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1、 Asia University (hereinafter referred to as the University) has established the "Asia University Student Off-Campus (Overseas) Internship Operation Guidelines" (hereinafter referred to as "Guidelines") in accordance with the "Asia University Student Practical Learning Implementation Regulations" (hereinafter referred to as these Guidelines).
2. Off-campus internship-related matters for students are planned and coordinated by the "Student Practical Learning and Counseling Section, Office of Academic Affairs," and the implementation and evaluation of the university's internship-related mechanisms and operational guidelines.
3. These operational guidelines apply to internships for students with university enrollment, covering the planning, implementation, inspection, and improvement aspects of the internship system.
(1) Project Aspects
1. If a department implements off-campus credit internship courses, it shall establish departmental practical learning committee organizational rules and off-campus internship regulations or operational regulations, and regularly review and revise any outdated regulations that may affect students' internship rights. The guidelines may include off-campus internship education objectives, target participants, review and arrangement of internship plans, pre-internship training, internship counseling and visits, responsibilities of internship counseling teachers and partner organizations, counseling and referral for students not adapting to the situation, precautions during the internship, protection of internship rights, evaluation of internship performance and effectiveness, etc. These may be determined according to the department's professional internship curriculum plan.
2. Off-campus internship courses should integrate curriculum theory with practical work experience. The offering, course selection, and grade processing of off-campus internship courses by each department shall be handled in accordance with the university's relevant course regulations.
(2) Implementation Aspect
1. Partner organization evaluation and screening (including security maintenance)
Before implementing off-campus internships, departments should establish evaluation and screening mechanisms for cooperating institutions, focusing on protecting students' internship rights and the professionalism of internship learning. Each department must complete an evaluation of the internship institution before the student's internship, including on-site visits and attaching relevant photos as evidence (each internship organization must complete at least one evaluation per academic year), and fill out the "Off-campus Internship Partner Organization Evaluation Form for Students, see Attachment 1." 
(1) The evaluation focuses on the following two points:
a. Internship rights assessment
Evaluation items should include working hours, overtime or shift work status, internship salary (or scholarships), insurance status, accommodation and meal provision, work environment, job safety, workload, internship plan, and collaboration philosophy.
b. Assessment of professional practical learning content
Evaluation items should include the alignment between internship content and departmental expertise, and the alignment between internship content and the representative competencies cultivated by the department.
(2) List of off-campus internship partner organizations
When implementing off-campus internship courses, departments should establish basic information forms and rosters for partner organizations. The forms may include the following items: company name, responsible person, contact person, contact phone number, unified business number, company profile, company address, business scope, internship department, job duties, requirements, internship period, leave methods, accommodation and boarding, and salary conditions. Contact channels for partner organizations should also be established.
(3) Each department may designate 1~3 brand enterprises from the cooperating institutions it signs. Brand partner enterprises must meet the following conditions:
a. It belongs to publicly listed, OTC, emerging board, and Emerging Stock Board companies.
b. A nationwide chain enterprise.
c. A highly professional enterprise.
d. Brand enterprises approved by the internship committee.
2. Establish matching mechanisms and operational methods for internship opportunities
(1) Internship application
Depending on the actual implementation and matching model, establish application forms for students to fill out for internships, and announce them through internship briefings, parent forums, or other formats to ensure students and parents fully understand the relevant content of off-campus internships, in hopes of gaining their approval.
(2) Internship matchmaking
Depending on the actual implementation and the needs of partner institutions, interns should be matched with internship opportunities through written review, written exams, or interviews. If arranging for students to visit or interview partner institutions, relevant forms should be created, including company name, company contact person, participating department, number of internship opportunities, name of interviewee, contact information, admission records, etc. Attention should also be paid to traffic safety when students arrive at the interview location.
(3) Internship assignment
Internship opportunities will be allocated based on the circumstances of each partner institution admitted to interns and considering students' preferences. The distribution process shall adhere to principles of fairness, impartiality, and transparency.
3. Student internship programs
When planning off-campus internship courses and seeking internship partner organizations, the internship environment and conditions provided by the partner organizations should be centered on professional learning and properly planned the content of the internship courses. The specific content and implementation methods of off-campus internship courses will vary greatly depending on the industry type or internship position, resulting in highly diverse developments. To enhance internship quality, improve internship effectiveness, and protect the rights of interns, departments should formulate individual internship plans based on each student's learning status and job responsibilities, arrange internship content at each stage, fill out the "Off-campus Internship Learning Plan Form" (see Attachment 2), and strengthen training by partner institutions and guidance from industry mentors. 
4. Confirm internship insurance
(1) To strengthen protection for off-campus internships, departments or partner organizations must purchase relevant accident insurance for at least each intern during the internship period.
(2) During the internship, if students engage in actual labor service beyond studying, an employment relationship will be established with a partner organization. Interns will be protected under the Labor Standards Act and insured by the partner organization in accordance with the Labor Insurance Act. If students encounter accidents or occupational injuries during their internship, they can be protected by labor insurance and apply for related benefits, thereby safeguarding students' internship rights.
(3) The aforementioned insurance-related regulations should be specified in the internship contract and should be made clear to interns about the insurance details. Departments should also use various promotional activities before internships to strengthen students' awareness of labor rights and protect their rights.
(4) If any department fails to complete insurance registration before the internship as required, the internship date must be postponed until after insurance is completed, to avoid affecting student rights. The operational procedures are detailed in Attachment 3. 
5. Confirm internship hours and internship credits
(1) Internship credits are counted toward graduation credits and must not exceed 18 credits (not exceeding 1,440 hours).
(2) The total internship hours per credit are limited to no less than 60 hours and no more than 80 hours.
(3) During the 18-week course period per semester, the number of internship credits is limited to no more than 9 credits (no more than 720 hours).
(4) Credits may be awarded for winter and summer internships, with internship hours limited to no more than 8 hours per day and no more than 40 hours per week. Each internship credit must be limited to no less than 60 hours and no more than 80 hours.
(5) Off-campus internship credits and internship hours should be designed according to curriculum verification and reasonable; The study schedule is generally from Monday to Friday during the daytime.
(6) If the internship course is required and students are unable to participate due to force majeure or special circumstances, the department should specify alternative options in the internship guidelines or operational guidelines. If a student is unable to complete the internship course at their original internship unit for any reason, the department should assist them in transferring to another internship unit to ensure smooth completion of the internship.
(7) For medical professional technical personnel, if otherwise specified, separate regulations may be established, and relevant materials must be submitted to the university-level Practical Learning Committee for record before implementation. 
6. Signing the internship contract
(1) Before conducting off-campus internships, the university should sign a cooperation contract with the cooperating institution as the main entity, and the cooperating institution must strictly implement the contract to fully protect the rights and interests of intern students. The internship contract must clearly specify internship credits, internship period and hours (each must specify internship hours during class and winter and summer vacations), contract duration, internship work items, internship benefits (or scholarships), accommodation and insurance, student counseling, and internship assessment. Attention must be paid to legal issues related to the contract to avoid disputes after signing, and the following items should be clearly specified in the contract. The internship contract is as detailed in Attachment 4. 
a. Partner organizations provide students with relevant operational training, and our school's assigned dedicated teachers offer counseling and guidance.
b. The partner institution is responsible for safety briefings before internships, the deployment of safety protection equipment at the internship site, and the planning of related safety measures.
c. Insurance is provided for interns.
d. Negotiation and resolution methods for disputes between partner organizations and interns.
e. Referral and counseling measures for mid-term termination of internships.
(2) Contract signing must be completed before the internship. If the contract is not signed according to regulations, the internship date must be postponed until after the contract is signed, to avoid affecting students' rights. The operational procedures are detailed in Attachment 3. 
7. Internship counseling and visits
(1) Pre-internship counseling
Before arranging off-campus internships, departments should arrange various counseling training courses or lectures, and explain the terms of the internship contract and the students' internship rights.
a. Pre-employment Student Training: Through pre-employment training, students develop correct workplace attitudes, gender equality awareness, occupational safety and health concepts, and labor rights knowledge before off-campus internships, thereby strengthening their adaptation and preparation before off-campus internships.
b. Internship Opportunity Briefing: Before organizing internships, you may invite partner organizations to hold briefings to introduce the main products and services, company benefits and salary levels, talent cultivation, and internship training plans, for interns to reference.
c. Overseas Internship Briefing: For those interning overseas, departments should hold pre-departure briefings, inviting students and parents to attend together, explaining contract terms, local culture, labor laws, and internship environments to enhance understanding between students and parents.
