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[bookmark: _Toc497739367]Chapter  1. General Provisions

§ 1
1. Regulations of internships, hereinafter referred to as the "Internship Regulations", for students of the International University of Logistics and Transport in Wroclaw (the IULT), hereinafter referred to as the "University", are in accordance with the following legal acts:
1) the Act of 20 July 2018 Law on Higher Education (i.e. Journal of Laws of 2021, No. 478 with subsequent amendments);
2) Regulation of the Ministry of Science and Higher Education of 27 September 2018 on studies (i.e., Journal of Laws of 2021, item 661);
3)  Statute of the International University of Logistics and Transport in Wroclaw 
4)  Regulations of studies at the International University of Logistics and Transport in Wroclaw.
§ 2
1. Internship is the acquisition of practical skills necessary to perform tasks at the workplace by a person of the student status, who implements the internship program specified for the field of study.
2. The results of learning during training implemented by students, are primarily to deepen theoretical knowledge and develop skills acquired during studies and to shape appropriate social attitudes of a student in the conditions of work. Detailed outcomes of learning during internship are presented in the Internship Program of a given field of study (Attachment 1).
3. Internships are an integral part of the study program and are implemented in the curriculum defined in the study plan, on the basis of which, according to the ECTS system, credits are assigned. ECTS credits are assigned once in the last semester of studies. During the course of studies, the lack of assigned points in the subsequent semesters of the studies does not result in a deficit of ECTS points.
4. An internship may be carried out once or in stages in different institutions, but the duration of one stage cannot be shorter than 240 hours. This provision does not apply to crediting the internship on the basis of the professional experience gained during the studies.
5. Internships should be credited during the course of studies, so that they not interfere with the teaching hours. For this reason, it is particularly advisable to implement internship during the holidays, as specified in the schedule of the academic year.
6. Crediting of an internship takes place after their termination, no later than after completing the last semester. Internships are not subject to credit, but failing to credit them will have the same effect as failing any other subject.
7. Taking part in an internship does not absolve a student from participation in classes in other subjects covered by the curriculum
8. Internships can be realized in the country of study and abroad.
9. Students are required to complete internships in accordance with the Internship Program, which is developed for a given field of study and includes:
1) general rules of internship;
2) the results of learning during internships;
3) place or realizing an internship;
4) student's tasks during an internship.
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Chapter 2. Organization and Crediting of Internships

§ 3
1. The following possibilities of internship organization are planned, within which a student:
1) uses internship offers available at the University (organized path);
2) independently searches for a workplace, which accepts a student for an internship (individual path)
3) completes the internship as part of the course of studies in accordance with the Regulations of Education in the Dual System at the International University of Logistics and Transport in Wroclaw. 
2. Internships can be credited without necessity of completing it, if a student presents the proof of vocational experience, business activity or other forms of organized activities - also abroad - that correspond to internship for a given field of study and last no shorter – for one professional activity - than internship
§ 4
1. Internship within an organized path and as part of an internship referred to in § 3 point 2, items 1 and 3, is implemented on the basis of a trilateral agreement on internship procedure.
2. A trilateral agreement on the internship procedure is concluded between the International University of Logistics and Transport in Wroclaw, represented by the Rector or an authorized university employee, the Accepting Work Placement Unit, and an IULT student (Attachment 2).
3. The procedure and implementation of an internship within an organized path requires compliance with the following procedure
1) student's willingness to undergo an internship in the Work Establishment selected from among the internship offers available at the Career Services Office;
2) sending a request to the Rector's Representative for Internships for consent to perform an internship at the Work Establishment chosen by a student (Attachment no 7) and receiving such a consent;
3) preparation of a trilateral agreement for the internship organization (Attachment no 2);
4) collecting of a referral letter to an internship (if required by the Work Establishment) by a student, and submitting it to the Rector's Representative for internship for signature (Attachment No. 4);
5) submitting to the Rector's Representative for Internships, signed by a student and the Work Establishment, three copies of the agreement of the internship;
6) signing a contract for an internship;
7) student's insurance for accident and civil liability for the duration of internship;
8) completing the internship;
9) preparing the Internship Report (Attachment No. 5) – only in printed version;
10) submitting to the Rector's Representative for Internships Reports on internship, and Certificates on the completion of student internship (Attachment No. 6);
4. Crediting internship carried out in the mode organized by the Rector's Representative for Internships takes place on the basis of correctly prepared Report and Certificate, as referred to in paragraph 3, points 9 and 10, as well as documents mentioned in section 3, points 2 and 3.
5. The work of a student performing an internship for the Work Establishment is not remunerated, subject to paragraph 6.
6. In the event that the Work Establishment decides there is a possibility for a student to receive remuneration for work performed during an internship, the relevant agreement is concluded between the Human resources Department and a student, without the mediation of the University.
§ 5
1. Internship within the individual path referred to in § 3, point 2, item 2, is implemented on the basis of bilateral agreement on internship
2. Bilateral agreement on internship is concluded between the Human resources Department and a student, without the mediation of the University (Attachment No 3).
3. Organization and realization of the internship, within the individual path, requires the following procedure:
1) request to the Rector’s Representative for Internships to give the permission for completing the internship in the Work Establishment chosen by a student (Attachment No 7);
2) permission for having the internship in the Work Establishment chosen by a student
3) preparation of an agreement on internship organization, as specified in section 2;
4) collecting of a referral letter to an internship (if required by the Work Establishment) by a student, and submitting it to the Rector's Representative for Internships for signature (Attachment No. 4). It refers only to Work Establishments with whom the University has signed a cooperation agreement;
5) submitting to the Rector's Representative for Internships one copy of the Contract referred to is section 3, point 3, by the student and the Work Establishment; 
6) student's insurance for accident and civil liability for the duration of internships;
7) completion of an internship;
8) preparation an Internship Report (Attachment No. 5 – only in printed version);
9) submitting to the Rector's Representative for Internships Reports on internship, and Certificates on the completion of the student internship (Attachment No. 6)
10) crediting the internship by the Rector’s Representative for Internships on the basis of correctly prepared Report and Certificate, as referred to in the points 8- 9, as well as the documents mentioned in section 3, points 1 and 5.
4. Students independently search for and chose places for their internship in companies and institutions, whose professional activity is close to their field of study and makes it possible to realise the internship program.
5. Rector’s Representative for Internships consents that a student completes an internship in the Work Establishment chosen by him/her, if the nature of its activity is consistent with the field of study.
6. The consent, as referred to in the section 5, is taken on the basis of the student's request, as referred to in the section 3 point 1. The request should include data on the nature of the Work Establishment and contact details of the person authorized by the Work Establishment to make decisions regarding an internship.
§ 6

