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Enforcement Rules of
THU Regulation for Off-campus Internship

Passed by the Off-campus Internship Committee on December 3, 2018

Article 1 Source of Law
These rules are stipulated according to Article 10 of “THU Regulation for
Off-campus Internship”.

Article 2 Exploring Internship Opportunities
Each department/college shall actively seek domestic and overseas internship
opportunities in the following ways:

1. New internship opportunities shall be reported to Employment Counseling and
Alumni Office (hereinafter referred to as the E&A) for record.

2. E&A shall assist seeking internship opportunities.

3. Enterprises may apply for internship cooperation directly with each
department/college or through E&A.

4. E&A may take the initiative by contacting possible sites for internship
opportunities.

Avrticle 3 Assessment of Internship Institutions
The nature of internship institutions shall be akin to students’ majors, creditable
with a good system to enhance students’ practical ability and willing to provide
specific training programs.

1. For an internship institution cooperating for the first time, in order to truly
understand the environment of the internship site, each department/college shall
send personnel to visit the site and fill out the “Assessment Form for Student
Off-campus Internship Institution” (Table 1). A photocopy will be transferred to
the Employment and Alumni Office for reference after the form is reviewed and
passed by the internship committee of each department/college.

2. The assessment of the internship institutions shall include if the internship
institutions are legally registered, internship salary, insurance coverage, supply
of meals and accommodation, working environment (including safety
assessment), position for the internship, professional relatedness, labor demand,
internship time and learning resources.

3. Based on the unified number provided by the internship institution, each
department/college shall visit the relevant government website (such as the tax
entry website of the Ministry of Finance, the Commerce Department of the
Ministry of Economic Affairs, etc.) to confirm whether the internship institution
is legally established.



4. The assessment surveys submitted by students after the completion of internship
shall also serve as a reference for screening and reviewing internship
institutions.

Article 4 Announcement and Matching of Internship Opportunities
The Employment and Alumni Office or each department/college shall announce
the internship information (including institution, location, length, work content,
remuneration, meals and accommodation, etc.) 1 to 3 months before students'
internship for students’ reference and selection.

1. The Employment and Alumni Office or each department/college may invite the
internship institutions to hold briefings to promote internship matching.

2. Based on the internship curriculum requirements and factors such as individual
goals, expertise and abilities, students may apply for off-campus internship with
the department/college after obtaining the internship information.

3. Each department/college may assist the internship institutions in application
review or interview; the selection process should fair and open. For students
who do not succeed in matching, the department/college may arrange internship
institutions for them.

4. Students applying for off-campus internships shall obtain the consent of their
parents and sign the “Parental Consent Form for Student Off-campus
Internship” (Table 2).

Article 5 Signing of the Internship Contract
After finalizing the internship list, each department/college shall sign internship
contracts with the off-campus internship institutions before students reporting to
the internship institutions in order to protect the interest of the students during
the internship period. Internships can be divided into "general type™ and "work
type," and contracts shall be signed according to the respective internship types.
The contents of the contract template (Table 3) can be adjusted according to
actual needs.

1. the main purpose of the "general-type internship™ is learning, and the intern does
not need to provide labor services or work on assignments other than learning
and training purposes. Other than scholarships and allowances, the internship
institution does not pay salary to the intern. The internship institution is an
internship education provider. Each department/college and the internship
institution shall sign a general-type off-campus internship contract, and the
content shall include the following: the matters which the two parties shall be
responsible for, internship period, internship location, internship hours,
regulation for taking a leave, academic credits entitled to, performance
assessment, internship-related stipend, student group insurance, counseling and
transfer of internship institution in case of students being maladaptive,



internship dispute handling, contract valid period, termination and revocation
conditions, and other related rights and obligations of both parties. As the
general-type internship is for education purposes, the internship shall not exceed
eight hours per day, and the training shall not be conducted from 10:00 pm to
06:00 am to maintain the learning quality and safety of the students.

2. The "work-type internship” means that the intern during the internship period, in
addition to learning and training, shall provide labor services or works, and the
internship institution shall pay salary to the intern. The relationship between the
internship institution and the student is an employer-employee relationship.
Each department/college and the internship institution shall sign a work-type
off-campus internship contract, the content shall include the following: the
matters which the two parties shall be responsible for, internship period,
internship location, internship hours, regulation for taking a leave, academic
credits entitled to, performance assessment, internship remuneration,
labor-related insurances, counseling and transfer of internship institution in case
of students being maladaptive, internship dispute handling, contract valid period,
termination and revocation conditions, and other related rights and obligations
of both parties. The internship institution shall handle labor insurance and labor
pension for the intern in accordance with the law. The internship hours, break
time, leave, regular holidays and rest days, wages, labor insurance, employment
insurance and labor contract content shall not be inferior to those in the Labor
Standard Law, Labor Insurance Regulations and Employment Insurance
Regulations.

