SCM Internship Q&A (14-15)

Q1. Where can student explore more information about internship programme in CityU?

Al. Student can explore more internship and career information from the CityU Career and Leadership Centre, SDS
(CLC) web site in here: http://wwwé.cityu.edu.hk/caio/city-u/page.asp ?id=89

and here: http://wwwé.cityu.edu.hk/caio/city-u/calendar.asp

Q2. How about internship opportunities?

A2. Students are encouraged to perform research and search for their favorite host and job. Beside, students are
welcome to participate in Career and Leadership Centre, SDS’ career and internship seminars to get internship
opportunities. Sometime, there are companies and organizations offer internship opportunities for the school. After
screening, the school will forward those offers to SCM students by email. Furthermore, student may apply for
CityU’s Campus Internship Scheme (CIS - Internship) as internship too. Beside, student could also apply for
non-credit bearing internship such as Work Experience Student in the industry, and Campus Work Scheme (CWS)

under CityU in here: http://wwwé.cityu.edu.hk/caio/ciscws/index.asp

Q3. What internship courses are offered by SCM?

A3. There are two internship courses offered by SCM, namely:

“SM4709 Internship and Practicum” and “SM4711 Industry Internship”.
http://www.cityu.edu.hk/uqg/201415/course/SM4709.htm
http.//www.cityu.edu.hk/ug/201415/course/SM4711.htm

For course application, a SCM Internship Pack is available for student to get more detail information including all
required application forms and templates for internship course application. Here are the download links:

SCM'’s Student-Bulletin http://www.scm.cityu.edu.hk/about-us/student-bullentin/

SCM Lab’s CommonShare W: \SM4709_Internship_and_Practicum\

SCM Lab’s CommonShare W: \SM4711_Industry_Internship\

Q4. Can student get credits from SCM internship programme?
A4. Yes, if student fulfil all of the following conditions, student can get 3 credits

i.  Student must fulfill the prerequisite - attend a Pre-internship Workshop offered by SCM or Career and
Leadership Centre, SDS (Student must provide prove of attendance). The schedule of Career and
Leadership Centre, SDS’ Pre-internship Workshop could be found in here:

http.//wwwé.cityu.edu.hk/caio/city-u/page.asp?id=4

ii. ~ Student’s internship application must fulfil the requirement of the syllabus of SM4709 or SM4711;

iii. Students have to complete the internship application and approval process before s/he could be
registered into the course. (Note: Student can NOT register internship course through AIMS. The
application and approval process must be processed though SCM internship coordinator.) The required
application and approval documents including:

0 SCM Internship Application Form
O One Page Resume
0 Internship Student Agreement
O Internship contract
(Templates are available inside the SCM Internship Pack)
iv. Of course, student must be perform well and get a pass grade at the end of the course.

If student’s application is classified as Work Experience Student in the industry, or Campus Work Scheme (CWS)
under CityU, it will be treated as non-credit bearing internship - no credit will be given.
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SCM Internship Q&A (14-15)

Q5. What is Pre-internship Briefing and Workshop?

A5. According to CityU’s policy, student MUST provide prove of attendance of the Pre-internship Workshop
conducted by SCM or Career and Leadership Centre, SDS in order to proceed to the SCM internship application and
approval process. Please stay tuned in SCM (announcement by email) or Career and Leadership Centre, SDS
seminars and workshops in here: http://wwwé.cityu.edu.hk/caio/city-u/calendar.asp

Once student has successfully got an offer from the host, s/he has to complete and submit a set of required
application and approval document to their internship coordinator for further evaluation and approval. (Please
study SCM Internship Pack) Once approved, student will be reqgistered into one of the internship courses.

(Note 1: The final course assignment — SM4709/SM4711 will be based on the job nature of the offer)
(Note 2: Student can NOT register internship course through AIM. The application and approval process must be
processed though SCM internship coordinator.)

The required application and approval documents including:

e SCM Internship Application Form
e  One Page Resume

e [nternship Student Agreement

e nternship contract

(Templates are available inside the SCM Internship Pack)

Q6. What is the required minimum and maximum duration of the internship?

A6. The minimum duration for “SM4709 Internship and Practicum” should not less than 4 weeks (1 month) or 150
work hours - full time/part-time. For “SMA4711 Industry Internship”, it should not less than 6 weeks (1.5 month)
or 225 work hours - full time/part-time.

Cap might be applied to University subsidy when the internship duration is more than 1.5 month. Maximum 6
quotas with University subsidy for internship exceeding 1.5 months in a first come first serve basis when the
application is approved by their internship coordinator and the school. (Please see “Q8. How about University
subsidy?” as shown on the following page)

For maximum duration, student is allowed to work more than 1.5 month. In general, all internship should be
completed within the summer term.

Student is possible to apply for internship out of summer term, within the cohort (including full year internship).
However, this type of internship will need to proceed with special treatment and get special approval from the
school in a case by case basis. One of the key elements for passing the approval process is the student’s academic
performance (CGPA) and nomination from tutor. If students wish to apply, they can approach any one of the
Internship coordinators who will communicate among themselves before granting approval.

Q7. What is the difference between SM4709 and SM4711?
A7. In additional to the difference in minimum required internship period, “SM4709 Internship and Practicum”
focuses on art/culture related jobs where “SMA4711 Industry Internship” facilitate the practical experience in

general media and creative industry.
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SCM Internship Q&A (14-15)

Q8. How about University subsidy?

A8. The following is the summary and condition of University subsidy

Location Duration Subsidy per Month
(Man Months) (HKS)
Hong Kong 1500

Mainland, Taiwan,

3,500
Asia (other than Japan, Korea & Singapore), Africa j 25;\:;207'3) 1/) ’
Asia (Japan, Korea & Singapore), Middle East & South America ’ 5,000
North America, Europe, Australia & New Zealand 6,500
Duration of Subsidy with Salary from Subsidy without Salary from
. Remarks
Internship Employer Employer
= 1.5 months Subsidy per month x actual Subsidy per month x actual
or less Internship duration Internship duration
Subsidy per month x actual “New
Subsidy per month x 1.5 months yp . . methodology
> 1.5 months . Internship duration* . .
(duration cap) (with limited quota) introduced in
q 2012/13

*To align with the University Guidelines, the above calculation models will be continued in 2013/14 internship
round with maximum 6 quotas with University subsidy for internship exceeding 1.5 months in a first come first
serve basis when the application is approved by internship coordinator. If students wish to apply for 1 of those 6
quotas of extended work duration, they can approach any one of the Internship coordinators who will communicate

among themselves before granting approval.

Q9. How about applying subsidy on a non-credit bearing basis?

A9. If the job nature is relevant to student’s study, student work in non-credit bearing internship such as Work
Experience Student in the industry, and Campus Work Scheme (CWS) under CityU, student is also eligible to apply
subsidy. Besides getting approval from the internship coordinator, students are required to complete all required
tasks as stated in the SCM Internship Pack, such as attending pre-internship workshop, company evaluation,
submit workplace supervisor report, student’s reflection report and presentation... etc.

Q10. How about payment?

A10. There is no formal element of payment to the student in the internship programme.
Any payment is at the discretion ([{\Jf2 &) of the hosting company or organization.
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SCM Internship Q&A (14-15)

Q10. Who are the internship coordinators in SCM and who should I get supervision from?
A10. Here is the list of SCM internship coordinators for 2014~2015 and their contacts (In alphabetic order — last
name):

Mr. CHAN Cheuk Wah Charles (552 ZE)
- Email: SMCWCHAN@cityu.edu.hk; Tel: 3442 2586; Room: M6064; Job field: Sound, Digital Audio, General
Media and Creative Industry

Mr. LEUNG, Hiu Ming, Eddie (2E#2HH)
- Email: EDDIE.LEUNG@cityu.edu.hk; Tel: 3442 5949; Room: M7072; Job field: Animation, Visual Effects &
Post-Production, General Media and Creative Industry

Mr. TAM, Chi Wai, Adam (5X2&)
— Email: CHIWTAM @cityu.edu.hk; Tel: 3442 6663, Room: M6073; Job field: Film, General Media and Creative
Industry

Mr. THUNG, Kin Tung, Dick ((5{E3H)

— Email: KTDTHUNG@cityu.edu.hk; Tel: 3442 2433; Room: M6018; Job field: Animation, General Media and
Creative Industry

Mr. YIM, Chun Pang (BZHRIE)
— Email: CPANGYIM@cityu.edu.hk; Tel: 3442 6022; Room: M7076; Job field: Games, General Media and
Creative Industry

Students are welcome to consult and choose any SCM internship coordinator as their supervisor. Ideally, it is more
preferable to consult a professional in your area of interest. However, like FYP supervision, if the quota of an
internship coordinator is over, or we found that assigning student to a coordinator with more appropriate expertise
would beneficial to student, then student will be assigned to their other choice.

For general administration, SCM students are welcome to contact our general office administration staffs:
Miss YEUNG Mei Lan Bonnie, Supervisory Executive Officer; Tel: 3442 7705; Email: BONNIE.YEUNG@cityu.edu.hk
and Miss CHAN Shu Wa Crystal, Clerical Officer II; Tel: 3442 6012; Email: SHUWCHAN @cityu.edu.hk

Q11. Now | know it better. | have interest to join and what should | do now?
All.
1. Explore more about internship from the Career and Leadership Centre, SDS web site from here:
*  http://wwwé.cityu.edu.hk/caio/city-u/page.asp ?id=4

2. Study how SCM conduct internship programme with the most updated SCM Internship Pack and SCM
Internship Q&A (This document) from here:

e SCM'’s Student-Bulletin http://www.scm.cityu.edu.hk/about-us/student-bullentin/
e SCM Lab’s CommonShare W: \SM4709_Internship_and_Practicum\
e SCM Lab’s CommonShare W: \SM4711_Industry_Internship\

3. Attend SCM Internship Briefing (Conducted at Orientation Week and within cohort) and Career and
Leadership Centre, SDS Pre-internship Workshop from here:
http://wwwé.cityu.edu.hk/caio/city-u/calendar.asp. If student has missed the SCM Pre-Internship Briefing,
no worry, just study the SCM Internship Pack, student will get all information from the pack. However,
student should not miss the Career and Leadership Centre, SDS’ Pre-Internship Workshop, because
student MUST provide prove of attendance of the Pre-internship Workshop conducted by Career and
Leadership Centre, SDS in order to apply for any CityU internship programme.

4. Consult a SCM internship coordinator and follow the step-by-step procedures written in the SCM
Internship Pack.

EndofQ&A
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