Crediting internship by students studying in the dual system, as referred to in the §3, section 1, point 3 requires submitting: 
1) to the Dean's Representative for studies in dual system an internship register and a set of positive semester opinions, and a final opinion, on the dates specified in the Regulations of Dual studies at the IULT in Wroclaw
2) to the Rector’s Representative for Internships, application of crediting internship in association with the internship in the framework of studies in dual system (Attachment No 8).
§ 7
1. Crediting an internship on the basis of professional experience gained during the studies, as referred to in §3 section 2, requires the following procedure:
1) submitting to the Rector’s Representative for Internships an application of giving the consent of crediting an internship on the basis of professional experience (Attachment No 9);
2) obtaining consent of crediting internship on the basis of professional experience.
2. To the application, as referred to in the section 1 point 1, a student submits two Attachments, depending on the form of employment:
1) Certificate, according to the case:
a) from the Work Establishment, confirming employment and its duration time; 
b) confirming the implementation of a civil-legal contract and the time of its realization; 
c) confirming completion of an internship done as a part of professional activity, being in line with the field of studies; 
d) from the Central Register and Information on Business Activity, confirming the fact of conducting business activity, along with a current date
e) from the National Court Register, confirming the fact of conducting business activity, along with a current date,
f) other register, if the unit is not entered into CEIDG, or KRS
2) Report from an internship (Attachment No 5 – only in printed version).
3) Completion of the professional internship on the basis of the professional experience gained during the studies by the Rector's Representative for Internships is based on a properly prepared Report referred to in section 2 point 2, one of the documents referred to in section 2 point 1, and the application mentioned in in paragraph 1.
 8
1. The Rector of the University is the supervisor of internships
2. The organization and the course of the internship are managed by the Rector’s Representative for Internships. 
3. The tasks of the Rector’s Representative for Internships are as follows:
1) cooperation with students in the field of setting deadlines and methods of internship implementation;
2) cooperation with the Career Services Office in the field of acquiring places for internship in the institutions which express the readiness to accept a student for internship, or where a student was directed to internship by the University;
3) cooperation with the Dean's office in the field of crediting internships;
4) crediting an internship to students on the basis of submitted internship documentation.
5) introducing information on the internship completion in the IT system;
6) preparing reports on the internship run and completion, according to the needs.