d. Internship Safety Briefing: Departments should hold internship safety briefings at the beginning of the semester or before the internship to promote (a) course information and internship content, (b) workplace safety and labor rights, (c) workplace sexual harassment prevention measures, and (d) referral and termination procedures for maladaptation.
e. Training or experience transfer for internship counseling teachers: Workshops and educational training related to internship counseling can be held to strengthen the counseling knowledge and skills of internship counseling instructors.
(2) Guidance during internships
a. Training and counseling for interns by partner organizations
Departments should request partner organizations to assign relevant experts to serve as industry mentors for interns. Before off-campus internships, department counseling teachers and industry mentors should jointly develop internship plans with students, and partner institutions should provide professional practical training based on individual student internship plans. The main task of industry counseling teachers is to guide interns in practical skills training, collaborate with department counselors to regularly understand interns' work and learning status, guide students in writing internship reports, and evaluate their work performance. Departments may also invite partner organizations to participate in internship-related planning and review meetings, providing advice on organizing off-campus internship courses.
b. Department counseling teachers conduct on-site visits and counseling
[bookmark: _Hlk221277340]During the internship, department counselors should maintain close contact with industry counselors to understand students' work and learning situations, regularly visit partner institutions to provide on-site guidance and assistance to students' learning progress and difficulties, while also guiding students in writing internship reports and assessing student performance. During the internship, each student must have at least one on-site counseling visit by the counseling teacher, and at least two visits per semester, with photo evidence required; From the second overseas internship onward (inclusive), other non-on-site visits may be used. Department counseling teachers must truthfully record the results of each visit and student status in the 'Internship Visit Record Form' as shown in Attachment 5
8. Unable to adapt to counseling and transition
(1) Departments should establish mechanisms for counseling off-campus interns who are not adapting and to facilitate transfers to other partner organizations. If a student experiences discomfort, whether reported by the intern or a partner organization, the department must have the department's counseling teacher contact and counsel the student as soon as possible, and fill out the 'Off-Campus Internship Adjustment Counseling Record Form' as per Attachment 6. The counseling teacher should continuously track the student's adaptation status or any improvement in rights or impairments. 
(2) If the student is still unable to adapt to the internship environment or if abnormal conditions at the partner institution have not improved, the counseling teacher should assist the student in applying to terminate the internship or switch to another partner institution, and fill out the "Application Form for Student Switching Internship and Termination of Off-Campus Internship" as shown in Attachment 7. After passing the university's approved procedures, the department will assist in transferring to the new partner institution to continue completing the internship courses , The procedures for switching between counseling and internship units are as specified in Attachment 8. 
9. Emergency accident or occupational injury reporting
(1) Departments should establish emergency incident reporting channels and handling mechanisms, and educate students before internships.  The school's procedures for handling emergency accidents or occupational accident reports are detailed in Attachment 9. 
(2) If a student experiences an emergency or occupational injury during the internship, the student, other classmates, or industry counseling teacher will promptly report the situation to the department counseling teacher. Both parties will jointly assist in handling the situation, and the handling will be reported to the Student Practical Learning and Counseling Section of the Office of Academic Affairs for record.
(3) The department should actively monitor student status and assist students in applying for insurance claims.
10. Negotiate and resolve internship disputes
(1) If a student has a dispute with a cooperating institution, they should immediately report it to the departmental counseling teacher. The school counseling teacher and the cooperating institution will jointly discuss improvement plans. If no improvement is achieved, a department-level practical learning committee may be convened if necessary. The accepting unit should immediately initiate the dispute negotiation and resolution mechanism and promptly hold a meeting for discussion. 
The department shall invite the parties involved (students) and representatives of their cooperating institutions to attend and specifically state the relevant facts to facilitate objective judgment and decision-making. If labor rights disputes are involved, labor law experts and scholars should assist in clarifying these concerns. After the meeting, the meeting resolutions or results should be recorded, and the resolutions should be notified to the complainant (student) and their partner institution, requiring the partner institution or student to make adjustments and improvements based on the resolution. If the student disagrees with the improvement plan, the complaint should be submitted to the Student Appeal Review Committee of the Student Affairs Office. If either party disagrees with the resolution, the internship transition mechanism should be initiated, and students should be arranged to switch partner institutions. 
(2) If the cooperating organization clearly violates the internship contract or labor-related regulations, the department should proactively provide or bear legal consultation for students, assist students in submitting coordination or complaints to local labor authorities, and take legal action and litigation in accordance with the law to protect students' internship rights.  The procedures for negotiating and handling internship disputes at our university are as detailed in Attachment 10. 
11. Review the effectiveness of the internship
(1) Showcasing the results of the internship
Departments should require students to regularly complete off-campus internship reports as shown in Attachment 11 according to the internship plan, and their grades will be jointly guided and evaluated by departmental and industry counseling teachers. Other ways to demonstrate support outcomes include projects completed during the internship, practical skills certification, obtaining relevant certifications, and results from competitions. After students' internships, departments should showcase their achievements through observation of internship outcomes, poster competitions, or thesis competitions, and other related activities, providing opportunities for peers to learn from each other and thereby enhance internship effectiveness.
(2) Evaluation of internship performance
Departments should arrange academic performance assessments and assessments for off-campus internship courses to understand the effectiveness of the internship process. The evaluation method may be determined according to the department's planning and implementation of internship programs, considering reasonableness and fairness.
(3) Inspection Surface
Each academic year, departments should review the effectiveness of the internship course implementation plan at least once (including the number of interns, internship locations, internship content, supervisory personnel functions, faculty allocation and functions during visits, safety, professional learning outcomes, and intern employment status), and submit the review and improvement meeting materials to the Academic Affairs Office for record.
 (4) Areas for improvement
Each academic year, departments will review the implementation of internship courses according to the 'Asia University Internship Quality Assurance Checklist' (see Attachment 12), analyze strengths and weaknesses, propose improvement measures, and submit them to the department-level Practical Learning Committee for discussion and approval, then submit them to the Practical Learning and Counseling Section of the Office of Academic Affairs for record. 
4. To improve students' employment quality and guide them in advance to understand industry trends and workplace practices, it is planned to invite company managers from brand companies and partner organizations with various departments, as well as passionate industry experts to the school, to provide students with experience exchange and inheritance. The corporate mentorship system is hereby promoted and relevant implementation guidelines have been established.
(1) Each department should appoint 1-3 corporate advisors. The appointment of corporate advisors is submitted by each department after approval by the departmental affairs meeting. After qualification review by the Student Practical Learning and Counseling Section of the Office of Academic Affairs, the list of qualified candidates will be compiled and submitted to the president for approval before appointment.
(2) Each department shall hold a teaching and technical guidance session each academic year to teach the knowledge, skills, and relevant experience required for industry practice, and provide students with at least one consultation seminar on industry practices and development trends.
(3) Each academic year, corporate advisors may assist each department in organizing at least one practical collaborative course. (Master's program exempt)
5. The department collects the 'Student Off-campus Internship Course Grade Evaluation Form' as attached in Attachment 13, the 'Student Satisfaction Survey on Off-campus Internship Courses and Institutions' as per Attachment 14, as well as the ' The "Internship Organization Satisfaction Survey for Interns and Internship Courses" is shown in Attachment 15. Statistical analysis of the two survey results is conducted in the "Internship Satisfaction Survey Analysis" (see Attachment 16). Learning effectiveness reviews are conducted, incorporating references for practical course adjustments and evaluating whether the internship curriculum planning and each internship partner organization are appropriate. to enhance students' professional skills before internships and enhance the effectiveness of internship courses. 
6. During the off-campus internship period, the school will allocate the off-campus internship insurance fee and purchase related accident insurance according to the group insurance content for off-campus internship students organized by the Ministry of Education. Departments must submit the required insurance documents to the Student Practical Learning and Counseling Section of the Office of Academic Affairs 15 days before students begin their off-campus internship, so that insurance procedures can be processed.
7. Data and supporting documents such as off-campus internship hours, duration, and number of interns shall be compiled by each department and, one month before the schedule as required by the Ministry of Education, electronic copies of the student internship number statistics, internship contract, and internship hour certificate, including photocopies of the internship hours certificate, must be submitted to the Student Practical Learning and Counseling Section of the Office of Academic Affairs, so that the data can be submitted to the Ministry of Education's university database.
8. Faculty and students participating in overseas internships may apply for subsidies for airfare or living expenses. The subsidy process is handled in accordance with the "Asia University Guidelines for Subsidizing Overseas Internships."
9. Any matters not covered in these operational guidelines shall be handled in accordance with relevant laws and regulations.
10. These operational guidelines shall be promulgated and implemented after approval by the Executive Committee and ratification by the President; the same procedure applies to any amendments.



【Appendix 1】
Asia UniversityAcademic Year ______Department of __________________Student Off-Campus Internship Partner Institution Evaluation Form
	一、Basic Information of the Internship Organization

	Company Name
	
	Person in Charge
	

	Company Address
	
	Unified Business Number /
Registration Number (if no Unified Business Number is available)
	

	Contact Person
	
	Department / Position Title
	

	Contact Number
	（  ）

	二、Overview of Internship Duties

	Internship Description
	

	Requirements / Special Skills
	

	Internship Location
	□Domestic  □Overseas  □Mainland China, Hong Kong, and Macao

	Internship Period
	___ hours per day, ___ hours per week (from /___ to /___)

	Shift System
	□ No □ Yes ___ hours per day, ___ working days, ___ days off

	Meals and Accommodation Provided
	□ Meals provided □ Accommodation provided □ Others:

	Internship Compensation and Insurance
	□Employment Relationship
	1.Salary: Paid □ monthly / □ hourly: ______ (in accordance with the minimum wage regulations)
2.Insurance: □ Labor Insurance & National Health Insurance □ Labor Pension Contribution □ Occupational Accident Insurance □ Employment Insurance

	
	□ Non-employment relationship
	1.Internship Allowance: □None; □Scholarship; □Allowance, amount: _________
2.Insurance: Off-campus internship group accident insurance

	Internship Agreement
	□ School version □ Organization version □ Official document (public sector)

	Source of Internship Opportunity (Cooperation Channel)
	□ Organization application □ Teacher recommendation □ Others (please specify, not student-applied): __________
□ Partner university □ Association

	三、Statutory Requirements for Organizations (mandatory; any “No” item disqualifies the organization as an internship provider)

	Item
	Compliant (Yes/No)

	Domestic
	1. Legally established or registered.
	□Yes □No

	
	2. Has sufficient training and supervisory personnel, as well as adequate facilities and equipment.
	□Yes □No

	
	3. Not a business entity engaged in labor dispatch services.
	□Yes □No

	
	Internship organization inquiry system check
	Verification Date: _______ / _______ / _______ (YYYY/MM/DD)
(The “past 2 years” refers to the period calculated from the day before the internship start date specified in the contract (//____), counting backward for 2 years.)
	□Yes □No

	
	
	4. No major occupational accidents at the internship site in the past 2 years (except where the employer can prove no fault).
	□Yes □No

	
	
	5. In the past 2 years, no penalties under Articles 78 or 80 of the Labor Standards Act; penalties under Paragraph 2 of Article 79 do not exceed 2 times; and penalties under Paragraph 1 do not exceed 3 times.
	□Yes □No

	
	
	6 In the past 2 years, no violations of the Labor Occupational Accident Insurance and Protection Act or the Labor Pension Act, and no outstanding unpaid occupational accident insurance premiums, labor pension contributions, or late fees that remained unpaid after the specified payment deadline.。 
	□Yes □No

	
	
	7. In the past 2 years, no penalties for violations of the Gender Equality in Employment Act regarding gender discrimination or sexual harassment, or the Employment Service Act regarding employment discrimination.
	□Yes □No

	
	
	8.Hospitals accredited as teaching hospitals by the central competent authority of health and welfare. Where they do not meet the conditions set forth in Paragraphs 3 to 6, Article 6-2 of the “Implementation Regulations for Industry-Academia Cooperation in Colleges and Universities,” they may, if necessary, be approved by the Off-Campus Internship Committee after reviewing the hospital’s improvement measures regarding such violations, and may then be accepted as a cooperating institution.
	□Yes □No

	Overseas
	1.Established or registered in accordance with the laws and regulations of the host country/region.
	□Yes □No

	
	2.Has sufficient training and supervisory personnel, as well as adequate facilities and equipment.
	□Yes □No

	
	3.Complies with occupational safety and health regulations of the host country/region, or ensures the workplace safety and physical well-being of internship students.
	□Yes □No

	
	4. No major violations of local laws or international conventions regarding gender discrimination, sexual harassment, or employment discrimination.
	□Yes □No

	
	5. No major violations of local labor rights laws or international conventions.
	□Yes □No

	Internship Organization Photos
	Internship Organization Photos

	四、Internship Conditions Assessment

	Item
	Excellent
	Good
	Fair
	Poor
	Very Poor

	1. Internship Environment
	□5
	□4
	□3
	□2
	□1

	2. Internship Safety (including safety and health equipment, measures, and training)
	□5
	□4
	□3
	□2
	□1

	3. Professional Relevance of Internship Content (including the alignment between internship content, the program’s core disciplines, and key competency development)
	□5
	□4
	□3
	□2
	□1

	4. Internship Plan
	□5
	□4
	□3
	□2
	□1

	5. Talent Development Collaboration Philosophy
	□5
	□4
	□3
	□2
	□1

	Additional Remarks
	□ First-time collaboration □ Ongoing collaboration (please provide a description of past internship outcomes and experience; you may also supplement any items not listed above)

	Evaluation Score
	Average Score: ____ points
	Evaluation Date
	Year / Month / Day

	Evaluator
	
	Department Chair
	

	五、Overall Evaluation

	This case was reviewed and approved by the Practical Learning Committee of the Department (Institute) on ____ (Year/Month/Day), ____ Academic Year, ____ Semester, Meeting No. ____ with the following result: □Recommended for internship □Not recommended for internship, reason: _________


Remarks:
1.An internship provider may be recommended only if the average evaluation score reaches 4 points or above. 
2.Each academic unit shall implement an internship organization evaluation mechanism when conducting off-campus internship courses. Before students begin their internships, designated personnel shall visit the internship site for an on-site assessment, prepare an evaluation record, and submit the results to the departmental Practical Learning Committee for review and confirmation. 
3.Each academic unit may adjust this form according to the needs of its internship courses; however, the evaluation items must include: “professional relevance of practical learning content,” “protection of internship rights and interests,” and “safety of the internship environment.” 


【Appendix 2】
Asia University Student Off-Campus Internship Learning Plan Form
1、 Basic information
	Internship Institutions
	Intern student
	Counseling Instructors
	During the internship

	Organization name
	Department name
	Name
	Department/Grade
	School
Counselor
	Industry
Counselor
	

	○○
	○○
	○○○
	○○○ Series/
Grade ○
	○○○
	○○○
	xxx/x/xx～
xxx/x/xx


2、 Internship learning content
	Internship course objectives
	Through practical learning at internship institutions, cultivate the practical abilities of the following professionals:
 Nurse ₣ Childcare Worker  Social Worker  Medical Laboratory Scientist  Occupational Therapist  Physical Therapist  Speech Therapist  Audiologists
 Home Service Supervisor  Caregiver  Nutritionist  Food Technician  Psychologist  Electronic Technology Engineer Optoelectronic semiconductor engineer
 Information and Communication Systems Engineer  Thin-film/plasma and surface engineer  Biomedical energy information engineer  Human resources/HR personnel
 Administrative Manager │ Accounting/Finance Staff  Marketing/Sales/Planning/International Trade Staff  Administrative Staff  Industrial Design Personnel
 Design Service Personnel  Insurance Operations  Drawing and Website Production Personnel  Multimedia Design and Production Personnel  Convention and Exhibition Staff
 Design planning management staff  Art administration staff  Design presentation and creative staff  Flight attendants  Ground staff
 Others: 

	Types of internships
	□ internship for the entire academic year
□ single semester internship
□ internship during the semester
□ Flexible internships (winter and summer vacations)
	Internship attributes
	□ Required Courses (Credits)
□ Elective Courses (Credits)
□ graduation requirements

	Internship course content planning
	Stage
(自行增減)
	During this period
	Internship course content (topic).
	Specific internship projects

	
	1
	xxx/x/xx～
xxx/x/xx
	
	

	
	2
	xxx/x/xx～
xxx/x/xx
	
	

