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	Professional Internship Programme

for 3rd Year Communication Studies Students

     From 6 January 2020  to 6 June 2020 (22 weeks)


Background 

Professional Internship (PI) is compulsory for all our third year students from Wee Kim Wee School of Communication & Information.  These students will graduate from the four-year programme with Bachelor of Communication Studies (Honours).

In first and second years, the students pursue common foundation courses.  From year three onwards, they will specialise in one of the following: Advertising, Broadcast and Cinema Studies, Journalism, Public Relations or Communication Policy and Research.  For more details on the curriculum, please visit the School’s website: http://www.wkwsci.ntu.edu.sg/programmes/CurrentStudents/Undergraduate/Academic/Courses/Pages/default.aspx
The objective of the PI programme is to instil in students a sense of professionalism and the right work attitude so that they become effective and productive in their respective organisations much sooner than is usual.

Allowance & Working Hours

Students should be paid a monthly allowance. The recommended allowance is $1000 per month. The minimum allowance is $800 per month (CPF exempted).  This subsistence allowance paid to student is to help to defray part of the daily expenses incurred during the attachment. 

Insurance

Students are covered against personal or bodily injuries caused by or arising out of accidents through a Group Personal Accident Insurance Scheme (24-hour worldwide) arranged by NTU. The University has also taken up a Public Liability Policy Insurance to indemnify organisations against claims and damages arising as a result of an act committed by NTU’s students in the course of the attachment. The territorial limit for this coverage is worldwide, excluding countries under international sanctions.
Procedure for Participation

Organisations are invited to offer placements and submit programme to NTU as early as possible or at the latest by 31 Jul 2019.  Faculty staff from the Wee Kim Wee School of Communication and Information will evaluate programmes submitted by participating organisation for acceptance. Accepted programmes would be put up for students’ selection.  

Selection and Allocation of Students

All participating organisations are required to interview students or select students from applications to ensure a good fit.  This will ensure that the programme will be of value to both the supervisor and the interns.  The interview period is scheduled from late Sep  –  mid Oct 2019 at the organisation’s premises. All offers should be made to students by 11 Oct latest.  Students can apply up to five organisations for internship and they will decide which to accept if they receive more than one offer.  

Detailed Training Programme

At the start of internship, supervisors and students are required to work out a detailed training programme for the 22 week internship which is an expansion of what is submitted previously. This detailed training programme will be submitted to the NTU faculty supervisor and would be the framework of training for internship.

Assessment of Student’s Performance at Work

Organisations should assign a supervisor who will be responsible for the students in terms of work assignment, guidance as well as to assess the performance of the students. The organisation supervisor will need to provide feedback on the student’s performance to the student's assigned NTU faculty supervisor during his/her visits to the organisation. For overseas attachment, there is no visit by NTU faculty supervisor. The supervisor will also need to complete an evaluation form twice during the entire period of attachment to assess the performance of the students.  

Certificate of Accomplishment

Students who successfully complete the PI programme will be awarded a Certificate of Accomplishment signed by the Director, Career & Attachment Office.
For further queries, please contact Ms Pfeiffer Chung at 67905961 or email her to pfeifferchung@ntu.edu.sg.
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Form 30
NANYANG TECHNOLOGICAL UNIVERSITY

    Professional Internship Programme (PI)

7 January 2019 to 8 June 2019 (22 weeks)

                                    


It takes about 1 minute to complete this information. You need to know the number of interns needed by your organisation. Please return completed form to Director, Career & Attachment Office, NTU, South Spine, SS3-B2-15, 50 Nanyang Avenue, Singapore 639798 or Fax 67937925 or email: pfeifferchung@ntu.edu.sg as early as possible or by 16 Jul 2018 (latest). 
[Part I. For Contact Person]
	Name:
	( FORMCHECKBOX 
Dr/ FORMCHECKBOX 
Mr/ FORMCHECKBOX 
Mrs/ FORMCHECKBOX 
Mdm/ FORMCHECKBOX 
Miss)
	     

	Designation:
	     
	Email:
	     

	Organisation:
	     

	Address:
	     

	Tel:
	     
	Fax:
	     


[Part II. For Participating Organisation]
	1.
	Brief description of organisation’s business activities:
	     

	2.
	Industry classification:
	     

	3.
	Organisation website URL (if any):
	     

	4.
	Type of organisation: (Please tick the appropriate box):

	
	 FORMCHECKBOX 
 Local Ownership#
 FORMCHECKBOX 
 Foreign Ownership#
       FORMCHECKBOX 
 Government-Link Company