3. Each department/college shall provide a photocopy of the internship contract to
the internship student, so as to enable the student to understand the rights and
obligations to the internship institution during the internship period.

4. For an overseas internship, the original version and the Chinese translation of
the internship contract shall be provided to the student.

5. Each department/college shall submit the internship contract to the departmental
internship committee for review, and the contract shall be uploaded to the
"Off-campus Internship Information Platform™ of the University after it is
signed with the internship institution.

6. If confidentiality provisions are involved in the internship contract, the intern
shall strictly abide by the responsibility of confidentiality.

Article 6 Formulation of Internship Plans
Each department/college and internship institution shall, according to the content
of the internship course, jointly formulate “Internship Plan” (Table 4) to assist
the internship students. The Internship Plan shall be listed as a part of the
internship contract. Each department/college shall invite industry experts through
the Curriculum Committee to jointly develop internship course objectives based



on professional core competence and job-orientation, as well as indicators for
assessing the effectiveness of internship learning. The curriculum planning of
internship courses is subject to review by the curriculum committee of each
department/college, and the Internship Plan shall contain the following items:

1. Basic information: including the name of the student, the name of the internship
institution, the internship period, the internship hours (hours per week or total
hours), the course credits offered, the name of the school counselor, and the
name of the instructor of the internship institution.

2. Internship content: including the internship work or learning content (internship
content planning and scheduling for each phase, learning objectives and
curriculum purpose), the instruction and resources provided by the internship
institution, and the visit and counseling of the school counselor.

3. Internship effectiveness assessment and feedback: Including internship
effectiveness assessment indicators or items, grading proportions and
post-internship feedback planning.

4. The Internship Plan shall be completed before the internship. A total of three
copies shall be made, with the student, the school counselor and the internship
institution respectively each holding one copy.

Article 7 Internship Seminar or Pre-internship Training
Each department/college shall provide internship training or briefing sessions
before students’ internship to enable the student to understand the internship
content, course requirements and rights and obligations during the internship
period. The training or briefing contents shall include:

1. Descriptions of the internship, including the internship institution, work content,
internship period, internship hours, and performance assessment standards.

2. Correct workplace ethics and workplace safety concept.

3. Education in traffic safety, accommodation security and sexual harassment
prevention.

4. Emergency response measures. Each department/college shall establish an
address book containing the contact information of the interns and their
emergency contacts, departmental emergency contact windows and instructors
of internship institutions.

5. Regulation for applying for a leave during the internship period or transfer to
another internship institution due to maladaptation.

6. Reminders to keep in contact with the school counselor to inform the internship
situation during the internship period. If the student encounters unreasonable
requests, he/she shall contact the University as soon as possible for assistance.

7. Inviting off-campus internship institutions, industry experts or senior students to
help students better understand the internship environment and content.



Article 8 Student Insurance
Before the internships, each department/college shall purchase a group insurance
policy for the students to provide insurance coverage during the internship
period.

1. Priority shall be given to the insurance company which is the bid winner of the
Ministry of Education’s Joint Supply Contract of Internship-Student Group
Insurance for Colleges and Universities.

2. Each department/college may raise the amount of insurance coverage or increase
the insurance portfolio based on the level of internship risk.

3. After the insurance policy is purchased, the intern shall be made aware of the
insurance coverage.

4. The student group insurance fee shall be subsidized by the University with
relevant internship funds.

Article 9 Responsibilities of Internship Institutions
The responsibilities of the internship institutions shall be based on the contents of
the signed off-campus internship contract. Each department/college shall explain
to the internship institution the relevant regulations of the University’s
off-campus internship courses, and urge the internship institutions to fulfill the
following training and guidance responsibilities:

1. Providing necessary training for intern students and assign instructors with
relevant expertise for professional guidance, training and life counseling,
regularly assessing the performance, service attitude and attendance.

2. Assisting the school counselor in understanding the internship status of the
interns and help with counseling.

3. Guiding and assisting in assessing internship effectiveness.

4. The internship institutions shall not have any of the following acts: requiring the
interns to pay a deposit, excluding the interns right to claim damages or limiting
the claim amount, training the interns overtime, requiring the interns to pay
liquidated damages for terminating the contract in advance, limiting the interns’
employment freedom after the termination of the internship contract, and other
acts that improperly harm the rights of interns.

5. During the student internship, the internship institution shall not, due to factors
such as nationality, race, class, language, thought, religion, partisanship, place
of origin, place of birth, age, marriage status, appearance, facial features,
physical and mental abnormalities, gender or sexual orientation, give
unfavorable discriminative treatment and affect interns’ learning rights.

