Taiwan-Paraguay Polytechnic University
Industrial Management Department Internship Application Procedure
during 8th Semester

1. Qualification (Student)
[bookmark: _Hlk132364351]（1）The student who is in the 8th semester in Taiwan-Paraguay Polytechnic University is eligible for having the internship. The application needs to be submitted during 5-7th semester with a student identity in NTUST. The number will be limited to six applicants in order of submissions. 
（2）Applicant should find advisor also submit the Internship Application form (as appendix 1)with a letter of consent from the internship institution (as appendix 2)as well the official transcript in 5th and 6th semester two months before beginning the internship(the deadline will be around the end of March) to IM office. 
2. Qualification (Institution)：
Student should search the internship institution and vacancy which is related to IM concentrations on his/her own. The department will negotiate the contract signing. The qualification of institution shall meet one of the 3 requirements as bellows：
（1）Listed Company.
（2）Non-listed Company shall be evaluated as well recommended by the advisor.
（3）Micro-enterprises, the student who hold shares and is one of the owners, is going to be dealt with special case of evaluation.
The institution is required to offer “The Based Information form of Internship Institution” (as appendix 3) if it has not signed the contract with IM before. The contract negotiation will be initiated once the conference admits the qualification (both applicants and institution).
3. Contract signing：
The office will negotiate the contract either in Mandarin or English「台科大校外實習合約書_非僱傭關係版TEEP」(as appendix 4,5) with the institution.
4. Internship advisor：
Each student will under the supervision of their advisor.
During the internship, advisor is required to provide interns with professional guidance, coordination, and communication services through phone or practical visitation irregularly. 
5. Internship certificate：
Once the internship finished, the Institution should issue “Internship Certificate” for the interns
on request. (as appendix 6). 
6. Internship certificate：
Students will no longer have student identity in their 8th semester. OIA will be in charge of applying for extension of visa (6 months) based on the signed TEEP contract for interns. There is no requirement to apply for working permit since it does not have Employers-employee Relations.

The Procedure of Applying the Internship in IM department Taiwan-Paraguay Polytechnic University during 8th Semester.

The ApplicationRequired Documents:
1. Taiwan Tech Off-campus Work as Interns Application form (appendix 1)
2. A letter of consent from the internship institution (appendix 2)
3.Officail transcript in 5th and 6th semester

should be submitted in advance
The internship application canceled

Failed
Failed
The internship application canceled
Passed
Passed


Appendix 1

國立臺灣科技大學專業成長實習申請表
Taiwan Tech Off-campus Work as Interns Application form

	系所
Department
	
	學號/居留證號碼
Student ID /ARC No.
	

	學生姓名
Full Name
	
	學生連絡電話
Contact phone No.
	

	學生email
	

	實習期間
Period of Internship
	1.     年    月    日 至        年    月     日
2.     年    月    日 至        年    月     日
The period shall be valid from YYYY/MM/DD to YYYY/MM/DD

	實習機構Internship Institution
	
	負責人
Institution
Representative
	

	實習機構
連絡人
Institution Contact
	
	實習機構
聯絡電話
Institution Phone No.
	

	實習地點
Venue/Working place
	

	實習內容
Internship content
	




                                學生簽名：
                                Signature of Student:

※表格如不敷使用，請自行增列。
※If the space provided is insufficient, you can attach a separate page for additional 
information.

	申請結果
Application result
	□同意實習Approval　　　　□不同意實習Disapproval

	實習輔導教師或導師簽章
	Signature of Advisor

	單位主管簽章
	Signature of the Department chair



Appendix 2[image: ]

廠商實習電子書面同意函(範例)
[image: ]廠商來信
(同學姓名)
系所實習承辦人


A Letter of Consent (Example)
Subject：The internship confirmation
I am here to present the (Name of institution) has agreed to hire (Name of applicant) as intern from xxx to xxx (The period of internship).
The position is about to xxxx, the working time will be xx hours a week approximately, total for xx hours.

