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SCM Internship Contract
School of Creative Media, City University of Hong Kong (2014-2015)

Please complete this contract, print out a hard copy, and have it signed by both student and the workplace supervisor. 
And then the student have to submit the signed hard copy and a soft copy in MS Word format to your internship coordinator with the “SCM Internship Programme Application” form and “Internship Student Agreement” on or before the soft deadline: 4th May 2015 (Monday); or hard deadline: 1st July 2015 (Wednesday) for the approval process. 
Once approved, student will be registered into the appropriate SCM internship course.
Student

	Name (in English)

	Name (in Chinese)

	Student ID

	Mobile Number


	Home Telephone Number


	Email Address

	Contact Address




Internship Coordinator (Student’s Internship Coordinator at CityU)
	Name


	Position

	Telephone Number

	Email Address



Internship Host Company / Organization

	Name of Host Company / Organization for Internship

	Contact Address



	Telephone Number


	Fax Number

	Field of Industry



Workplace Supervisor at the Host Company / Organization

	Name

	Position

	Telephone Number

	Email Address



	Position Offered to Student

	Duration of Internship

Number of Weeks:   
From:                                       to: 
	Payment (Per Month / Total)*

HK$

	Description of Work Nature of the Internship



Important Notes*

1. There is no formal element of payment to the student in this internship. Any payment is at the discretion of the Host Company or Organization.
2. The student has to arrange at least one on-site visit to let her/his internship coordinator to have a meeting with both the student and the workplace supervisor on site. It is best to be in the middle of the internship. The student has to confirm the date and time with all parties one week before the visit.
3. The workplace supervisor is required to completed a “Workplace Supervisor’s Report Form” and send it DIRECTLY to the internship coordinator one week after the completion of the internship (at or before the end of August 2015).

4. The student work required for assessment includes a presentation and submission of an Internship Reflection Report with Work Experience Log and Samples of Work Undertaken (Note: Need to be approved by the workplace supervisor). All materials have to be completed and submitted to the internship coordinator one week after the completion of the internship. The presentation will be conducted around Week 1 to 2 of Semester A in September.
	Student’s Signature:

	Date:


	Workplace Supervisor’s Signature:

	Date:


	CityU SCM Internship Coordinator’s Signature:
	Date:
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