	Internship resource allocation and counseling
	Partner organizations provide internship course guidance and resource explanations
	 Partner organizations provide comprehensive training plans for interns
Practical foundational training: □ corporate culture training□ corporate knowledge training□ industrial safety training
□ Others:                                             
Practical Topic Training: □ technical guidance□ learning content□ communication □ analysis of practical problems sharing of practical cases
□ process improvement□ troubleshooting of practical technical issues□ practical technical support□ knowledge management
□ General Affairs Management□ Product Debugging□ Clarification of Product Technical Issues□ Product Knowledge Exploration
□ Others:                                             
 Internship organization provides resources and equipment investment
□ Experimental equipment□ instruments, machines□ dedicated personnel to guide □ education and training□ information equipment□ testing consumables□ vehicle equipment
□ Clothing accessories □ others:                                                           

	
	Industry expert guidance internship course planning
	 Guidance provided by industry counselors:
□ programming□ machine operation□ experimental procedures□ mechanical mold □ document writing□ inspection operations□ experimental design
□ material coating□ debugging operations□ information management□ procurement and preparation□ process management□ design communication□ artistic creation
□ financial planning□ innovation management□ design simulation□ software operation□ business management□ others:                                          
 Counseling methods provided by industry counselors:
□ Oral explanation□ demonstration of operations□ case studies□ Others:                                   

	
	Planning for the implementation of teacher guidance visits and internship courses
	 School counseling teachers provide counseling content:
□ industry trends□ professional knowledge guidance□ experimental guidance□ interpersonal communication□ learning performance□ and maladjustment counseling
□ Others:                                        
 On-site visits by school counselors:
□ Pre-internship counseling□ on-site visits□ internship abnormalities counseling visits□ phone contact□ video calls
□ social media □ email contact□ Others:                                


3、 Internship effectiveness assessment and feedback (score items and proportions can be adjusted as needed).
	Internship effectiveness assessment indicators (items).
(Multiple choices allowed).
	 School counselor evaluation:
■ Learning Performance (50%): Learning outcomes and benefits (20%), attitude and mindset (20%), enthusiasm for learning (20%), daily contact and interaction (40). %), etc
■ Internship Report (50%): Report structure and arrangement (10%), professional content and depth (30%), learning reflections and suggestions (30%), oral presentation (30). %), etc
 Industry counselor evaluation:
■ Work Performance (60%): Dedication (20%), Quality and Efficiency (10%), Teamwork and Professional Ethics (30%), Attendance (40). %), etc
■ Internship Report (40%): Report structure and arrangement (20%), professional content and depth (20%), learning reflections and suggestions (20%), and punctuality of report submission (20). %), etc

	Internship Effectiveness and Teaching Evaluation Methods
	 Evaluation schedule for student internship outcomes:
□ Internship in progress ■ Internship ended
 Assessors:
■ School counseling teachers (50%) ■ Industry counseling teachers (50%)

	Internship feedback methods and planning
(Multiple choices allowed).
	□ Internship Effectiveness Review Meeting□ Internship Curriculum Review Meeting□ Internship Questionnaire (required).
□ internship achievement competition□ sharing of counseling experiences□ student reflections□ and practical topics in derivative industries
□ Review of internship vacancies□ review of internship agency cooperation□ review of internship transfer units
□ deeply cultivated teacher practice□ teacher practical workshops□ industry-academia collaborations□ and school affairs research and analysis
□ School Research Tracking□ Professional Course Consultation and Adjustment□ Others: 

	Industry counselor
	
	School counselor
	
	Intern student
	











[Attachment 3] Procedures for Insurance Application and Contract Signing
Schedule                                       	Process

Students’ Off-campus Internship

20 days before the internship starts

The department is required to finalize the internship contract and submit the approval form for official seal application no later than 20 days prior to the student’s internship commencement date.







Fifteen days before the internship beginsDepartments Register Students’ Off-campus Internship Information on the Internship Platform

Departments shall submit the list for off-campus internship insurance to the Division of Practical Learning and Counseling, Office of Academic Affairs, at least 15 days before students begin their internships.







Create or modify off-campus internship records.

Departments shall coordinate with the Division of Practical Learning and Counseling, Office of Academic Affairs, for the official sealing of internship agreements.




The internship agreement is returned to the department for seal processing.




Verify whether departments have registered students’ off-campus internship information on the internship platform.



Not registered


Register

Ten days before the internship starts

Compile the insurance application form, list of participating students and insurance fee details, and student roster.


Five days before the internship starts




Submit the compiled documents to the insurance company.



The insurance company verifies the information.



The internship begins

Correct



Revise data
No
Yes



The insurance company issues insurance cards.




Ten days after the internship beginsInsurance cards and billing documents are sent to our university.



General reimbursement shall include the insurance receipt and insurance roster.





Payment is disbursed to the insurance company.




Archive the reimbursement documents for record-keeping.



















[Attachment 4]   Department of ○○○○○ at Asia University
Application form for student transfer of internship organization and termination of off-campus internship
	Basic information of the intern

	Student departments
	

	Student name
	
	Student ID number
	

	Original internship institution
	
	Termination of the internship date
	

	New application internship organizations
	
	Planned check-in date
	



	Project
	Content

	Reasons for terminating the internship
	

	Counseling teacher
Guidance advice
(Review and Evaluation)
	

	Department-level practice
Learning Committee
Review Comments
	Meeting Date: Year Month Day 
Opinion:



Review result: □ passed, □ not approved 



	Student signature
	
	School counseling
Teacher's signature
	
	Department supervisor signature
	



	Co-organizing the Student Practical Learning and Counseling Section of the Office of Academic Affairs

	


[Attachment 5]
Asia University _____ Academic Year ____ Semester _____________ Department Internship Visit Record
	Visit dates
	
	Number of visits
	□ 1st □ 2nd time

	Student name
	
	Student ID number
	

	Student nationality
	□ domestic students □ international students_________
	Institutional area
	

	Organization name
(Must match the company seal)
	
	Institution address
	

	The name of the supervisor
	
	Supervisory title
	

	Internship organizations provide feedback on students' internship performance
	Excellent
	Excellent
	Acceptable
	Not good
	Extremely poor

	1. Students' sense of participation in their work
	□
	□
	□
	□
	□

	2. Interaction between students and colleagues
	□
	□
	□
	□
	□

	3. Interactions between students and supervisors
	□
	□
	□
	□
	□

	4. Student skill performance
	□
	□
	□
	□
	□

	5. Students' enthusiasm and cooperation in learning attitudes
	□
	□
	□
	□
	□

	6. Student attendance (tardiness, early departure, leave, overtime, etc.)
	□
	□
	□
	□
	□

	Overview of interviews with visiting teachers at internship institutions
	Excellent
	Excellent
	Acceptable
	Not good
	Extremely poor

	1. The actual learning content of students matches the learning plan
	□
	□
	□
	□
	□

	2. The students' actual work content aligns with the department's cultivation goals
	□
	□
	□
	□
	□

	3. The institution assigns dedicated personnel to guide students and resolve their questions
	□
	□
	□
	□
	□

	4. The institution's environment must meet hygienic, safe, and unobstructed standards
	□
	□
	□
	□
	□

	5. The institution arranges attendance, leave, and rest according to regulations
	□
	□
	□
	□
	□

	6. The organization's work arrangements and welfare measures comply with the internship contract
	□
	□
	□
	□
	□

	Interview with the intern teacher and the intern
	Excellent
	Excellent
	Acceptable
	Not good
	Extremely poor

	1. Students' satisfaction with the internship content and current work situation
	□
	□
	□
	□
	□

	2. Students' satisfaction with the internship institution's management system
	□
	□
	□
	□
	□

	3. Students' professional skills learning and self-expression
	□
	□
	□
	□
	□

	4. Students' performance in interpersonal interactions
	□
	□
	□
	□
	□

	5. Students' satisfaction with the safety and quality of the accommodation environment
	□
	□
	□
	□
	□

	6. Students' understanding of their living conditions and physical and mental health
	□
	□
	□
	□
	□

	 Visit photos (at least one photo).

	Photo placement area (please include the visiting teacher and classmates in the frame).
(If there is no sufficient capacity, please add or adjust the list yourself.) 

	Additional explanation of visitation status: (If none, leave blank).

	Counseling Teacher's Signature:
	Department Supervisor's Signature:


Note: Please fill in all items in this form carefully to serve as a reference for improving the internship course and for assessment checks. 