6. During the internship, the internship institutions shall inform the University of
any sexual harassment to the interns, immediately take effective corrective and
remedial measures, and immediately follow the provisions of the Sexual Assault



Crime Prevention Act to notify the University and the local municipality or
county/city government within 24 hours.

Article 10 School Internship Counseling
The full-time teachers of each department/college have the responsibility of
being school internship counselors. The teachers shall give lectures and
supervise interns based on the arrangement of the department/college, and
fulfill the responsibilities of internship counseling. The responsibilities of
school internship counselors are:

1. Assisting students in understanding their interests, counseling students to choose
suitable internship institutions, and assisting students in formulating the
"internship plan™.

2. Working with the instructors of internship institutions in counseling and
assisting students in practical training.

3. During the internship period, the school counselors shall go to the internship
institution for counseling and interviews to understand the students’ internship
situation and the status of implementation of the off-campus internship contract.
The numbers of consultation visits are as follows:

(1) Internship during summer and winter vacations: At least one on-site visit for
student counseling, and occasional phone calls or video-conferencing to
help solve problems in student internships.

(2) Internship during the semester: At least one on-site visit for student
counseling, and occasional phone calls or video-conferencing to help solve
problems in student internships.

(3) Internship in the school year: At least one on-site visit per semester for
student counseling, and occasional phone calls or video-conferencing to
help solve problems in student internships.

(4) Internship abroad: At least one on-site visit for student counseling, and
occasional phone calls or video-conferencing to help solve problems in
student internships.

4. For each student counseling visit, the "Record of Off-campus Internship Student
Counseling Visit" (Table 5) is required to be completed as a reference for
review and improvement.

5. The counselors shall keep in touch with the students during their internship to
help solve any difficulties encountered. The counselors shall immediately report
to the department/college if they find that any intern is maladaptive or violates
the off-campus internship contract, and the internship committee of each
department/college shall immediately assist the intern in adaptation, request the
internship institution to improve, or make another arrangement for the student; a
detailed record shall be kept for checking by the school authorities.



6. If the counselors find shortcomings of any internship institution, or that any
internship institution violates the contract or the Labor Law, they shall take the
initiative to notify the local labor authority or the Labor Insurance Bureau to
carry out a labor inspection to protect the rights of the students.

7. The counselors shall review the internship report of the intern students, evaluate
the internship results, and attend internship-related meetings to reflect problems
and assist in solving them.

8. The counselors’ travel expenses for counseling shall be subsidized by the
relevant internship funds.

Article 11 Attendance during Internship

During the internship period, the leaves of absence and attendance of the
students shall be handled in accordance with the regulations of the internship
institutions. If there is no clear provision by the internship institutions, they shall
be handled in accordance with the provisions of the University.

1. For a leave during the internship period, the students shall go through the
formalities in advance and have the application approved by the supervisors of
the internship institutions and the internship counselors. The students who have
not gone through the procedures shall be deemed absent on the job, and
absenteeism during the internship shall be deemed absenteeism in class.

2. If an intern is absent during the internship without any justified reason, thus
resulting in dismissal or termination of internship by the internship institution,
and the relevant facts are verified by the University, the student is considered to
have failed the internship.

3. The attendance record shall be included in the internship performance
assessment.

4. If an intern is absent during the internship due to the fact that he/she needs to
return to the University for internship seminars, study activities, course
applications or graduation procedures, the relevant absence shall not be deemed
absenteeism.

Article 12 Assessment of Internship Performance
The results of the off-campus internship shall be assessed jointly by the school
internship counselors and the instructors of the internship institutions, and the
“Off-campus Student Internship Performance Assessment Form” (Table 6) shall
be filled out.

1. The grading proportion of the school internship counselors and the instructors of
the internship institutions shall be determined according to the resolutions of the
internship committees of each department/college.

2. During the off-campus internship, the students shall write a work log according
to the requirements of the department/college or the internship institutions; and



after the internship, the students shall submit an internship report or make an
achievement presentation for the school internship counselors and internship
instructors to evaluate the internship results. Each department/college shall
properly keep relevant information and records made during the students’
internship.

3. The off-campus internship is a formal course. Other than verbal and written
reports and the presentation of results, the assessment items shall also include
the study status and attendance record during the internship period. Students
who have passing grades will receive credits for the course.

Article 13 Counseling, Transfer or Termination for Student Maladaptation during
Internship

1. If any internship student does not adapt to the internship environment, the school
internship counselor and the internship instructor shall enhance counseling and
track the student's follow-ups. If there is no improvement, the internship
counselor shall assist the student in applying for a transfer of internship
institution or terminating the internship, and report to the internship committee
of the department/college for review and approval.

2. A student applying for a transfer of internship institution shall complete the
“Application Form for Transfer of Internship Institution” (Table 7). The transfer
of institution is limited to one time.

