat everyone they encounter with the utmost respect, empathy and consideration throughout their tenure at KEZA. This includes, but is not limited to, staff members, KEZA Partners, and anyone the intern may come into contact with as a result of their work with KEZA. 

2) Abuse of illicit drugs and/or alcohol will not be tolerated during the internship / volunteer period. 

3) Be self motivated and perform all duties to the best of their abilities. 

4) In the event that the intern / volunteer has an issue of any kind that needs to be discussed, they must first consult their supervisor. Issues may only be taken to a KEZA Director/Officer after all other options for resolving the issue have been exhausted and there is still no resolution. 

5) In the case of a dispute the intern / volunteer will report the matter to their supervisor. If a resolution is not found the matter will be forwarded to a KEZA Director/Officer for arbitration. Any information about a KEZA dispute that is spoken about outside the organization may lead to immediate termination.
ISSUES OF FAITH

KEZA is not a religious organization, however, the backbone of all that we do is based on the principles of Jesus.  If you are an intern / volunteer with KEZA, you will be required to comply with the following rules and regulations: 

1) interns / volunteers will be expected to respect the belief systems of KEZA Partners, staff members, other interns or visitors.  
2) Religious affiliation and beliefs will not be a source of division amongst the KEZA Team.
3) Religious, racial and/or gender discrimination will not be tolerated.  
4) interns / volunteers must conduct themselves in a manner which is moral, just and respectful at all times. 
5) International interns / volunteers are encouraged to participate in neighborhood outreach and prayer/devotional times with KEZA Partners. (This will strengthen your relationship with the people you are working with.)
*KEZA has no intention of infringing on anyone’s religious beliefs. The purpose of outlining these rules and regulations pertaining to “Issues of Faith” is because it directly affects the interaction between the interns / volunteers and KEZA Partners abroad. If interns / volunteers do not follow the outline above, KEZA Partners will struggle to trust or work with them. This has caused problems in the past and made it necessary for us to create this outline. Furthermore, KEZA reserves the right to govern the atmosphere within the organization. 

TERMINATION OF AGREEMENT
KEZA is at liberty to review the work and conduct of the intern / volunteer at any time. KEZA may terminate the agreement between KEZA and the intern / volunteer at any time if the intern / volunteer should:

1) Be found guilty of any conduct which in the reason or opinion of the management brings the intern / volunteer, KEZA or any other associated partner into disrepute or under suspicion; 

2) Be convicted of any criminal offence in the US, the country in which the Internship/Volunteer Position takes place, or elsewhere;

3) Be in reasonable opinion of the management, incompetent in the performance of their duties or perform their duties negligently; 

4) Behave in a discourteous, disrespectful and/or inconsiderate manner to superiors, employees, other interns / volunteers, KEZA Partners, and to members of the public with whom you may have contact in the course of your duties;

5) Divulge information about a program beneficiary, partner or staff member of KEZA without the authorization of management; 

6) Conduct him or herself in a manner that is inconsistent with the ethics and code of conduct of the organization; 

7) Incite, cause or join in any subversive activity;

8) Fail to take reasonable care of KEZA property or fail to take such steps as are within their capacity to ensure that reasonable care is taken of such property;
9) Disrespect or destroy any property owned by KEZA or any other organization in any way; 

10) Disclose or use information or knowledge about the affairs of KEZA to any unauthorized person or make any statements to the press, radio or media about the affairs of KEZA without authorization from a KEZA Director/Officer, especially in the case of making false or negative declaration about the work, conditions, beneficiaries, staff, and/or management of KEZA. 

11) Disclose or use information or knowledge about the affairs of KEZA to any unauthorized person or make any statements to the press, radio or media about research or cases handled by KEZA; This behavior will literally put lives at risk; 

12) Has any inappropriate relationship (determined by the discretion of KEZA staff) with any staff member, partner or beneficiary of KEZA;
13) Has any physical altercation with anyone during their internship/volunteership abroad; 

14) Physically or verbally abuses any KEZA staff member, interns, volunteers, partners or beneficiaries of KEZA; 

15) Regularly using excessive vulgar and disrespectful language;
16) Discussing, writing or implying any sort of tribal, racial, or religious ideology, extremism or discrimination;   

17) For any reason the intern / volunteer should decide to leave his/her position at KEZA, he/she is required to give two weeks (2 weeks) notice to the KEZA Chief Operations Officer;
18) If KEZA  should decide to terminate the interns / volunteers job, KEZA hereby agrees to give the intern/volunteer two weeks (2 weeks) notice. However, as highlighted above, KEZA is allowed to terminate this agreement without notice if KEZA deems the intern / volunteer to be of detriment to the organization’s future. 

I           


 ,have read and understand these conditions and will adhere to all terms and conditions outlined in this agreement.  

I hereby attest that the information provided in this document is accurate to the best of my knowledge.
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INTERN/VOLUNTEER Signature


    


 
DATE
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