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INTERNSHIP PROGRAM TERMS AND CONDITIONS 
 

1. Nature of the service 

1.1. The internship program comprises an industry placement for the purposes of the 
candidate’s learning and skill development, as well as career mentoring and 
job-readiness support.  

1.2. The placement location will be either at the host organisation’s offices or a professional 
co-working environment managed by Tappi, where the client does not have space onsite 
and the nature of the placement is suited to this arrangement. 

1.3. Tappi will work with the host organisation to ensure that placement opportunities are 
appropriate to candidates’ skill level and area of interest and expertise. 

1.4. Nothing in this service is designed to constitute an employment relationship and Tappi 
will take all reasonable steps to avoid such a situation arising. 

2. Enrolment into program 

2.1. Tappi will confirm the candidate’s acceptance into the program upon receiving from the 
candidate a completed application form and deposit amount.  

3. Termination of relationship  

3.1. The candidate may choose to discontinue their enrolment at any time after payment and 
will be offered a refund subject to the refund schedule set out in these terms. 

3.2. The candidate’s ongoing participation in the program is subject to abiding by the 
placement code of conduct signed by the candidate upon enrolment into the program.  

3.3. Tappi may terminate the candidate’s enrolment at any time if the candidate breaches the 
code of conduct. In such circumstances, Tappi may choose to offer the candidate a full or 
partial refund at Tappi’s sole discretion. 

3.4. In the case of the candidate defaulting on a payment plan, Tappi will take all reasonable 
steps to reschedule a new plan. Where this can’t be achieved, Tappi may terminate the 
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candidate’s enrolment in the program with immediate effect.  

4. Duration of the placement  

4.1. Unless otherwise agreed with the candidate and industry partner, all placements will be a 
maximum of 12 weeks duration. 

4.2. Unless otherwise agreed with the candidate and industry partner, all placements will be a 
minimum commitment of 8 hours commitment per week and a maximum commitment of 
24 hours per week. 

5. Suitability of the placement  

5.1. Tappi shall facilitate a placement with a host company in the candidate’s requested 
field/skill set. 

5.2. The candidate’s acceptance of the placement opportunity constitutes confirmation of 
suitability. 

6. Use of your personal information 

6.1. Tappi will share with clients only such information as is necessary for them to make a 
decision about providing the candidate with a placement opportunity.  

6.2. Tappi will not disclose any sensitive candidate information without prior written consent 
from the individual, in accordance with the Privacy Act (2014). 

6.3. Tappi may share candidate resumes with recruitment companies for the purposes of 
assisting candidates to source paid work after completion of their internship, unless 
advised otherwise by the candidate.  

7. Support throughout the program 

7.1. Tappi shall provide the candidate with structured support throughout the program once 
the candidate’s enrolment is confirmed. This may include services such as resume and 
interview support, as well as career mentoring.  

7.2. During the placement period Tappi will maintain contact with the candidate to manage 
any difficulties arising through the placement.  

7.3. Tappi will provide the candidate with clear instructions regarding protocols for managing 
issues that arise during placement. 

8. Transfer to another placement opportunity 

8.1. Once the candidate is enrolled in the internship program, Tappi will not transfer the 
candidate to another placement opportunity except in exceptional circumstances as 
judged by Tappi. 
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8.2. If a host company cancels a placement within the first two (2) weeks of commencement 
and the candidate is not at fault, Tappi will organise a replacement opportunity of a 
similar nature. 

8.3. In the event of a transfer, Tappi may organise for the candidate to complete an additional 
12 weeks, or the balance of time remaining from their original placement, at the sole 
discretion of Tappi. 

9.  Workplace insurance 

9.1. Tappi covers the candidate under the following policies for the duration of the placement 
period. 

■ Public Liability 

■ Professional Indemnity 

■ Group Personal Accident Insurance 

10. Candidate responsibilities 

10.1. The candidate will abide by the Tappi candidate code of conduct at all times during the 
placement. 

11. Relationship with Host Company 

11.1. The host company may, at its sole discretion,  arrange for the candidate to receive a daily 
stipend amount to cover basic costs incurred, such as travel and food.   

11.2. The program is not probationary employment or unpaid trial work. 

11.3. The host-company is not obligated to offer the candidate employment at the end of the 
program. 

11.4. Tappi makes no guarantee to the candidate regarding employment after the program. 

12. Candidate request for Termination 

12.1. Any candidate request for termination due to lack of suitability should be submitted in 
writing to the candidate’s placement coordinator.   

12.2. Tappi reserves the right to attempt reasonable amendments to the placement prior to 
withdrawal. 

12.3. Any candidate request for termination due to a serious incident should be made to the 
placement coordinator by phone or email as soon as possible so that the candidate can 
be immediately withdrawn.   
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13. Effect of termination 

13.1. Tappi will not be held liable for any losses incurred by the candidate due to their 
participation in the program. 

14. Refund policy 

14.1. Candidates will be entitled to a full refund of their deposit if Tappi does not source a 
suitable internship within eight (8) weeks of the deposit payment date. 

14.2. Candidates will not be entitled to a refund of the application fee if the candidate fails to 
attend a scheduled interview with a host company.  

14.3. After placement confirmation, candidates are entitled to a partial refund in the following 
circumstances; 

a) Tappi will refund 75% of the placement fee paid to date should the host company cancel the candidate 
placement arrangement within 7 working days of the candidate commencing their internship. 

b) Tappi will refund 50% of the placement fee should the candidate deem the placement unsatisfactory 
and they have requested removal from the industry placement. This refund is applicable if the candidate 
would like to opt out of the placement program and remove themselves from other placement 
opportunities. 

c) Tappi will refund 25% of the placement fee should the candidate withdraw themselves from the 
placement program within 21 days of handover to Tappi. 

d) Outside 20 working days of placement confirmation no refund will be offered. 

15. Student Complaints / Disputes 

You have the right to appeal any decisions that Tappi has made in your consideration. If a complaint is 
not resolved to your satisfaction by Tappi, it will be referred to Consumer Affairs Victoria or another 
equivalent oversight body for resolution. 

 

 

Applicant Signature: 

 

 

Student Full Name: 
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