4. A student arranges the formal matters, related to organization of internship, in the Career Services Office. The Career Services Office main duties are as follows:
1) active search for new partners, willing to accept the University students for internship; 
2) cooperation with institutions that are willing to accept a student for internship or for which a student was referred to for internship by the University;
3) presenting students with internship sites; 
4) presenting it to the Rector or the person authorized by him or her, agreements and / or agreements with entities receiving the University students for internship;
5) preparing for the University authorities reports related to organization of internships, according to the needs.
5. Work Establishment accepting a student for an internship (only in line with 3, point 1.1) concludes a contract with the University and undertakes to organize it, according to the contractual arrangements and the Internship Program set out by the University
6. Work Establishment may sign a bilateral agreement with a student, without involving the University, on a different contract template than the one presented in the Attachment No. 3, on condition it stays in line with the conditions set in the Regulations for Internships at the IULT. 
7. The University does not cover the costs incurred by students and Workplaces associated with the implementation of internship.
8. The Faculty Dean can immediately withdraw a student from an internship if he/she receives from the Work Establishment written information about a student's gross violation of order or non-compliance with the rules of professional secrecy, data confidentiality protection in the field defined by the Work Establishment.
9. For the conduct that infringes student's dignity and violates the provisions of the Work Establishment during internship, a student bears disciplinary responsibility at the University, according to the regulations specified in the University Study Regulations and Work Establishment - according to the regulations in force in this establishment.
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1. The Rector’s Representative for Internships exercises direct control over the course of internships. Internship control aims to provide knowledge about internship conditions, internship and the guidelines included in the Internship program and indication of any errors or negligence, in order to remove them and improve the internship process.
2. Internship control consists mainly of:
1) the analysis of documentation provided by students;
2) contact by phone with the Work Establishment and with a student; 
3) visits to the Work Establishment. 
 10
1. Before staring an internship, a student is obliged to:
1) become familiar with the regulations of internship, in particular with the organizational and regulatory rules and the internship mode, their goal, the Internship program;
2) obtain documents that are necessary to complete and credit internship within an organized or individual path - documents are available at the Career Services Office, and in the electronic system for student service;
3) Insure individually, in the field of liability and accident insurance for the duration of the internship.
2. During the internship a student is obliged to:
1) present himself or herself at the place of an internship within the prescribed period;
2) present the proof of being insured in the field of liability and accident insurance for the duration of internship
3) become familiar with the organizational regulations in the place where an internship takes place;
4) realize tasks and duties in accordance with the Internship Program, for a given field of study;
5) perform the orders of the designated guardian and superiors in the place of internship;
6) adhere to the mode and order of work adopted in the place of internship and the applicable regulations on the protection of classified information, as well as the provisions on safety and hygiene at work;
7) inform the Internship Company Supervisor about the reasons of his or her absence 
3. A student who is in the course of an internship is obliged to prepare a report which should be confirmed by the Company Internship Supervisor (Attachment No 5 – only in printed version). The aim of the report it to verify whether an internship, performed and completed by a student, is coherent with the Internship Program. 
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1.  The prerequisite to credit an internship is to achieve the outcomes of learning specified for internship, included in the Internship Program, and the submission of documentation by the student, appropriate for the internship path to be pursued, as referred to in the § 4 - 7
2. The basis of crediting internship are as follows:
1) for crediting within the frame of individual and organized path, it is the Certificate of completion of the student internship, along with a Report;
2) for crediting as an internship, within the frame of dual system of studies, it is the Request, as referred to in the §6, section 1, point 2;
3) on the basis of professional experience, it is the request, as referred to in the § 7, section 1, along with Attachments, referred to in the § 7, section 2, and the crediting of the internship results from the coherence of the Internship Program with information in the Attachments referred  in the  §7, section 2.
3. Documents, as referred to in the section 2, shall be transferred to the Rector’s Representative for Internships. 
4. Certificate of completion the student internship, and Report from the internship filled in in an incorrect way (for example with no seals, signatures, dates or with inconsistent dates) cannot be the basis of crediting internship. 
5. Request of crediting internship, performed and completed as an internship within the frame of dual system of studies, filled in in an incorrect way, cannot be the basis of crediting the internship. 
6. Request of crediting internship on the basis of professional experience filled in in an incorrect way and/or without Attachments as referred to in the § 7, section 2 and/or with Attachments filled in in an incorrect way, cannot be the basis of crediting internship. 
7. In the situations referred to in the sections 4 to 6, a student is obliged to correct the documents and/or fill in the missing information in the documentation provided, in the dates resulting from the entry in 2, point 6. 
8. The Rector’s Representative for Internships confirms crediting the internship by his/her signature on the circulation card provided by the student before the end of the last semester of studies. 
9. Failure of crediting the internship results in not being admitted for the diploma exam.
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1. In matters not regulated in this Regulation, the decisions of on the internship are taken by the Rector’s Representative for Internships.
2. The Rector's Representative for Student Internships, in exceptional, justified situations, may decide to omit the provisions of these Regulations, in particular if the facts prevent the internship from being credited in the manner provided for in the Regulations, and these activities will be undertaken for the benefit of the student.
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The regulations on the internship enter into force on the day when the Rector’s ordinance has been signed.
§ 14
The International University of Logistics and Transport in Wroclaw reserves the right to change these Regulations, in case there are changes in external conditions, in particular regulations governing the implementation of the student internship, and when these changes are beneficial for parties, as defined in the Regulations.
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[bookmark: _Toc497739372]Field of study: CIVIL ENGINEERING

GENERAL RULES OF INTERNSHIP
1. Internship is the integral part of the study curriculum. Information about the internships, that the student completed, is included in the diploma supplement, attached to the diploma.
2. Internship in the field of study of the civil engineering takes place in the dates and in the number of hours defined in the university curriculum, for a given field, form, and a profile of study. 
3. The daily and weekly number of hours of internship can be adapted to the internal arrangements or possibilities of the work establishment, but in total it must be equal to the size specified in the plan of study. 
4. Internship can be carried out in institutions with an entire working mode, however, work time cannot exceed 8 hours a day and on average 40 hours in a five-week work schedule.