[Attachment 6]
Department of ○○○○○ at Asia University
Student Off-Campus Internship Adjustment Counseling Record Form
	Basic information of the intern

	Student departments
	

	Student name
	
	Student ID number
	

	Name of the internship organization
	
	Internship department
	

	Counseling dates
	Year
	month
	Day
	Time
	and was assigned to the capital
	Time
	Points
	

	Project
	Content

	
	□ students' poor adaptation to learning

	
	□ poor interaction and communication between students and colleagues

	Internship training
	□ poor student attendance

	Poor current situation
	□ students are not satisfied with the overall internship environment

	(Multiple choices allowed).
	□ internship agencies do not assign dedicated tutors to students

	
	□ Internship Controversy (please elaborate):	

	
	□ Other (please specify):	

	Internship Organization Supervisor
	Supervisor Title:

	/Counselor: Yes
	Supervisor's comments on students:

	Student comments
	

	Please provide a detailed explanation 
	

	
Counseling content
(Please provide a detailed explanation.)
	

	
	□ Internship counseling teachers provide guidance through on-site visits, phone calls, and video calls

	Handling methods
	□ the department contacts the internship organization supervisor to understand the poor conditions of student internship training.

	(Multiple choices allowed).
	□ convened a department-level internship committee meeting

	
	□Others: Explanation of handling methods:	

	
	□ continue the internship course at the original internship institution

	Processing results
	□ continue to provide guidance and follow up on the situation

	(Multiple choices allowed).
	□ Change Internship Organization, New Internship Organization Name:	

	
	□ Termination of Internship, Follow-up Instructions:	

	Follow-up Counseling Matters Please list them in detail 
	



	
Student signature
	
	Signature of the school counselor
	
	Department supervisor signature
	


Explanation:
1. If students encounter special circumstances during their internship, please fill out counseling records thoroughly to facilitate follow-up and complete administrative procedures.
2. If a student proposes to change the internship organization or terminate the internship due to discomfort or disputes, the procedure is as follows: Clarify the reason for the change or verify the complaint with the student and the institution supervisor→ fill out the 'Off-campus Intern Student Adjustment Counseling Record Form'→ hold a meeting → → based on the meeting resolution (handled in three cases)
(1) Switching Institutions: Notify students to fill out the 'Application Form for Student Internship Changes and Termination of Off-Campus Internships' to assist in arranging new internship organizations. 
(2) Termination of Internship: Notify students to fill out the 'Application Form for Changing Internship Institutions and Terminating Off-Campus Internships' and plan follow-up counseling for termination of internship.  (3) Continue to stay at the original institution: Complete the "Off-campus Intern Student Adjustment Counseling Record Form" → keep it for reference.            3. For special circumstances during the internship, please submit the counseling record form, meeting minutes, application for transferring internship and termination of off-campus internship, and other relevant forms for the Study Abroad Department for record-keeping after handling. 


[Attachment 7]       Department of ○○○○○ at Asia University
Application form for student transfer of internship organization and termination of off-campus internship
	Basic information of the intern

	Student departments
	

	Student name
	
	Student ID number
	

	Original internship institution
	
	Termination of the internship date
	

	New application internship organizations
	
	Planned check-in date
	



	Project
	Content

	Reasons for terminating the internship
	

	Counseling teacher
Guidance advice
(Review and Evaluation)
	

	Department-level practice
Learning Committee
Review Comments
	Meeting Date: Year Month Day 
Opinion:



Review result: □ passed, □ not approved 


	Student signature
	
	School counseling
Teacher's signature
	
	Department supervisor signature
	



	Student Practical Learning and Counseling Group of the Academic Affairs Office

	





[Attachment 8]   Procedures for Counseling Students at Asia University Off-Campus 
   Internships and Transferring Internship Units
Students reported discomfort during the internship



School internship
Counselor



Understand and clarify the reasons for discomfort with students and industry internship counselors




Internship organization factors
Individual student factors




Counsel students together with the homeroom teacher

and industry internship counselors
Jointly discuss improvement plans




Yes

Internship Institutions
Factors are acquired
Improvement
Individual students
Factors are acquired Improvement
According to the internship contract
Proceed with the cancellation
Yes



[bookmark: _Hlk230179508]No
No


Students stayed on
Original internship institution

Students stayed on
Original internship institution


Confirm the students
Continue the internship
Course intentions

No
Yes




Submit according to school regulations Internshiptermination application
Submit according to school regulations
Application for Switching Internship Institutions



Complete the internship termination process

department evaluation and matching
New internship institutions





Students terminate their internships
[bookmark: _Hlk230179324]Completed the new internship institution Contract Signing Process




Relevant data is archived
Students are assigned to new internship institutions
Continue the internship


[Attachment 9]
Procedures for reporting emergency accidents or occupational injuries during Asia University students' off-campus internships
Schools or internship organizations assist students in applying for insurance or occupational injury benefits
or occupational injury claim procedures
Understand the situation of accidents or occupational injuries
No
Ministry of Foreign Affairs Emergency Contact Center
24-hour emergency assistance hotline:
+886-800-085-095
(Local country international code)
Notify the Academic Affairs Office Internship Section, Campus Security Center, and International Affairs Office (Overseas Internships).
Industry internship counselor
School internship counseling teachers (for overseas internships, you can first seek help from the local police station or overseas office).
Student accidents or occupational injury reports

Report to the Internship Section of the Office of Academic Affairs, the Campus Security Center, and the Office of International Affairs (Overseas Internship).
Emergency incident handling was completed
Students continue to stay at their original internship institutions
Case closed
Alternative internship programs:
1. Change internship institutions
2. Terminate the internship:
(1) Changes in the internship period
(2) Internship Alternatives
(3) Others

Yes
Inform the student's parents

















School internship counseling teacher
Visit or assist students










The department-level Student Practical Learning Committee assesses whether internships can continue



















[Attachment 10]
Procedures for Negotiation Procedures for Disputes over Off-Campus Internships by Asia University Students
Intern student appeals


Student Practice in the Office of Academic Affairs
Learning and Counseling Section
Industry internship counselor
School internship counselor



If the case is a gender equality case, it must be immediately reported to the Gender Equality Education Committee
 Verification and confirmation of internship complaint facts



[bookmark: _Hlk223687968]Counselors from both sides jointly negotiate improvement plans and, if necessary, convene a department-level practical learning committee




Inform students of the complaint handling plan



The complaint was improved through the handling plan, and the student accepted the solution

No
Yes


[bookmark: _Hlk223688000]Submit appeals to the Student Appeals Review Committee of the Office of Student Affairs



Meeting resolution handling methods




Students and internship organizations agree to the meeting resolution
No
Yes


Students continue to stay at their original internship units

Termination of the internship contract will be carried out

 
Complete complaints, internship counseling, or transfer records


Submit applications for internship termination or change to internship organization as required
Submit to departmental practical learning
The committee closed the case


Relevant meeting minutes and materials should be submitted to the Student Practical Learning and Counseling Section of the Office of Academic Affairs for record-keeping

[Attachment 11]
Each department may design off-campus internship report content according to its specific attributes


Asia University student off-campus internship report




Internship period: From Year Month Day to Year Month Day
Intern Counselor:		
Department:		
Student ID Number:	
Student Name:	
Internship Organization:	



Republic of China Year Month


1、 Internship Organization Introduction:
(1) Explain the company's philosophy, background, and scale



(2) Explain the organization of the internship department



2、 Internship Job Responsibilities:
(1) Job Content and Procedures:


(2) Key Work Matters:



3、 Internship Results:
(1) New knowledge learned during the internship:


(2) Difficulties encountered during the internship:


(3) Solutions to problems encountered during internships:



(4) Internship Achievement Works (if available, can be attached):



4. Internship Reflections:
(1) Impressions of the internship organization:


(2) Advantages and Disadvantages:



(3) Personal reflections and summary of off-campus internships:





5. Suggestions: Please review the location, equipment, or other aspects of this internship and provide suggestions. 



6. Off-campus internship photos: Description includes people, events, time, place, and a photo with the counseling teacher. 
	
