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Guidelines for Off-campus Student Internships

Article I
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Amended at the Executive Committee meeting on March 4, 2014
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These Guidelines have been enacted by the Wenzao Ursuline University Of
Languages (hereinafter “University”) to nurture students who are
knowledgeable in theory and practice, to increase workplace adaptability and
competitiveness, and to enhance interaction between industry and academia.

To review the principles and set direction for off-campus internships, the
University shall establish an Off-campus Internships Committee. Guidelines
for the establishment of this Committee are stated in another document.

Article III Off-campus student internships are implemented jointly by the Office of

Academic Affairs, the Office of Student Affairs, the Office of Research and
Development, the Office of International and Cross-Strait Cooperation, the
Alumni Center, departments and colleges, and internship host organizations.
Responsibilities of each party are stated below:

A. Office of Academic Affairs: Responsible for promoting and coordinating

internship courses offered by various departments and colleges, and for
compiling information about internship courses.

B. Office of Student Affairs: Responsible for assisting in search for internship

opportunities, negotiating and announcing internship openings, compiling
information related to off-campus student internships, and establishing
mechanisms for establishing and reviewing off-campus internships.

C. Office of Research and Development: Responsible for assisting in the
search for internship host Institutions and signing of collaboration contracts
or memoranda.

D. Office of International and Cross-Strait Cooperation: Responsible for
facilitating the implementation of internships abroad.

E. Alumni Center: Responsible for developing internship opportunities at
enterprises led by alumni.

F. Departments (and Colleges): Responsible for developing internship
opportunities, offering internship courses, assigning advisors, monitoring
student internships, evaluation & grading and other related tasks.

G. Internship host organizations: Responsible for training, offering professional
guidance, providing life and career counseling, and evaluating performance



of student interns.

Article IV Internship host organizations and internship contracts
A. In principle, internship host organizations are chosen from among national
and international public and private institutions approved by their
governments that have good organizational structures and reputations.

B. Internship openings provided by host organizations should be related to
internship courses offered by departments and colleges.

C. Once an internship host organization is reviewed and approved, the
University and the organization should sign collaboration contracts or
memoranda. Collaboration contracts should state the number of interns,
scope of work, number of internship hours, length of internships, regulations
for taking leave, stipends, insurance and other related rights and
responsibilities.

D. The content of the internship contract must abide by education and labor
laws of the local government.

Article V Internship courses
Establishment and offering of off-campus internship courses are conducted
according to the Wenzao Ursuline University of Languages Guidelines for the
Establishment of Off-campus Internship Courses.

Article VI Matching internship openings
A. Students wishing to undertake internships off-campus must submit
applications to be approved by departments (or colleges). Minors must have
the consent of their guardians.

B. Unless the internship host organization has special needs, internship
openings should be filled fairly and openly with review of documents and
interviews.

C. Host organizations explored by students must be evaluated by departments
and colleges before students are allowed to register for the internships.

Article VII Student advising for internships
A. Before undertaking internships off-campus, students should attend
orientations organized by each department (or college) or the Office of
Student Affairs.

B. Internship advisors should visit students at internship host organizations,
address difficulties, understand students’ progress and complete a visitation

report ratified by each department or college.

C. The item above does not apply to internships at organizations abroad, which
are handled on a case-by-case basis.

D. The internship advisor and the internship host organization should stay in



close contact. Should a student and the internship host organization not be a
good fit, the advisor should assist the intern to transfer or terminate the
internship.

Article VIII Assessment of performance

A. Students must write internship reports at the end of the their internships and
submit the reports to their internship host organization supervisors and their
internship advisors. The format of the report is determined by each
department (or college).

B. Students should be assessed jointly by internship host organizations and
internship advisors. Assessment criteria and levels of achievement are
specified by each department (or college).

C. While undertaking internships off-campus, students must behave decorously.
Commendable and inappropriate behaviors are addressed according to the
University’s Guidelines for Student Recognition and Discipline.

D. Leave-taking during the term of the internship must proceed according to the
personnel policies of the host organization. The host organization can
determine how to make up the time missed. Students who do not abide by
these rules do not receive credit for their internships.

Article IX During the term of the internships, students are responsible for relevant
expenses not covered by the host institutions.

Article X Students undertaking internships must have labor insurance or group accident
insurance with coverage for a minimum of NT$1,000,000. If the internship
host organization does not provide insurance, the University will help students
get accidental insurance.

Article XI Each department (or college) should establish Guidelines for Students
Undertaking Internships Off-campus which must be approved by the
department (or college) affairs committee. Amendments must follow the same
procedure.

Article XII Other matters not stated in this document are resolved according to relevant
University regulations.

Article XIII These Guidelines become effective upon approval by the Executive
Committee and ratification by the University President. Amendments must
follow the same procedure.
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