The signature by HR or Representative




國立臺灣科技大學Appendix 3

實習機構基本資料表
The Based Information form of Internship Institution
      本表若不敷使用請自行延伸
	公司名稱
	

	負責人
	
	統一編號
	

	聯絡人
	
	職稱
	

	聯絡電話
	
	傳真
	

	公司地址
	

	E-mail
	

	公司簡介
	

	年營業額
	
	員工人數
	

	休假/補休方式
	

	其他說明
	

	暑期實習期間：    年    月   日至   年   月   日止

	實習系別
	工作項目及條件
(請詳填工作內容)
	名額
	工資/獎助學金
(請詳填薪資)
	需求條件/備註
(請詳填實習地點及需求條件)
	總實習時數/人

	工業管理系
	
	
	
	
	

	學期實習期間：    年    月    日至     年   月    日止 

	實習系別
	工作項目及條件
(請詳填工作內容)
	名額
	工資/獎助學金
(請詳填薪資)
	需求條件/備註
(請詳填實習地點及需求條件)
	總實習時數/人

	
	
	
	
	
	


以下問題請填寫
1. 貴公司履歷收件截止日及收件人E-mail?
(應徵者除繳交履歷表，尚需繳交何文件?公司是否有制式表格?)
2. 面試通知日? (請提供期間，以利告知學生)
3. 錄取公告日?
4. 是否有限制大學部或研究所及其年級? (例如大三或大四?)
5. 貴公司是否有上市/上櫃?如有請提供代號或簡稱。
6. 貴公司是否有相關ISO認證或政府得獎紀錄等?
Appendix 4[image: ]
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[bookmark: _Hlk132364800]
 Internship Certificate in Industrial Management DepartmentAppendix 6

Taiwan-Paraguay Polytechnic University

	Full name
	
	Date of birth
	

	ARC NO.
	

	Dept.
	

	Position
	

	Period of Internship
	    YYY   MM    DD to    YYY   MM    DD 
(   hours/one month)
    YYY   MM    DD to    YYY   MM    DD 
(   hours/one month)
Total for      hours

	Note:
	

	
Name of Internship Institution:

Address of Internship Institution:

Institution Representative:




This certificate will not be admitted without the formal stamp from the Institution.

中華民國        年(YYYY)       月(MM)      日(DD)




Students search the internship institution on their own or the company contacts to the Dep actively.
(the information will be uploaded to  the website) 


Dep. contacts with the internship institution 


The institution offers "The Based Information form of Internship Institution" for reviewing(once it has not cooperated with the Dep. before)


Contract negotiating


Sign contract with OIA


The conference reviews application 
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附件 1  
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Original Message

Fro

: Yenjou.Lee <Yenjou.Lee@advantech.com.tw>
Sent: Wednesday, September 14, 2022 8:59 AM