Explanation:

	Explanation:

	Explanation:


Notes:
1. The main body of the report (excluding attachments) should generally not exceed ten pages. 
2. Font and Size: Chinese Standard Kai, English Times New Roman, size  14

Asia University conducts the internship quality assurance checklist
	indicator
	Review items
	Content
	Supporting materials
	Note
(Some explanations provided and not provided)

	
	
	
	Document name
	Inspection Instructions
	Provided the situation
	

	1. Mechanisms for promoting internship courses at the school
	(1) Composition and operation of the internship committee
	When implementing internship courses, schools should establish student internship committees at the university level and in colleges, departments, institutes, and degree programs, to promote the operation of various mechanisms.
	Attachment 1-1-1: University-level internship related regulations/operational guidelines
	
	(Academic Affairs Office provides school-level information).
	

	
	
	
	Attachment 1-1-2: Department-level internship regulations/operational guidelines
	
	□ has been provided
□ not provided
	

	
	
	
	Attachment 1-1-3: Organizational Charter (Guidelines) for the university, college, and department 'Student Off-Campus Internship Committee.'
	
	□ has been provided
□ not provided
(Academic Affairs Office provides school-level information).
	

	
	
	
	Attachment 1-1-4:    Minutes of the Academic Year Internship Committees (including attendance sheet).
	Number of meetings: 
□ meeting minutes and attachments (same number as above
) □ attendance sheet (same number as above).
	□ has been provided
□ partially provided   
□ not provided
(Academic Affairs Office provides school-level information).
	

	
	(2) Overall planning and operational mechanisms for internship courses
	Schools shall arrange and plan internship courses at each stage according to the nature and needs of colleges, departments, institutes, and programs, and draft student internship proposals, and establish comprehensive mechanisms to protect the rights and interests of intern students. 
	Attachment 1-2-1: Internship course outline
	Number of courses:     
	□ has been provided
□ partially provided   
□ not provided
	

	
	
	
	Attachment 1-2-2: Internship Plan for Interns
	Number of Project Proposals: 
	□ has been provided
□ partially provided   
□ not provided
	

	
	
	
	Attachment 1-2-3: Student Internship Handbook
	
	□ has been provided
□ partially provided   
□ not provided
	

	
	(3) Selection and matching system for internship partner organizations
	Schools should plan evaluation mechanisms for cooperating internship institutions to ensure that the internship opportunities provided by these institutions align with students' professional growth. A comprehensive matching system should be established to arrange for students to intern at suitable partner internship institutions.
	Attachment 1-3-1: Internship matching process and related supporting documents (including attendance sheet, photos, etc.). 
	Number of matchmakings:     
□ supporting documents
□ Sign-in Form (Number of Copies):     
	□ has been provided
□ partially provided   
□ not provided
	

	
	
	
	Appendix 1-3-2: Evaluation and Screening Procedures for Internship Partner Organizations (Review).
	
	□ has been provided
□ partially provided   
□ not provided
	

	
	
	
	Attachment 1-3-3: Evaluation (review) records of cooperating institutions implementing internships during the academic year
	Number of partner organizations:  
□ Internship Organization Appraisal Form (same number as above).
	□ has been provided
□ partially provided   
□ not provided
	

	
	(4) Maintaining the safety of interns
	Before internships, schools can conduct site inspections and safety assessments, provide basic or pre-employment training for students, and provide environmental safety briefings to cooperating organizations.
	Attachment 1-4-1: Supporting documents for the academic year internship safety seminar (including attendance sheets, photos, etc.).
	Number of Workshops: 
□ supporting documents 
□ attendance form (same number as above).
	□ has been provided
□ partially provided   
□ not provided
	

	
	
	
	Attachment 1-4-2: Supporting documents for the academic year internship briefing (including attendance sheets, photos, etc.).
	Number of briefings: 
□ supporting documents
□ Attendance Form (same number as above).
	□ has been provided
□ partially provided   
□ not provided
	

	
	(5) Guidance or referral systems for interns who are not adapting
	Schools should have comprehensive counseling measures or referral systems and procedures for students who are not suited to internships.
	Attachment 1-5-1: Academic Year Student Maladjustment Counseling Records or Referral Records
	Number of Counselors:     
(Number of copies recorded is the same as above).
	□ has been provided
□ partially provided   
□ not provided
	

	
	
	
	Attachment 1-5-2: Academic Year Student Internship Partner Institution Changes and Termination Records
	Number of Internships Transferred or Terminated: 
(Number of copies recorded is the same as above).
	□ has been provided
□ partially provided   
□ not provided
	

	
	(6) A system for negotiation and resolution of disputes between cooperating organizations and interns
	Schools should establish complaint channels for disputes between students and internship partner organizations, and establish negotiation and handling systems.
	Attachment 1-6-1: Internship Complaint Procedures
	
	□ has been provided
□ partially provided   
□ not provided
	

	2. Current status and effectiveness of student internship courses organized by the school
	(1) Signing and execution of the internship contract
	Schools and internship partner organizations should negotiate and establish contracts to properly safeguard the rights and interests of intern students, and comprehensive supporting measures should be in place.
	Attachment 2-1-1: Templates for Various Types of Internship Contracts
	
	(Provided by the Office of Academic Affairs).
	

	
	
	
	Attachment 2-1-2: Copies of the academic year printed internship contracts for the two departments with the highest and lowest number of interns across the university
	Number of Interns:    
(Same number as above, but the contract must be stamped.) )
	□ has been provided
□ partially provided   
□ not provided
	

	
	(2) Status of internship insurance enrollment
	The school provides relevant insurance for students based on the internship content and insurance type.
	Attachment 2-2-1: Proof of investment guarantee for student internship participation during the academic year
	Number of Interns:    
 (Same quantity as above).
	□ has been provided
□ partially provided   
□ not provided
	

	
	(3) Implementation of internship counseling and visits
	Schools should regularly visit students and internship partner organizations, and internship partners should assign dedicated personnel to jointly guide students in internships with school teachers.
	Attachment 2-3-1:    Academic Year Intern Student Visit Records 
	Number of Interns:    
(At least one on-site counseling visit during the internship, and at least two on-site counseling sessions per semester;  From the second overseas internship onward (inclusive), other methods such as non-on-site visits may be used
	□ has been provided
□ partially provided   
□ not provided
	

	
	(4) Survey and review of internship course satisfaction
	Understand the satisfaction of interns and cooperating organizations with the internship courses. Through surveys of internship effectiveness, feedback and review of the internship system are also planned.
	Attachment 2-4-1: Academic Year Intern Students' Feedback on Internship Partner Organizations (Satisfaction Surveys, Internship Projects, Achievement Presentations, etc.). 
	□ Statistics/Analysis Data (provided according to proofreading files).
□ Internship Works (Reports).
□ results presentation
	□ has been provided
□ partially provided   
□ not provided
	

	
	
	
	Attachment 2-4-2: Intern students' feedback on internship courses (satisfaction surveys/review meeting records, etc.).
	□ Statistics/Analysis Data (provided according to proofreading files).
□ review meeting minutes
	□ has been provided
□ partially provided   
□ not provided
	

	
	
	
	Attachment 2-4-3: Academic Year Feedback from Partner Institutions on Interns (Satisfaction Surveys/Review Meeting Records, etc.). 
	□ Statistics/Analysis Data (provided according to proofreading files).
□ review meeting minutes
	□ has been provided
□ partially provided   
□ not provided
	

	
	(5) Student internship effectiveness and assessment
	To understand the improvement of students' core professional competencies related to practical skills after internship, in order to assess the effectiveness of the internship process.
	Attachment 2-5-1: Form for Internship Performance Evaluation Content
	
	□ has been provided
□ partially provided   
□ not provided
	

	3. Continuous improvement mechanisms
	-
	Schools should establish mechanisms or outcomes for continuous improvement of internship courses and promote ongoing improvement accordingly to enhance the quality of internship courses.
	Attachment 3-1: Supporting Documents for Improvements
	Meeting minutes (including review or improvement processes).
	□ has been provided
□ partially provided   
□ not provided
	


Director's Signature:                                                                                                Year Month Day

[Attachment 13]
Asia University Student Off-Campus Internship Program Grading Form
	Student name
	
	Student ID number
	

	Line
	
	Grade
	

	Name of the internship organization
	
	Department name
	

	During the internship
	From _ year _ month ___ day to _ year __ month __ day

	The evaluation items and weights are determined according to the "Student Off-campus Internship Learning Plan Form."

