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Guidelines on Campus Internship
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The Campus Internship Guidelines are formulated by National Sun Yat-sen

University (hereinafter the University) to establish a comprehensive internship

mechanism to ensure the rights and interests of students while encouraging

students to actively combine practical theory and practical experience.
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The student off-campus internships includes off-campus internship courses and

independent off-campus internships.
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1. Off-campus internship courses: devised by each college and department

(institute/program) according to the educational objective and course
characteristics; the administrative affairs shall be coordinated by the Office
of Academic Affairs.
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2. Independent off-campus internship: related information shall be relayed to
students by the Student Life and Career Development Division of the Office
of Student Affairs to provide students with opportunities and information
for spontaneous workplace experience matchmaking; the administrative
affairs shall be coordinated by the Student Life and Career Development

Division of the Office of Student Affairs.
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3. If the University (excluding research colleges) and collaborating institutions

have signed an academia-industry collaboration agreement that includes oft-

campus internship-related activities, such activities should comply with the

regulations set forth in the Campus Internship Guidelines.
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I1l.  Guidelines for setting up off-campus internship courses:
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The course must be reviewed and approved by the department-
(institution/program), college- and the university-level -curriculum
committee before being offered. The different levels of the curriculum
committee shall abide by the duties and review procedures specified in the
NSYSU Curriculum Committees Establishment Guidelines.
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Off-campus internship course or professional practice should take place in
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the collaborating institution of the college by principle. The collaborating
institution should meet the needs of students’ professional development.
Before the internship, an internship collaboration agreement should be
obtained from the collaborating institution, or relevant provisions should be
incorporated into the existing academia-industry collaboration agreement.
The department offering the course should also hold a pre-internship
briefing session for the students before the start of the internship, informing
them of their rights and obligations during the internship.
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3. When colleges, departments (institutes or degree programs) offer off-campus

internship courses with collaborating institutions, they must include the

following items in a formal written contract:
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1. The collaborating institution must provide relevant practical training to
students based on their individual internship plans and jointly advise the
students with a faculty advisor assigned by the University.

2. The collaborating institution is responsible for pre-internship safety
training, equipping the internship sites with appropriate safety
equipment, and formulating relevant safety measures.

3. Insurance coverage must be provided for internship students.

4. In the event of a dispute between the collaborating institution and
internship students, a clear method for negotiation and resolution must
be outlined.

5. Conditions and procedures for early termination or cancellation of the
internship must be specified.

6. The internship agreement must clearly specify the internship working
hours (off-campus internship hours), contract duration, internship tasks,
internship compensation (or scholarships), accommodation and
transportation arrangements, any additional contract agreements, student
mentoring plans, and internship evaluation criteria.
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For students in various colleges and departments (institutes or degree

programs) who are required to participate in internships according to the

course requirements, the duration and frequency of internships shall be
determined by each college and department (institute or degree program)
based on the nature and mode of the internship. Unless it is a full-semester
internship, the internship should not interfere with regular class attendance.

During the off-campus internship period, students are responsible for their

own transportation expenses and accommodation and meal costs, unless

otherwise agreed upon by the collaborating institution.
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5. The offering of off-campus internship courses, handling of grades, and
student registration shall be conducted according to the general course
regulations.
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6. The instructors of the off-campus internship courses must regularly visit
and advise the students in person (at least twice per semester). They should
also communicate and discuss with the internship organization about the
students' learning progress, assist students in solving problems related to
professional knowledge and learning adaptation, and confirm and record

the students' internship obligations, rights, and interests.
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7. Should the instructors of the internship or professional practice course find
any inappropriate situations in the visits, they should clarify the situation
according to the internship contract and require the organization to make
improvements within a designated time period. If there is no improvement
within the specified period, the internship collaboration agreement should
be terminated immediately.
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8. Attendance assessment for the off-campus 1nternsh1p course should be
treated the same as attending classes. Students must provide proof of leave
and follow the procedures for requesting leave from the internship
organization. For any approved leave or absence, the missed days must be
made up. Should the student be on official leaves of absence approved by
the University, the student should also apply for leaves from the internship
organization based on the approved documents from the University.
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9. Students who do off-campus internship should apply for additional

insurance and commercial accident insurance according to the content of
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the internship to increase protection.
Students should be insured with proper insurance during the internship.
Should the internship involve labor work and wages, the students shall form
employment contracts with the collaborating institution. The department
(institution/program) offering the course should ask the collaborating
institution to process the labor insurance for the students and to specify
cooperation the details of the insurance in the internship contract to ensure
students’ rights.
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10. During the internship process, students are required to write work reports
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regularly and submit a internship reflection report at the end of the semester

of the internship. These reports will be reviewed by the course instructor.

The format of the reports shall be determined by the department offering

the course.
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11. At the end of the internship, the department offering the course should
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conduct satisfaction surveys with both the external internship partner
organization and the internship students. These surveys will serve as a basis

for future reference in the off-campus internship course.
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IV. Students engaging in independent off-campus internships should choose legal

organizations with legitimate internship contents; students should actively apply

for off-campus internship group insurance with the Student Life and Career

Development Division at the Office of Student Affairs.
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V. Student off-campus intern dispute settlement mechanism is as follows:
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Off-campus internship course :
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i. Should a student find their rights or interests be infringed by any

disciplinary action taken by the University regarding oftf-campus
internship courses that is illegitimate or inappropriate, the student can
file a grievance with the NSYSU Student Grievance Committee in
accordance with the NSYSU Student Grievance Committee Formation
Procedures and Administration Regulations.
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ii. Should a student find that their right to education is infringed by the

management measures or handling of the internship content by the
collaborating institution, the student can file a grievance with the off-
campus internship committee of the college or department (or institute
or degree program). The committee should then invite the internship
student, collaborating institution, and representatives from relevant units
to negotiate and resolve the dispute. The resolution plan should then be
submitted to the university-level off-campus internship committee for

recordation.
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Independent off-campus internship : Should disputes arise from students’
independent off-campus internship, the dispute shall be settled and
negotiated according to the contract between the University and the
organization offering the internship. If there is no contract, the University

shall provide assistance according to relevant laws and regulations.
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VI.
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Regarding the course evaluation, teaching regulations, course election, and
operational norms related to the internship programs for medical students and
research institute established in the NSYSU Charter shall follow the respective

provisions if otherwise prescribed.
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VII. These regulations are devised by the Office of Academic Affairs and the Office of
Student Affairs according to the duties of the individual offices. The regulations
should be practiced after being passed by the Executive Meeting and approved by

the President of the University. The same procedure shall apply to future revisions

or amendments.