To: im_sam@mail.ntust.edu.tw

Subject: RE: ENATEH-EY LMD

Dear Sam,
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Yenjou Lee (Lily Lee) | COE HRBP | Advantech Co., LTD.
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111 學年度 國立臺灣科技大學 優秀外國青年來台蹲點計畫 (TEEP) 校外實習合約書   ( 非僱傭關係版本 )     ( 合作機構 )              （以下簡稱甲方）   立合約書人               共同辦理校外實習教育事宜   ( 計畫主持人 )                        （以下簡稱乙方）   依「專科以上學校產學合作實施辦法」規定，採一般型校外實習，甲方與乙方學生為單純學習 訓練關係 ( 不具僱傭關係 ) ，經雙方協議訂定條款如下：   一、甲方之職責：   （一）   參與校外實習課程規劃，並依學生個別實習計畫提供學生相關實務訓練，安排實習   單位分配、實習時段以進行各種實務技能訓練培育人才。   （二）   負責學生實習前之安全講習、實習場所安全防護設備之配置及相關職業安全衛生措 施之規 劃。   （三）   接受乙方定期實地訪視，並與乙方指派之專責輔導教師共同負責輔導學生，及參與 實習成 績考核。   二、乙方之職責：   （一） 依專科以上學校產學合作實施辦法第   6   條成立各級校外實習委員會，並負責校外實   習機制相關任務事項。   （二）依系科發展及專業核心能力妥善規劃校外實習課程，並於實習前為學生訂定「學生 個別實習計畫」。   （三）乙方負責進行甲方實習機構場所環境安全性及實習權益之評估。   （四）乙方應指派實習輔導老師，定期赴甲方進行實地訪視及輔導，瞭解學生學習適應狀 況及甲方依實習合約執行之情形，並與甲方共同輔導學生。   三、實習期間： 自民國   年   月   日起至民國   年   月   日 。 四、實習場所：   （一） 實習地點：            ( 地址：                                                              )   （二）甲方非經乙方及學生同意，不得任意調動實習地點。   五、 每日實習時間 ：甲乙方應考量實務訓練所需及維護個人身心健康，安排每日實習時 間不   得超過八小時，每週實習時間，不得超過四十小時，且不得於午後十時至翌晨六時之時   間內進行 ( 但學校辦理校外實習屬各類專門職業及技術人員考試所訂應考資格條件，不在 此限 ) ：自      ：      起，至      ：      止，計      小時。   六、實習給付及相關福利事項： 甲方應依下列約定事項辦理：   （一）實習給付： □ 無   □ 獎學金 / □ 實習津 貼，每月   元。甲方提供之實習給付應全   額予學生，並以金融機構轉存方式直接匯入學生帳戶。   （二）福利：   1.   宿舍： □ 無   □ 免費提供   □ 付費提供，每月   元。   2.   伙食： □ 無   □ 免費提供   □ 付費提供，每餐   元。   3.   交通車 / 交通津貼： □ 無   □ 免費提供   □ 付費提供，每月   元   □ 交通津貼，每月   元。   4.   其他公司福利：   （三）休息時間及請假規定：由甲乙雙方協議，依學生個別實習計畫安排及配合實習場域 實務訓練所需，議定合理的休息時間及請假規定。  
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七、 保險： 乙方學生於實習期間，乙方應為學生 投保 國泰商業意外保險 ，並支付保險費。 八、實習不適應之輔導轉換方式：   實習生於實習期間不適應，應由雙方共同輔導，如經乙方評估或實習生反映仍不適應，   應由乙方提出終止合約，並安排實習生轉銜至其他實習機構或修習其他替代課程。   九、實習爭議協調及處理方式：   （一） 雙方應約 定 爭議處理協調之單位 國立臺灣科技大學國際事務處   。 ( 可約定由校外實習 委員會或校內單位處理 )   （二） 爭議處理過程，應邀集相關人員參與，必要時得邀集勞動相關法律專家學者與會。   十、實習成績評核及實習證明發給：   甲、乙雙方應依學生實習計畫或實習課程規劃所定標準，   就學生實習表現及實習報告 內容共同評核實習成績，經評核成績合格者授予學分，並得視實際需要發給書面實習證 明。   十一、契約生效、終止及解除：   （一）本契約書自簽署完成之日起生效。   （二）雙方應約 定 契約終止及解除條件；如甲方嚴重損害學生權益，乙方得要求終止或解 除合約，並依法向甲方提出損害賠償。   十二、甲乙雙方就本契約有爭執，並進行司法救濟，雙方合意以臺灣 台北 地方法院為第一審 管轄法院。   十三、本契約未盡事宜，依專科以上學校產學合作實施辦法等相關規定辦理。 十四、本合約書一式二份，甲、乙雙方各執乙份存照。     立合約書人   甲   方：   負責人：   地   址：   統一編號：     乙   方：   計畫主持人：   地   址： 台北市 大安區 基隆路四段 43 號       中華民國   年   月   日  
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   Ta iwan Experience Education Program (TEEP)   of Taiwan Tech  Off - Campus  Internship  Agreement   for the Academic Year of _______    ( Non - Employment Version)     This Agreement is entered into by and between the following parties   with  respect to  their joint handling of matters in connection with off - campus  internship and education :      ( Co llaborating   entity   )   _______________     ( hereinafter, “ Party A )     ( Host Professor )   __________ __   (hereinafter, “ Party B ”)     In accordance with the "Regulations for the Implementation of Industr y - University Cooperation in Colleges and Universities", the general type of off - campus internship is adopted, and the relationship between Party A and Party B  students is purely one of learning and training (no employment relationship),  and the following t erms have been agreed upon by both parties.   1.  Duties and  responsibilities of  Party A :   ( 1 )   Participate in the planning of the  off - campus  internship program   and ,  based on the individual internship plans of  each   (of the)  student ( s ) ,  provide the  student ( s )   with  relevant practical training . A rrange  assignments to  different departments   and  the  working  schedule for the  intern(s)  to   conduct  training in various practical skills .   ( 2 )   Be responsible for the student ( s ) ’ pre - internship  safety  training,   deployment and configuration of safety  equipment at the  internship venue ,  and  the planning of relevant vocational safety and health measures.    ( 3 )  Receive regular  on - site visits   by  internship counselors   assigned by Party B  to understand  the students’ adaptation process and situation ,  and Party A's  implementation of the internship contract . The internship counselor and  Party A are jointly responsible for  counsel ling and guiding   the  student   interns.  .    2. Duties and responsibi lities of Party  B :    ( 1 )   Establish  an  off - campus internship committee ( s )   at the relevant level ( s )   in  accordance with Article 6 of the  Regulations  for the Implementation of  Industry - Academic Cooperation at Institutions of Higher Education   and  be  responsible for  tasks related to  off - campus   internship   mechanisms.    ( 2 )   Properly plan  the  off - campus internship program based on department al  development and professional core competencies   and formulate an 