	Assessment items
	Ratio
	Score
	Assessment items
	Ratio
	Score

	1. Work performance evaluation (%)
	Professionalism
	
	
	1. Learning Performance Assessment (%)
	Learning outcomes and benefits
	
	

	
	Quality and efficiency
	
	
	
	Attitude and mindset in handling matters
	
	

	
	Team Chemistry and Professional Ethics
	
	
	
	Passion for learning
	
	

	
	Attendance status
	
	
	
	Regular contact and interaction
	
	

	2. Internship Report Evaluation (%)
	Report Structure and Arrangement
	
	
	2. Internship Report Evaluation (%)
	Report Structure and Arrangement
	
	

	
	Content is professional and in-depth
	
	
	
	Content is professional and in-depth
	
	

	
	Learning insights and suggestions
	
	
	
	Learning insights and suggestions
	
	

	
	Timely submission of reports
	
	
	
	Oral report
	
	

	Industry counselor evaluation scores (1+2).
	
	School Counselor Evaluation Scores (1+2)
	

	Industry counselors' comments and suggestions:


	Comments and suggestions from the school counselor:



	Industry counselor
	
	School counselor
	

	Off-campus internship total grade
(Industry counseling teacher + school counseling counselor).
	


Contact Person: Department Supervisor: 




[Attachment 14]
Asia University Student Satisfaction Survey on Off-Campus Internship Programs and Institutions
1、 Basic information
Department Name:                             
Student ID:                             
Internship academic year: Academic year
Internship period: From Year Month Day to Year Month Day
Internship types: □ full-year internship □ single semester internship, □ semester internship, □ summer internship
□ Winter Internship □ Graduation Requirements
Internship Organization Name:                                           
2. Satisfaction with the internship course
	Title
	Strongly disagree→ strongly agree
1　 2 　3 　4 　5

	1. The pre-internship briefing helps to understand the internship organization and job nature in advance.
	□　□　□　□　□

	2. Before the internship, the department provides comprehensive internship information or consultation channels.
	□　□　□　□　□

	3. Before the internship, I understood the rights and obligations related to the internship (such as the internship contract and accident insurance content... etc.
	□　□　□　□　□

	4. Before the internship, I learned about workplace safety and ethics.
	□　□　□　□　□

	5. During the internship, teachers from the department visited and checked on my internship situation.
	□　□　□　□　□

	6. After the internship, I felt I had improved my ability to solve practical problems.
	□　□　□　□　□

	7. The learning content of the internship aligns with the educational objectives of the department. 
	□　□　□　□　□

	8. Through this internship, I will help improve practical learning experience and problem-solving skills.
	□　□　□　□　□

	9. Internships help with job hunting after graduation.
	□　□　□　□　□

	10. Overall, I am satisfied with the off-campus internship program.
	□　□　□　□　□


3. Internship Institution Satisfaction
	Title
	Strongly disagree→ strongly agree
1　 2 　3 　4 　5

	1. Internship institutions provide a professional and safe internship environment.
	□　□　□　□　□

	2. Internship institutions provide comprehensive internship equipment and training.
	□　□　□　□　□

	3. The internship content provided by the internship organization is relevant to my major.
	□　□　□　□　□

	4. Internship organizations provide reasonable allowances or scholarships. (No required answer)
	□　□　□　□　□

	5. Internship staff will assist and guide me through any difficulties I encountered during my internship.
	□　□　□　□　□

	6. The internship organization unit supervisor has a strong leadership style.
	□　□　□　□　□

	7. Harmonious interactions among internship staff.
	□　□　□　□　□

	8. During the internship, the internship organization provides tools, applications, or learning opportunities related to artificial intelligence (AI) (such as generative AI, data analysis, automation tools, etc.), which help improve work efficiency or professional skills. 
	□　□　□　□　□

	9. Overall, I am satisfied with the internship organization. 
	□　□　□　□　□


4. Related opinions or suggestions
1. After graduation, are you willing to work at an internship organization? 
□ right
□No, please explain why                                                         
2. Are students from our school recommended to intern at the internship organization? 
□ right
□No, please explain why                                                         
3. What new professional courses are proposed for our university/department to meet workplace needs? 
                                                                         
4. What professional skills should our university/department strengthen to meet workplace needs? 
                                                                              
~Thank you for answering~



[Attachment 15]
Asia University Internship Agencies Satisfaction Survey on Intern Students and Internship Courses

Dear senior business leaders, hello:

We sincerely thank your company for providing internship opportunities for our students and for their care and guidance. We sincerely express our respect and gratitude. 
To understand the feedback from internship organizations regarding students' internship periods, we hope your feedback and suggestions will help us review and adjust teaching and curriculum design in a timely manner to enhance students' competitiveness in employment. This questionnaire is solely for the purpose of revising our internship courses and analyzing effectiveness statistics. It is strictly confidential to outsiders. Please fill it out with confidence. Thank you for your assistance. 
　　May the blessings of harmonious commerce be prosperous
 Sincerely, Asia University
1、 Basic information
Internship Organization Name:                                                   
Name/Title of Filled Informer: 
Intern Student's Department:                                            
Intern Name:                                               
2. Intern student satisfaction
	Title
	Strongly disagree→ strongly agree
1　 2 　3 　4 　5

	11. Satisfied with the intern students' sense of workplace ethics.
	□　□　□　□　□

	12. Satisfied with the intern student's work attitude.
	□　□　□　□　□

	13. Satisfied with the attendance status of interns.
	□　□　□　□　□

	14. I am satisfied with the initiative and learning spirit of the interns.
	□　□　□　□　□

	15. Satisfied with the professional knowledge and skills of the intern students.
	□　□　□　□　□

	16. Satisfied with the interns' problem-solving and thinking abilities.
	□　□　□　□　□

	17. Satisfied with the intern students' expressive and communication skills.
	□　□　□　□　□

	18. Interns at our school get along well with colleagues in their departments, creating a harmonious work atmosphere.
	□　□　□　□　□

	19. Interns possess basic artificial intelligence (AI) application skills (such as using generative AI tools, data organization and analysis, automation assistance, etc.) and can appropriately apply them to work tasks. 
	□　□　□　□　□

	20. Overall, I am satisfied with the overall performance of our intern students.
	□　□　□　□　□


3. Internship course satisfaction
	Title
	Strongly disagree→ strongly agree
1　 2 　3 　4 　5

	1. The schedule and types of internship courses are arranged to meet your organization's needs. 
	□　□　□　□　□

	2. The administrative support measures for the internship system can meet your organization's needs. 
	□　□　□　□　□

	3. The internship counseling mechanism can meet your organization's needs. 
	□　□　□　□　□

	4. Satisfied with the cooperation and coordination between the school and your institution during the student internship period.
	□　□　□　□　□

	5. Satisfaction with the school's curriculum and training content can improve students' internship performance.
	□　□　□　□　□

	6. Overall, I am satisfied with the implementation of students' off-campus internship courses. 
	□　□　□　□　□



4. Retain your intentions
1. After the internship ends, are you willing to retain our interns at your institution?
□ Yes □ No (please state reason): 
2. Are you willing to continue providing internship spots to students at our university?
□ Yes □ No (please state reason): 
5. Comprehensive opinion survey
1. Based on your institution's work needs, what skills or courses should students at our school strengthen? (Multiple choices allowed).
□ Foreign language skills□ Information skills, □ professional practical skills, □ professional certifications 
□ offers professional courses (please specify): 
□ Other (please specify). 
2. Other suggestions for the university's cultivation of professional talent:
    
___________________________________________________________________________  
~Thank you for answering~



[Attachment 16]
OOO Department OOO Academic Year Semester Internship Satisfaction Survey Analysis [Template]
1. Interns' satisfaction with the internship courses
Interns at our school achieved an average comprehensive performance score of 4.36 across all indicators of the internship courses. For items chosen as 'strongly agree,' they chose '4.'Before the internship, I learned about workplace safety and ethics. "Four people, 100%;" Select the item 'Agree' with '9. Internship helps with job hunting after graduation.' "Accounted for the majority, with 3 people per person, accounting for 75%;" For items selected as 'General,' choose '7. The learning content of the internship aligns with the educational objectives of the department.' "Four people, making up 100% of the total." Overall, interns in our department are satisfied with the internship courses at a 'very agreeable' level (5.00). 
	Title
	Person-times
	Percentage (100%)
	Average score

	
	Strongly disagree
	Disagree
	Ordinary
	Agreed
	I strongly agree
	Strongly disagree
	Disagree
	Ordinary
	Agreed
	I strongly agree
	