LEARNING OUTCOMES DEFINED FOR INTERNSHIP
The learning outcomes can be listed as follows:
· getting a student acquainted with the specificity of the professional environment and the rules of functioning of construction companies operating in economic conditions;
· getting acquainted with the organizational structure, and safety and health standards, and work rules in a given construction company; 
· understanding of the rules of functioning and organization of construction sites and range of duties, depending on positions (site manager, foreman, master) 
· getting to know the procedure of transfer of the construction site, acceptance of works, familiarization with practical aspects of issues presented in the course of study
· gaining basic experience in the operation of buildings and technical systems used in construction;
· raising, on the basis of contacts with the enterprise's engineering environment, competence, knowledge and skills in at least two areas: design of building elements or objects; preparation of construction processes implementation; organization and management of construction and assembly works; 
· developing skills in identifying technical problems in a plant, describing them and presenting the solution concept
· shaping skills in solving engineering tasks in the field of construction activity of a plant;
· skills development in the preparation of information with the design of building elements or objects; organization and management of construction and assembly works and transfer it on to other employees.
Additionally:
1. verification of theoretical knowledge in practice, consisting in shaping the ability to apply theoretical knowledge acquired during the course of studies in the practical functioning of the institution / construction unit;
1. checking own skills and assessing the possibilities of adapting to the needs of the labour market;
1. shaping proper attitudes, in accordance with the field of study and major;
1. understanding the necessity of constant education and implementing it into the process of assessment and improvement of own work;
1. using the experience gained during vocational construction training in carrying out internship constituting the basis for applying for building qualifications, necessary for performing independent technical functions in constructions.

WORK ESTABLISHMENT OF THE INTERNSHIP COMPLETION
1. construction and design offices, contracting companies, research institutions and research and development centres,
1. roads and bridges management companies, 
1. urban road and communication facilities,
1. municipal transport companies,
1. road districts, voivodship and poviat road boards,
1. railway infrastructure companies
1. PKP PLK S.A. investment branches,
1. railway and engineering companies, 
1. and other enterprises related to the field of study. 

STUDENT'S TASKS DURING AN INTERNSHIP
1. Before internship a student should:
1. become familiar with the organizational and regulatory rules and the internship course, their purpose, and with the basic labour law provisions;
1. obtain the documents that are necessary to complete and pass internship, available at the Career Office and in an on-line system for student service;
1. insure individually himself or herself against accidents and from civil liability.
2. During an internship student is obliged to:
1. be at the place of internship within the prescribed time;
1. with the Internship Company Supervisor, establish the rules of its course;
1. become familiar with the organizational rules of the institution/unit, where the internship takes place;
1. listen to the information, from a person appointed by the institution / organizational unit, about the basic objectives, tasks, work plans, programs of implemented projects;
1. perform tasks and duties, given by the supervisor in the place of internship;
1. adhere to the mode and order of work, adopted in the place of internship and the applicable regulations on the protection of classified information, as well as the provisions on safety and hygiene at work.
3. A student who is completing an internship is obliged to prepare a report with the achievement of the indicated learning outcomes, which should be confirmed by the Company Internship Supervisor.
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Field of study: LOGISTICS

GENERAL RULES OFINTERNSHIP
1. Internship is the integral part of the study curriculum. Information about the internships, that the student completed, is included in the diploma supplement, attached to the diploma.
2. Internship in the field of study of logistics takes place in the dates and in the number of hours, defined in the university curriculum, for a given field, form, and a profile of study. 
3. The daily and weekly number of hours of internship can be adapted to the internal arrangements or possibilities of the student establishment, but in total it must be equal to the size specified in the plan of study. 
4. Internship can be carried out in institutions with an entire working mode, however, work time cannot exceed 8 hours a day and on average 40 hours in a five-week work schedule.

LEARNING OUTCOMES DEFINED FOR AN INTERNSHIP
The learning outcomes can be listed as follows:
· getting to know the organizational structure and rules of safety and security in the enterprise; 
· getting acquainted with the functioning of the commercial and service enterprise, as well as the form of enterprise organization, pricing, rendering services or trade;
· becoming familiar with the way of working, and the way of organization of an enterprise, at the economic, commercial or service level. 
· understanding the applied solutions in the field of logistic management, streamlining the flows of goods and information in production, service and commercial enterprises;
· becoming familiar with IT systems whose aim is to collect, process and share data in the sphere of management, especially logistics management, preparation and organization of production, provision of services or trade in the enterprise;
·  becoming familiar with the specificity of logistics tasks, performed by the transport, supply, distribution and cooperation departments of the company, with logistics service providers (transport and courier companies, logistic operators, logistics centres);
· becoming familiar with the organization and selection of logistic infrastructure, necessary for the implementation of flows of goods and information, in production, commercial and service enterprises;
· getting acquainted with the system of procurement planning and distribution of materials for production, services and trade,
· getting acquainted with warehouse management and inventory,
· getting acquainted with relations between partners in the supply chain,
· deepening practical skills, at work under the supervision of a supervisor, on systems recording purchases and sales,
· developing the ability to prepare initial analyses of logistics activities.
Additionally:
1. verification of theoretical knowledge in practice, consisting in shaping the ability to apply theoretical knowledge acquired during the course of studies in the practical functioning of the institution / unit;
1. checking own skills and assessing the possibilities of adapting to the needs of the labour market;
1. shaping proper attitudes, in accordance with field of study and major;
1. understanding the necessity of constant education and implementing it into the process of assessment and improve own work.

WORK ESTABLISHMENTS OF THE INTERNSHIP COMPLETION
1. logistics and forwarding companies;
1.  transport companies (road, rail, air, sea and inland transport);
1. manufacturing companies (procurement departments, pricing and distribution departments, storage and inventory management units, and internal and external transport);
1. institutions dealing with the organization of road traffic;
1. service and commercial enterprises;
1. university, design, R & D and logistics consulting units;
1. military units, fire brigade, police and border guards;
1. other business and administrative units, in which logistical, technical, economic and IT knowledge and organizational skills are required.

STUDENT'S TASKS DURING AN INTERNSHIP
1. Before an internship a student should:
a) become familiar with the organizational and regulatory rules and the internship course, their purpose, and with the basic labour law provisions;
b) obtain the documents that are necessary to complete and pass an internship, available at the Career Services Office and in an on-line system of student service;
c) insure individually himself or herself against accidents and from civil liability.
2. During an internship a student is obliged to:
a) be at the place of internship within the prescribed time;
b) together with the Internship Company Supervisor, establish the rules of its course;
c) become familiar with the organizational rules of the institution/unit, where the internship takes place;
d) listen to the information from a person appointed by the institution/organizational unit, about the basic objectives, tasks, work plans, programs of implemented projects;
e) perform tasks and duties, given by the supervisor in the place of internship;
f) adhere to the mode and order of work adopted in the place of internship and the applicable regulations on the protection of classified information, as well as the provisions on safety and hygiene at work.
3. A student, who is completing an internship, is obliged to prepare a report with the achievement of the indicated learning outcomes, which should be confirmed by the Company Internship Supervisor.
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Field of study: TRANSPORT

GENERAL RULES OF THE INTERNSHIP
1. Internship is the integral part of the study curriculum. Information about the internships, that the student completed, is included in the diploma supplement, attached to the diploma.
2. Internship in the field of study of transport takes place in the dates and in the number of hours, defined in the university curriculum, for a given field, form, and a profile of study. 
3. The daily and weekly number of hours of internship can be adapted to the internal arrangements or possibilities of the student establishment, but in total it must be equal to the size specified in the plan of study. 
4. Internship can be carried out in institutions with an entire working mode, however, work time cannot exceed 8 hours a day and on average 40 hours in a five-week work schedule

LEARNING OUTCOMES DEFINED FOR INTERNSHIP
The learning outcomes can be listed as follows:
· getting acquainted with the specificity of professional surrounding and with the rules functioning of transport enterprise in economic conditions
· getting to know the organizational structure, and safety and health standards at work, and rules in a given transport company; 
· becoming familiar with the organizational and functional structure of the enterprise;
· getting acquainted with general organizational and technical conditions, planning and performing transport operations, as well as with safety and security conditions for performing these activities;
· becoming familiar with basic issues and problems of car transport in the field of servicing and repair; 
1. getting acquainted with modern transport and loading technologies used in the enterprise, and their independent application in the transport process;
1. planning, under the supervision, means of transport and drivers, for transport operations;
1. getting acquainted with transport documentation,
1. getting acquainted with the rules of transport equipment operation;
1. deepening the skills in the independent organization of the transport, service and cargo processes;
1. controlling, under the supervision, drivers' working time,
1. choosing, under the supervision, appropriate transport technology, the kind of planned transport of various goods and means of transport. 
Additionally:
1. verification of theoretical knowledge in practice, consisting in shaping the ability to apply theoretical knowledge acquired during the course of studies in the practical functioning of the institution /transport unit;
1. checking own skills and assessing the possibilities of adapting to the needs of the labour market;
1. shaping proper attitudes, in accordance with field of study and major;
1. understanding the necessity of constant education and implementing it into the process of assessment and improve own work.

WORK ESTABLISHMENTS OF THEINTERNSHIP COMPLETION
· transport, transport and forwarding companies specializing in the transport of people and goods: commercial - domestic and international and in auxiliary activity of a production enterprise (transport for own needs);
· forwarding units, in production, commercial and service companies, logistics and distribution centres, insurance companies, servicing the TFL sector, enterprises organizing multimodal transport; 
· domestic and international transport companies that carry special, oversize, heavy and dangerous goods (ADR);
· railway communication companies, rail and combined transport operators and logistics centres,
· and other enterprises related to the field of study. 


STUDENT'S TASKS DURING AN INTERNSHIP
1. Before an internship a student should:
a) become familiar with the organizational and regulatory rules and the internship course, their purpose, and with the basic labour law provisions
b) obtain the documents, available at the Career Services Office and on the Virtual Dean’s Office website, that are necessary to complete and pass internship;
c)  insure individually himself or herself against accidents and from civil liability.
2. During an internship, a student is obliged to:
a) be at the place of internship within the prescribed time;
b) together with the Internship Company Supervisor, establish the rules of its course;
c) become familiar with the organizational rules of the institution/unit, where the internship takes place;
d) listen to the information, from a person appointed by the institution / organizational unit, about the basic objectives, tasks, work plans, programs of implemented projects;
e) perform tasks and duties, given by the supervisor in the place of internship;
f) adhere to the mode and order of work adopted in the place of internship and the applicable regulations on the protection of classified information, as well as the provisions on safety and hygiene at work.
3. A student who is completing internship is obliged to prepare a report with the achievement of the indicated learning outcomes, which should be confirmed by the Company Internship Supervisor
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GENERAL RULES OF INTERNSHIP

1. Internship is the integral part of the study curriculum. Information about the internships, that the student completed, is included in the diploma supplement, attached to the diploma.
2. Internship in the field of study of management takes place in the dates and in the number of hours, defined in the university curriculum, for a given field, form, and a profile of study. 
3. The daily and weekly number of hours of internship can be adapted to the internal arrangements or possibilities of the student establishment, but in total it must be equal to the size specified in the plan of study. 
4. Internship can be carried out in institutions with an entire working mode; however, work time cannot exceed 8 hours a day and on average 40 hours in a five-week work schedule.

LEARNING OUTCOMES DEFINED FOR INTERNSHIP
The learning outcomes can be listed as follows:
1. getting to know the organizational structure and principles of the organization's functioning, in which internship of students in the field of management is carried out;
1.  becoming familiar with the principles of safety and hygiene at work in the institution / unit;
1. understanding the legal basis of the organization's functioning;
1. becoming familiar with legal provisions and documentation regarding the protection of personal data, classified information and legally protected information in the organization;
1. becoming familiar with the technique of keeping and archiving work records and gaining the skills of proper office work in this regard;
1. understanding control procedures and activities, carried out in the organization in the field of environmental protection, hazard monitoring and risk assessment;
1.  getting to know IT used at work, used in resource management;
1. deepening the skills of working in a group, as well as work independently and the skills of decision making;
1. getting to know the methods of personnel management used in the organization;
1. deepening the skills of planning, organizing, motivating and controlling;
1. obtaining materials for the thesis, in the field of research, related to the subject of the thesis;
1. self-development of the student, including through participation in current, important from the point of view of the functioning of the institution / unit, events, in particular such as courses, trainings, conferences, etc.;
1. shaping the sense of ethics.
Additionally:
1. verification of theoretical knowledge in practice, consisting in shaping the ability to apply theoretical knowledge acquired in the course of study in the practical functioning of the institution / unit;
1. checking own skills and assessing the possibilities of adapting to the needs of the labour market;
1. shaping attitudes consistent with the field of study and the specialty of education;
1. recognizing the need for continuous self-education and implementing it to control and assess his or her own work.

WORK ESTABLISHMENTS WHERE AN INTERNSHIP  CAN BE COMPLETED
· organizations of production and services
· consulting organizations (business consulting, personal consulting, project consulting, etc.), accounting offices, etc.
·  personnel departments (human - resources), financial, accounting firms, public benefit organizations and local government and government administration offices.;
·  units responsible for the organization, implementation and coordination of projects in the field of crisis management in self-government and government administration bodies;
·  organizations having the status of "Public Benefit Organization";
·  units responsible for the organization, implementation and coordination of projects in the field of crisis management;
· research  institutions and centres,
· and other enterprises related to the field of study. 