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Individual Student Internship Plan for the student  before the internship.    ( 3 )   Party B   is responsible for assess ing   the  safety of the work environment of  Party A   as  internship - providing   entity ,  and the rights  and interests in  connection with the  internship .   ( 4 )   Party B   shall assign  internship   counselors   to make regular site visits  and  conduct  counseling   at  Party A   to   gain an understanding of how the  student ( s )   are   adapting to the internship  and of Party A’s  implementation   of the internship agreement . The internship counselor and Party A are  jointly responsible for  counsel ling and guiding   the  student   interns.     3.  I nternship   period:  from  __________   ( dd/mm/yyyy)  to __ ___ ___ __  (dd/mm/yyyy)   4.  I nternship  location :    ( 1 )   A ddress:  _____ Co.  __F l. , No.,  _____Rd./St. _____ Dist. _____ County/City    ( 2 )   Party A   may not change the  location of the internship without having  obtained the consent of  Party B   and the student ( s ) .    5.  Daily internship hours :     Daily internship  hours : Party A and B should consider the practical training  needs and the maintenance of personal physical and menta l health .   The  internship shall not exceed eight hours per day and forty hours per week,  and shall not be conducted between 10:00 p.m. and 6:00 a.m. of the  following day.   From ______(   hr/min )  to ___(   hr/min ) ,    the    working hours are    ___ hours   per  day .    6.  Internship remuneration and related welfare matters:  Party A shall handle  remuneration - related matters in accordance with the agreement.   (1)   Internship remuneration:  □   None  □   Scholarship/  □   Internship  allowance, _____NTD per month.   The internship remuneration provided by Party A shall be fully paid to the  student and remitted directly to the student's bank account by way of  transfer from a financial institution   ( 2 )   Benefits   1.  Dormitory accommodation:  □ None        □ Provided free of charge     □ Provided  at a charge of  TWD____ per month.   2.  Mea l s:   □ None   □ Provided free of charge  □ Provided  at a charge  of  TWD____ per meal.   3.  T ransportation provided   /   transportation subsidy :  □ None   □ Provided  free of charge   □ Provided at a charge of  TWD ____ per month   □ Transportation allowance of TWD ____ per month.  
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4.  Other benefits:    ( 3 )   Break time and leave regulations: Both parties will agree on reasonable  break time s   and leave regulations in accordance with the student's  individual internship schedule and the practical training needs of the  internship site .   7.  Insurance :   During the internship period, Party B shall insure the students  through the  Cathay   accident insura nce scheme ,  and pay the insurance  premium.     8.  Counseling and  transfer  in  case of problems :    If   an   intern   does not adapt well during the  internship   period, the parties shall  jointly provide  counseling . If  according to  Party B ’s evaluation  or the  intern ’s  own assessment , the   intern continues to  be unable to adapt,   Party B shall  call  for   termination of the agreement, and  arrangements shall be made for the  intern to transfer to another  internship  entity  or  enroll in  an  study  program as  an  alternative .      9.  I nternship   dispute resolution and handling:     ( 1 )   The parties agree that the following   body   shall coordinate the resolution of  disputes :  _ Office of International Affairs, Taiwan Tech   ( The parties may  agree  for disputes to be handled by  an  off - campus internship   committee  or  an on - campus unit . )   ( 2 )   Relevant personnel shall be invited to participate in the dispute - handling  process.  If   necessary,  labor - related legal experts and scholars  may  be  invited to attend  meeting s .    10.  I nternship   performance assessment and issuance of  internship   certificate s :   Both parties shall jointly evaluate the student's internship  performance and the content of the internship report according to the  standards set by the student's internship plan or internship  program   plan,  and award credit s   to those who pass the evaluation   and issue a written  certificate of internship as needed.   11.  Effectiveness, termination, and rescission of the Agreemen t:     ( 1 )   This Agreement will take effect from the date it is signed.    ( 2 )   The parties shall stipulate the conditions for  termination and rescission  of th is   Agreemen t.   If Party A seriously  injures  rights or interests of  a  student,  Party B may demand the termination or rescission of the  Agreement, and  may duly claim damages from Party A.    12.  In the event any dispute arises be tween Parties A and B out of or in   connection with this Agreement, and judicial relief is pursued, the Parties  mutually agree to the venue and jurisdiction of the Taiwan  Taipei  District   