	21. The pre-internship briefing helps to understand the internship organization and job nature in advance.
	0
	0
	0
	2
	2
	0.0%
	0.0%
	0.0%
	50.0%
	50.0%
	4.50

	22. Before the internship, the department provides comprehensive internship information or consultation channels.
	0
	0
	0
	2
	2
	0.0%
	0.0%
	0.0%
	50.0%
	50.0%
	4.50

	23. Before the internship, I understood the rights and obligations related to the internship (such as the internship contract and accident insurance content... etc.
	0
	0
	0
	2
	2
	0.0%
	0.0%
	0.0%
	50.0%
	50.0%
	4.50

	24. Before the internship, I learned about workplace safety and ethics.
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	25. During the internship, teachers from the department visited and checked on my internship situation.
	0
	0
	0
	2
	2
	0.0%
	0.0%
	0.0%
	50.0%
	50.0%
	4.50

	26. After the internship, I felt I had improved my ability to solve practical problems.
	0
	0
	0
	2
	2
	0.0%
	0.0%
	0.0%
	50.0%
	50.0%
	4.50

	27. The learning content of the internship aligns with the educational objectives of the department.
	0
	0
	4
	0
	0
	0.0%
	0.0%
	100%
	0%
	0%
	3.00

	28. Through this internship, I will help improve practical learning experience and problem-solving skills.
	0
	0
	0
	2
	2
	0.0%
	0.0%
	0.0%
	50.0%
	50.0%
	4.50

	29. [bookmark: _Hlk221098147]Internships help with job hunting after graduation.
	0
	0
	0
	3
	1
	0.0%
	0.0%
	0.0%
	75.0%
	25.0%
	4.25

	Overall performance
	4.36

	30. Overall, I am satisfied with the off-campus internship program.
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	Total number of recoveries
	4



2. Interns' satisfaction with the internship organization
Interns in our department rated 'strongly agree' with all indicators of the internship organization (5.00). Overall, interns in our department rated their satisfaction with the internship organization as "strongly agree" (5.00). 
	Title
	Person-times
	Percentage (100%)
	Five o'clock
scale
Average

	
	Strongly disagree
	Disagree
	Ordinary
	Agreed
	I strongly agree
	Strongly disagree
	Disagree
	Ordinary
	Agreed
	I strongly agree
	

	1. Internship institutions provide a professional and safe internship environment.
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	2. Internship institutions provide comprehensive internship equipment and training.
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	3. The internship content provided by the internship organization is relevant to my major.
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	4. Internship organizations provide reasonable allowances or scholarships. (No required answer)
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	5. Internship staff will assist and guide me through any difficulties I encountered during my internship.
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	6. The internship organization unit supervisor has a strong leadership style.
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	7. Harmonious interactions among internship staff.
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	8. During the internship, partner institutions provide tools, applications, or learning opportunities related to artificial intelligence (AI) (such as generative AI, data analysis, automation tools, etc.), which help improve work efficiency and professional skills. 
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	Overall performance
	5.00

	9. Overall, I am satisfied with the internship agency.
	0
	0
	0
	0
	4
	0.0%
	0.0%
	0.0%
	0.0%
	100%
	5.00

	Total number of recoveries
	4



3. Internship Organization's Satisfaction with Interns
Regarding the satisfaction level of internship institutions with interns in their department, the item chosen as "strongly agreed" was mostly "OOOOO," with O people per visit, accounting for OO%; For items selecting 'OO', 'OOOOO' accounted for the majority, with O people, accounting for 75%; For items selecting 'OO', 'OOOO' accounted for the majority, with a total of O people, accounting for OO%. Overall, the satisfaction level of interns in our department at the internship organization reached the 'OO' level (O. OO）。 
	Title
	Person-times
	Percentage (100%)
	Five o'clock
scale
Average

	
	Strongly disagree
	Disagree
	Ordinary
	Agreed
	I strongly agree
	Strongly disagree
	Disagree
	Ordinary
	Agreed
	I strongly agree
	

	1. Satisfied with the intern students' sense of workplace ethics.
	
	
	
	
	
	
	
	
	
	
	

	2. Satisfied with the intern student's work attitude.
	
	
	
	
	
	
	
	
	
	
	

	3. Satisfied with the attendance status of interns.
	
	
	
	
	
	
	
	
	
	
	

	4. I am satisfied with the initiative and learning spirit of the interns.
	
	
	
	
	
	
	
	
	
	
	

	5. Satisfied with the professional knowledge and skills of the intern students.
	
	
	
	
	
	
	
	
	
	
	

	6. Satisfied with the interns' problem-solving and thinking abilities.
	
	
	
	
	
	
	
	
	
	
	

	7. Satisfied with the intern students' expressive and communication skills.
	
	
	
	
	
	
	
	
	
	
	

	8. Interns at our school get along well with colleagues in their departments, creating a harmonious work atmosphere.
	
	
	
	
	
	
	
	
	
	
	

	9. Interns possess basic artificial intelligence (AI) application skills (such as using generative AI tools, data organization and analysis, automation assistance, etc.) and can appropriately apply them to work tasks. 
	
	
	
	
	
	
	
	
	
	
	

	Overall performance
	

	10. Overall, I am satisfied with the overall performance of our intern students.
	
	
	
	
	
	
	
	
	
	
	

	Total number of recoveries
	



4. Satisfaction of the internship organization with the internship courses
Regarding the satisfaction level of internship institutions with internship courses, the most of those choosing 'strongly agree' were 'OOOOO', with O people per person, accounting for OO%; For items selecting 'OO', 'OOOOO' accounted for the majority, with O people, accounting for 75%; For items selecting 'OO', 'OOOO' accounted for the majority, with a total of O people, accounting for OO%. Overall, the satisfaction level of internship courses in our department reached the 'OO' level (O. OO）。 
	Title
	Person-times
	Percentage (100%)
	Average score

	
	Strongly disagree
	Disagree
	Ordinary
	Agreed
	I strongly agree
	Strongly disagree
	Disagree
	Ordinary
	Agreed
	I strongly agree
	

	1. The schedule and types of internship courses are arranged to meet your organization's needs.
	
	
	
	
	
	
	
	
	
	
	

	2. The administrative support measures for the internship system can meet your organization's needs.
	
	
	
	
	
	
	
	
	
	
	

	3. The internship counseling mechanism can meet your organization's needs.
	
	
	
	
	
	
	
	
	
	
	

	4. Satisfied with the cooperation and coordination between the school and your institution during the student internship period.
	
	
	
	
	
	
	
	
	
	
	

	5. Satisfaction with the school's curriculum and training content can improve students' internship performance.
	
	
	
	
	
	
	
	
	
	
	

	6. Overall, I am satisfied with the implementation of students' off-campus internship courses.
	
	
	
	
	
	
	
	
	
	
	

	Total number of recoveries
	



5. Interns are retained for investigation
The survey results showed that 50.0% of internship organizations are willing to hire students from their department after graduation. The reasons for not wanting to retain students include "OOOOOO," "OOOOOO," and "OOOOOO." 75.0% were willing to continue offering internship opportunities, with reasons for refusing internship opportunities including "OOOOOO" and "OOOOOO." 
After graduation, 75.0% of interns in our department are willing to work at internship organizations. The reasons for not wanting to work at internship organizations include 'OOOOOO,' 'OOOOOO,' or 'OOOOOO.' 75.0% of interns are willing to recommend students from our university to intern at the institution. The reasons for not being recommended for employment include 'OOOOOO' and 'OOOOOO'. 
	Survey subjects
	Title
	Person-times
	percentage
	Total number of people
(Number of recalls)

	
	
	Yes
	No
	Yes
	No
	

	Internship Institutions
	1. After the internship ends, are you willing to retain our interns at your institution?
	2
	2
	50.0%
	50.0%
	4

	
	2. Are you willing to continue providing internship spots to students at our university?
	3
	2
	75.0%
	25.0%
	

	Intern
	1. After graduation, are you willing to work at an internship organization? 
	3
	1
	75.0%
	25.0%
	4

	
	2. Will students from our university be recommended to intern at the internship organization?
	3
	1
	75.0%
	25.0%
	



6. Internship course recommendations
(1) Internship organizations suggest strengthening students' abilities or courses:

(2) Recommendations for Internship Institutions to Cultivate Professional Talent:

(3) Interns' suggestions on which new professional courses the university/department offers to meet workplace needs

(4) What professional skills do interns recommend for the university/department to strengthen students to meet workplace needs? 