STUDENT'S TASKS DURING INTERNSHIP
1. Before an internship a student should:
a) become familiar with the organizational and regulatory rules and the internship course, their purpose, and with the basic labour law provisions 
b) obtain the documents, available at the Career Services Office and on the Virtual Dean’s Office website, that are necessary to complete and pass internship;
c) insure individually against accidents and from civil liability.
1. During an internship a student is obliged to:
a) be at the place of internship at the appointed time;
b) settle  and arrange,  with the Company Internship Supervisor, the rules of its course;
c) become familiar with the organizational regulations of the institution/organizational unit, where the internship takes place
d) listen to the information from a person appointed by the institution/organizational unit, about the basic objectives, tasks, work plans, programs of implemented projects
e) perform the orders of the designated guardian and superiors in the place of internship;
f) adhere to the mode and order of work adopted in the place of internship and the applicable regulations on the protection of classified information, as well as the provisions on safety and hygiene at work.
3. A student, who is completing internship, is obliged to prepare a report with the achievement of the indicated learning outcomes, which should be confirmed by the Company Internship Supervisor.
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Attachment 2
Trilateral agreement on internship organization
	TRILATERAL AGREEMENT 

	No ..................................  on organizing internship 

	 No / department  / year

	

	concluded on : ............................................................ between:

	The International University of Logistics and Transport in Wroclaw, represented, on the basis of the possessed authorization,  by the Rector’s Representative for internship

.......................................................................................................

hereinafter referred to as The University,

	
and  .........................................................................................................................................................    

	 name and surname of a student

	..........................................................................................................................................................   

	address / Personal Identification Number

	..........................................................................................................................................................

	year of study/ major of study / specialization

	hereinafter referred to as "the Student"

	
and ..................................................................................................................................................

	name of the unit 

	..........................................................................................................................................................

	address

	represented by :
..........................................................................................................................................................

	position, name and surname of the person representing the Work Establishment 

hereinafter referred to as  the Work Establishment 

	

	§ 1

	1. The University agrees, and the Work Establishment undertakes to organize and perform a student internship.
1. Internship, as referred to in the section 1, is the internship included in the study curriculum. 

	

	§ 2

	Internship, as referred to in the  § 1, shall take place in the period from.......................................
 to ...........................................................in the amount of …………………. hours

	
§ 3
Work Establishment is obliged to :
1. Provide a student with a workplace, tools and materials, according to the position and duties performed during the internship 
1. Acquaint the student with the company work regulations, rules on safety and security at work and protection of secret data. 
1. Supervision of the execution of the tasks entrusted to the Student.



	§ 4
The University undertakes to represent the Student interests.

	

	§ 5
The Student is obliged to:
1. Respect the rules of the internship, including fixed working time and careful execution of entrusted duties.
1. Respect internal regulations in the Work Establishment and the established order of work 
1. Respect the rules and regulations on safety and security at work, and fire safety rules and regulations.
1. Keep the secret of information provided during internship with particular emphasis on the protection of personal data of employees and clients of the Work Establishment 
1. Insure individually, in the field of liability and accident insurance for the duration of internship and to present the proof of insurance at the Work Establishment on the first day of the internship.
1.  Be at the place of internship in proper time.
1. Inform the internship company supervisor about the reason of the student 's absence

	

	§ 6
1. Any disputes that may arise in the context of this agreement are settled at University by the Rector, and at Work Establishment – by the person authorized to represent the Work Establishment
1. Until the negotiations referred to in section 1 are completed, none of the Parties shall refer the case to court proceedings, unless it is necessary to preserve the time-limit of the claim arising from the law.
1. If the Parties do not consider how to resolve the dispute in the dates of 14 days, it is assumed that conciliation negotiations have been unsuccessful.
1. In the case  of referral to the court, the competent court to  resolve the dispute will be the court locally competent for the University headquarters

	

	§ 7
The agreement has been made in three identical copies, one for each of the Parties.

	


	THE WORK ESTABLISHMENT 


................................................
signature of the person representing 
Work Establishment 

	THE STUDENT


................................................
student signature
	THE UNIVERSITY


................................................
signature of the person representing The University





[bookmark: _Toc497739378]Attachment3
[bookmark: _Toc497739379]Bilateral Agreement on the Internship Organization

STUDENT INTERNSHIP AGREEMENT 
concluded between: …………………………….……………………………………………….…………..……..….
name and surname of a Student
hereinafter referred to as the Student
and
…………………………………………………………………………………………………...
 name and the address of the unit
……………………………………………………………………………………………..…….
represented by   ……….……………………………………………………………….
Name Surname and position 
hereinafter referred to as Work Establishment .
§ 1
1. Work Establishment undertakes to organize and conduct the student internship.
2. Internship, included in the study curriculum, is not remunerated. 
§ 2
1. Internship, as referred to in the § 1, shall take place within the period: 
from  ...........................................  to ……..…..….……………,in the amount of …………… hours.
§ 3
Work Establishment is obliged to:
1. Provide a student with a suitable workplace, rooms, devices, tools and materials.
2. Familiarize the student with company work regulations, regulations on occupational health and safety, and protection of state and official secrets. 
3. Supervision of the execution of the tasks entrusted to the Student.
4. Assign a company supervisor to the student internship, who will supervise the tasks performed by a student

§ 4
A Student is obliged to:
1. Respect the rules of the internship, including fixed working time and careful execution of entrusted duties.
2. Respect internal regulations in the Work Establishment and the established order of work.
3. Respect the rules and regulations on safety and security at work, and fire safety rules and regulations.
4. Keep the secret of information provided during internship with particular emphasis on the protection of personal data of employees and clients of the Work Establishment.
5. Insure individually, in the field of liability and accident insurance for the duration of internship and to present the proof of insurance at the Work Establishment on the first day of the internship.
6. Be at the place of internship in proper time.
7. Inform the internship company supervisor about the reason of student’s absence. 