3. A student applying for termination of internship at an internship institution shall
fill out the “Application Form for Termination of Internship” (Table 8). If the
internship committee approves the termination, the student shall terminate the
internship by way of course withdrawal, suspension or accepting a failing grade.

4. During the internship period, if there are situations such as the work content
different from the requirement in the contract, the work environment highly
dangerous or serious overtime, the interns shall ask the school internship
counselors to negotiate with the internship institutions for adjustment and
improvement. If no improvement occurs, the students may apply for a transfer
of internship institution or termination of internship.

Article 14 Internship Dispute Settlement

During the internship period, if a student has any dispute with the internship
institution, he/she shall report to the school internship counselor, and the
internship counselor and the internship institution shall jointly discuss an
improvement plan. If there is no improvement, it shall be processed as an
internship dispute. The off-campus internship committees at all levels of the
University shall immediately convene meetings to initiate dispute negotiation
and handling mechanism.



1. In the internship discussion meeting, the representative of the internship
institution, the intern involved, experts and scholars shall be invited to
understand the relevant facts and make objective judgments and resolutions.
Depending on the nature of the case, the legal counsel of the University or the
relevant personnel of the Labor Bureau may also be invited to attend the
meeting to assist in the dispelling of doubts, and minutes shall be taken
accordingly.

2. The principle of non-disclosure shall be followed for the internship dispute
discussion meeting. The personnel attending the meeting shall abide by
confidentiality, and the results of the discussion shall not be announced
externally before the formal announcement of the meeting results.

3. If in the dispute case there is clearly a violation of the provisions of the contract
or labor-related laws and regulations, the University’s legal counsel shall
provide legal counseling to the student, assist the student in submitting a
negotiation appeal to the competent authority, and take legal action in
accordance with the law to protect the student’s internship rights.

4. The student and the internship institution involved in the dispute shall make
adjustments and improvements according to the resolutions of the meeting. If
any party disagrees with the resolutions, the school internship counselor shall
assist the student in applying for a transfer of internship institution or a
termination of internship.

5. The internship institution shall not give discriminatory treatment or unfavorable
punishment to the intern due to his/her request for dispute resolution or appeal.

6. When an intern is sexually harassed during the internship period, the filing and
verification of the complaint shall be handled in accordance with the
Enforcement Rules for Act of Gender Equality in Employment, the Gender
Equality Education Act and relevant laws and regulations. If the intern student
is treated differently by the internship institution in the learning opportunities,
learning content, performance assessment, treatment or scholarship during the
internship period due to gender or sexual orientation, the filing and verification
of the complaint shall be handled in accordance with the provisions of the
Gender Equality Education Act.

Article 15 Report of Emergency or Occupational Hazard
In the event of an emergency or occupation hazard, the students or instructors of
the internship institutions shall immediately notify the University's internship
counselor to assist in medical or related matters.
1. The University’s internship counselor shall immediately inform the student’s
advisor and parents about the occurrence, and go to the internship institution to
understand the situation and handle the necessary follow-ups.



2. If death, disability, injury or illness occurs to a general-type off-campus
internship student due to learning and training during the internship period, the
internship institution shall follow the occupational hazard compensation
provisions of Chapter 7 of the Labor Standard Law, and the compensation
amount shall not be lower than that stipulated in Chapter 7 of the Labor
Standard Law. The University shall take the initiative to assist the intern and
request compensation according to the regulations.

3. If death, disability, injury or illness occurs to a work-type off-campus internship
student due to learning and training during the internship period, the internship
institution shall follow the occupational hazard compensation provisions of
Chapter 7 of the Labor Standard Law. The University shall take the initiative to
assist the intern and request compensation according to the regulations.

4. The Employment and Alumni Office jointly with the Student Counseling Center
shall conduct counseling on the parents (and student), handle legal liability
issues and file insurance claims. If necessary, they may contact the University’s
legal counsel or the relevant departments of the Labor Bureau for assistance.

5. The school internship counselors shall record the situation, and each
department/college shall keep the record in a safe place with a photocopy sent to
the Employment and Alumni Office for reference.

Article 16 Feedback on the Effectiveness of Internship Learning

After finishing the off-campus internship course, the students shall complete the
"Feedback on the Internship and Internship Institution” (Table 9) for the
department/college to understand the appropriateness of the internship
institutions and internship content so as to review and improve the internship
course design. Each department/college or school internship counselor may
arrange an after-internship exhibition to assess students’ performance as well as
for the upcoming students to observe and learn.

Article 17 Before the implementation of the Enforcement Rules, the off-campus
internship contracts already signed by the University and the internship institutions
may be processed according to the stipulated conditions until the expiration of the
valid period of such contracts.

Avrticle 18 These Enforcement Rules shall be implemented after being reviewed and
approved by the University-level Off-campus Internship Committee.