 FORMCHECKBOX 
 Statutory Board
 FORMCHECKBOX 
 Government Department/Ministry


# based on majority shareholdings


	
	Number of full-time staff in organisation:       and Number of full-time staff in department:      
Number of interns currently employed in department:      

	5.
	Projected number of Communication Studies students required:      


Visit Wee Kim Wee School of Communication and Information website for more info on course curriculum: 
http://www.wkwsci.ntu.edu.sg/programmes/CurrentStudents/Undergraduate/Academic/Courses/Pages/default.aspx
	6.
	We recommend that all participating organisations either interview students or shortlist them from applications to ensure a good fit. Interview period is scheduled at the organisation’s premises. Students will submit a cover letter and resume (inclusive of results) via NTU intranet system. If you require students to submit other documents or items please state here: ___________________________________________________________________________________________

	7.
	Allowance (CPF exempted):
	$
	     
	per month (recommended $1,000/mth)

	8.
	If transport is provided, please state pick-up points:
	     

	9.
	Remarks, if any:
	     

	10.
	Please declare by signing here that this is not a home-office/virtual office:
	



	Form 31

NANYANG TECHNOLOGICAL UNIVERSITY
Professional Internship Programme (PI)
7 January 2019 to 8 June 2019 (22 weeks)


It takes about 2 minutes to complete this form.  You need to have the supervisor’s contact information and the description of work for the interns. Please return completed form to Director, Career & Attachment Office, NTU, South Spine, SS3-B2-15, 50 Nanyang Avenue, Singapore 639798 or Fax 67937925 or email: pfeifferchung@ntu.edu.sg as early as possible or by 16 Jul 2018 (latest). 
	1. Please make copies of this form if you have more than one programme.

2. Students will be provided with this programme description when they select organisations for their internship.   

3. Upon successful placement, organisation supervisor will need to provide a detailed training programme.

	

	Note: The new curriculum encourages cross-division study will take effect from this internship.  Communication & Information students from the 5 different divisions are no longer restricted to do the internship related to their own specialisation.  For information, these are the 5 specialisations: 1) Advertising, 2) Broadcast and Cinema Studies, 3) Journalism, 4) Public Relations or 5) Communication Policy and Research.  Visit Wee Kim Wee School of Communication & Information website for more info on the course curriculum: http://www.wkwsci.ntu.edu.sg/programmes/CurrentStudents/Undergraduate/Academic/Courses/Pages/default.aspx
If you have specific job requirements, please indicate them clearly in the pre-requisites section provided in the form (below).  This will ensure that only students meeting your requirements apply to your programme.

	
	
	
	
	

	Total no. of students required for this programme:
	
	

	
	

	Programme Description/Work Scope:

	Please describe in details the work that students will be involved in during the 22-week attachment.   

	     

	     

	     

	     

	     

	     

	Pre-requisites (specific specialisation, if any, language skills, computer skills, etc.):

	     

	     

	     

	     

	If students are to be attached to branch or subsidiary, please state address of attachment.

	     

	Remarks, if any 

	     

	

	Organisation Supervisor for the above programme:
	  (To be completed by CAO, NTU)

	Name:  
	( FORMCHECKBOX 
Dr/ FORMCHECKBOX 
Mr/ FORMCHECKBOX 
Mrs/ FORMCHECKBOX 
Mdm/ FORMCHECKBOX 
Miss) 
     
	

	Designation:
	     
	
	  Orgn Code:                                                                   
	

	Email:
	     
	
	
	

	Telephone:
	     
	
	
	

	
	
	
	
	
	


For further queries, please contact Ms Pfeiffer Chung at 67905961 or email her to pfeifferchung@ntu.edu.sg.
	Reporting Instructions for CS Student

To: 
Director, Career & Attachment Office


                    

Nanyang Technological University







South Spine SS3-B2-15

50 Nanyang Avenue 

Singapore 639798

Fax: 6793 7925 or 6791 6178 

   ______________________________________________________________________________________

Professional Internship (PI)

7 January 2019 to 8 June 2019 (22 weeks)
Organisation Name

:

   
    
Reporting Address

:

(1st day of reporting)
     
     

Contact Person / Title

:

Telephone / Fax

:

     

Email Address

:

     
     
Reporting Officer / Title

(1st day of reporting)

:

Telephone
:

      
Date of Reporting

:

7 January 2019
Time of Reporting

:

     
Working Hours

:

From

From

     
To

     
( Monday -  Friday)

( Saturday, if applicable)

     
To

     
Allowance 

(CPF exempted)
:

$               (Recommended allowance of S$1,000 per month or more)
Dress Code

:

      

Special Instructions to students, if any

:

     
Completed by:

     
Date :

     
Name / Signature

:




Pgm Code:











