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Exchange Student Internship Programme Application Form
	Applicant Information

	Name
	
	UNNC ID
	

	Department/School
	
	Mobile Number
	

	Home University 
	

	Internship Information

	Company Name
	

	Post
	

	Brief Job Description
	

	Preferred Work Duration
	Start date (DD/MM/YYYY)    _____________        
End date  (DD/MM/YYYY)     ________________

	Preferred working hours per week
	___________________________

Please be advised that during term time, UNNC students can work for up to a maximum of 20 hours per week; During non-term time, UNNC students could work for up to a maximum of 40 hours per week. 

	Applicant’s Signature:                                                         Date of the Application:


	Home University’s Comment 

	Please tick:      ____Agree with the application         ____ Disagree with the application

If disagree, please give a brief explanation:
Name and job title:                                                                 Signature：                                            
Date：

	Following is for internal use 

	Exchange Coordinator/Faculty Supervisor’s Approval 
Please tick:      ____Agree with the application         ____ Disagree with the application

If disagree, please give a brief explanation:

Print Name:                                                                    Signature：                                            
Date：


For application of the internship programme, please send the application form together with you CV to Global Engagement Office (international@nottingham.edu.cn).
Exchange Student Internship Programme

Roles & Responsibility 

Student 

1. At least 18 years old or older before the first day of the program

2. Exchange Students should take prior permissions from home university of the internship 

3. The applicant whose Chinese visa should be valid

4. Exchange internship should mainly base in Ningbo

5. Exchange students applying for internship should abide by Chinese laws and regulations and have no record of disciplinary violation; their academic performance and attendance rate must meet the requirements raised by the University for internship work; they should balance study and working in a proper plan.

6. All students should compulsorily follow the rules and regulations as laid by the enterprise.

7. Students have to take necessary health and safety precautions as laid by the industry (if applicable). 
8. The actual work period would be modified if this conflict with student’s academic timetable.
9. Student should contact his /her faculty supervisor at UNNC on bi-weekly basis to communicate the progress.

10. The early termination of the internship (earlier than the stipulated time period) or the extension of the stipulated tenure is required to be discussed with the enterprise/Global Engagement Office/faculty supervisor. 

11. After completion of Internship, the student should prepare a comprehensive report to indicate what he has observed and learnt during the internship period. 
Global Engagement Office 

1. Serve as liaison between potential internship host sites and the University 

2. Lead on internship strategies & policy, application process, visa & immigration regulations and tri-agreement management 

3. Work with enterprise and faculty supervisor on student consultation, monitoring & evaluation 
Faculty supervisor

1. Monitor and assist students within internship period

2. Evaluate and assess students’ learning from the internship experience 
1. Enterprise

2. Develop an internship job description with clear deliverables and timeline

3. Prepare internship schedule and send a copy to Global Engagement Office 

4. Any absenteeism by students during their internship should be informed immediately to Global Engagement Office.

5. Provide on-going supervision and guidance to students

6. Evaluate students’ performance and outcome after internship

7. Work with Global Engagement Office to maintain internship guidelines

Global Engagement Office, University of Nottingham Ningbo China 
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