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Off-Campus Internship Guidance Guidelines of Wenzao
Ursuline University of Languages
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Approved by the Off-Campus Internship Committee on May 25, 2017
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Ratified by the President on June 30, 2017
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1. The Off-Campus Internship Guidance Guidelines of Wenzao Ursuline University of
Languages (hereinafter referred to as “the Guidelines”) were formulated in accordance
with the University’s Off-Campus Internship and Guidance Regulations and Off-Campus
Internship Course Establishment Guidelines to carry out the internship visit system.
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2. Faculty supervisor’s duties:
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(1) Know practical work details and guidelines to provide guidance.
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(2) Visit an internship site once for a summer/1-semester course and twice for a 2-
semester course. The number of overseas internship visits is not limited.
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(3) Support students to solve adaption problems.
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(4) Report to the department in charge, a corporate sponsor, and the Career Development
Center if there is change of information on a student and his/her corporate sponsor.
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(5) Communicate with the supervisor at the internship site to know the student’s details.
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(6) Guide the student to write an internship report.
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(7) Collect evaluations made by the corporate sponsor to give the student his/her grade of
the internship course.
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(8) Attend an internal faculty supervisors’ meeting.
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(9) Support handling of other matters related to the student internship.
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3. Internship performance evaluation
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(1) Internship evaluation criteria: Both a corporate sponsor and a faculty supervisor shall
evaluate a student’s internship performance. The grading scheme will be set by the
department in charge. The faculty supervisor shall refer to the internship course
syllabus provided by his/her department.

(Z) Fy+5y=ne: 7Y %f#’ﬁagi? YorgFw a7y &R

YR F Y BT A 0 T FH T T R R R AR Ry

(2) Internship evaluation procedure: A corporate sponsor sends the internship evaluation to the

University. The faculty supervisor gives an overall grade based on the corporate sponsor’s

evaluation.
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(3) Grade submission: When a student’s internship ends, the faculty supervisor shall give
a final grade within 2 weeks after receiving the corporate sponsor’s evaluation.
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4. Faculty supervisor’s visit report submission:
A faculty supervisor shall submit a visit report within 2 weeks after visiting an internship
site. If a faculty supervisor also supports finding corporate sponsors, a Memorandum of
Understanding shall be signed or an Internship Requirements Form shall be completed in
addition to a Faculty Supervisor’ s Visit Report.
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5. Student internship report submission:
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(1) Contents and number of student internship report submissions: Each department and
the faculty supervisor in charge may specify the report format and the required
number of report submissions.
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(2) Internship report format: Internship report format and template are available on the
Career Development Center’s website.
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(3) How to submit:
1. An intern shall submit the report to the faculty supervisor within 1 week after completing
his/her internship.
2. If the report is approved by the faculty supervisor, it will be sent to both the Career
Development Center and the department in charge for storage and future reference.
3. The report shall also be uploaded to the Internship Experience and Reflection of W-
Portfolio.
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6. Fundlng principles for internship visit and finding new corporate sponsors:
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(1) A faculty supervisor receives hourly wage according to the Office of Academic
Affairs’ Off-Campus Internship Course Establishment Guidelines. No hourly wage is
additionally provided for internship visit.
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(2) Travel expenses incurred (in relation to transportation and meals) during a visit and
the cost of gifts for supervisors at internship sites may be reimbursed according to the
internal reimbursement standards.
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(3) For mternshlp budget, priority shall be given to the internship visit. If there is any
need for finding new corporate sponsors, the remaining budget may be spent for this
purpose after allocating visit budget.
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7. Principles of days of internship visit:
(1) Domestic visit:
1. 1 day for 1 internship site.

2. 2 days for 2-3 internship sites.
3. The number of days will be determined separately for visiting 4 or more internship

sites or special circumstances.
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(2) Overseas visit:

1. 3 days for 1 internship site.

2. 4 days for 2-3 internship sites.
3. The number of days will be determined separately for visiting 4 or more internship sites or

special circumstances.
4. Overseas visit may be arranged depending on actual situations.
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8 The Guidelines become effective after belng approved by the Off-Campus Internship
Committee and submitted to the President for ratification. Amendments must follow the

same procedure.
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