§5

1. The agreement can be terminated any time, subject to seven days' notice
2. All changes to this Agreement must be made in writing
 
3. The agreement shall be drawn up in duplicate, with one copy for each party. 





……………………………………				………………………………….
[bookmark: _Toc497739380]    Student						the stamp of the Work Establishment 
						        and a signature of an authorised person



Attachment 4
Internship Referral


IULT stamp						Wroclaw ................................



VOCATIONAL  TRAINING REFERRAL 

 According to the university curriculum and Regulations of the vocational I direct Mr./Mrs.

.....................................................................................................Student No ...............................
the student of the first year of studies
Major ………………………………… 
The International University of Logistics and Transport in Wroclaw
to the vocational  training at the : ..............................................................................................................................
in the period from .............................. to.............................. .

I inform, that the Dean’s Representative for internship is:
......................................................................................... e-mail: ……........................................



   ............................................
Signature and stamp of the authorized person





[bookmark: _Toc497739382]Attachment 5
Internship exemplary report

of the International University of Logistics and Transport in Wroclaw


Report 
 of the student internship


Student name and surname: ……………………………………………………

Student’s mobile phone number : ………………………………………………

Study year and cycle: ………………………………………………………….

Major and specialization: ……………………………………………..

Name of the Work Establishment: ……………………………………………………….

Address of the Work Establishment: ………………………………………………………..

Dates of taking the internship, from ……………………to…………………….

Total amount of hours: ……………………………………………………..

Name and Surname of the Supervisor of the Internship: …………………………………….



Characteristics of the company where the internship is carried out:
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Characteristics of the department / departments where internship is carried out:
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Scope / description of activities, duties, and functions performed during the internship:
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………....................................................................
…………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………………………
Learning outcomes, with reference to the Internship program:
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Confirmation of the report by the Company Supervisor of internship:




……………,……………..                   …………………………          		……………………..
Place date 				Work Establishment stamp 		Supervisor signature

[bookmark: _Toc497739384]Attachment 6
[bookmark: _Toc497739385]Certificate of completion internship- „exemplary certificate”


							……………………, on ………………...


……………………………………..
Stamp of the Work Establishment 



Certificate of completion of the student internship

This is to certify, that the student of the International University of Logistics and Transport in Wroclaw

……………………………………………………………, …………………………………….
Student name and surname / Personal Identification Number

Study year and cycle ……………………………………………………………………………….

Major of study / specialization…………………………………………………………………………..

completed the student internship, in our Work Establishment, in the period:

from  ……………….. to …………………, in the amount of ………………… hours.


Work Establishment opinion:

…………………………………………………………………………………………………...

…………………………………………………………………………………………………...

…………………………………………………………………………………………………...

…………………………………………………………………………………………………...


Student's internship assessment expressed in grade (very good, good plus, good, sufficient plus, sufficient, insufficient): …………………..


…………………………………. 
signature and stamp of the Work Establishment Manager,
of  the authorised person




























Attachment 7 
[bookmark: _Toc497739386][bookmark: _Toc497739387]Request to give a consent to complete the internship at the Work Establishment chosen by the student

Name ………………………..................			Wroclaw …………..…………..
Surname: ……………………………….
Student’s Book Number: ……………….
Major  ........................................
Specialization: ………………………
Study cycle: ……….…………
Semester: ……………..……………
e-mail: …………....………………
The Rector’s Representative for Internships
at the International University of Logistics and Transport 
in Wroclaw

REQUEST
I kindly request to agree to perform the internship 
in (full name address and telephone)  .................................................................................................
…………………………............................................................................................…………..
…………….................................................................................................................................. in the days from  ............................to............................. 
My intended activities during my internship include (to be described) .......................................................................................................................................................
.......................................................................................................................................................
Following an oral consultation with ......................................................I obtained the consent to complete the internship, on the position of.................................................in the department of  ……………………………….
								....................................
								Student’s signature
[bookmark: _Toc497739388]Attachment 8
[bookmark: _Toc497739389]Request for crediting the internship on the basis of 
[bookmark: _Toc497739390]the internship during dual studies
							
……………………, on ………………...


Student name and surname: ……………………………………………………

Student number: ………………………………………………………………

Study year and cycle: ………………………………………………………….

Major and specialization of study :……………………………………………..

Name of the Work Establishment :……………………………………………………….

Address of the Work  Establishment :………………………………………………………..


The International University of Logistics and Transport in Wroclaw
				
The Rector’s Representative for internship


REQUEST


I kindly request to credit the student internship in relation with the internship in the dual system of study at the International University of Logistics and Transport in Wroclaw .

Positive Semester opinions and summary opinion from the Partner Company supervisor and the internship daily log were submitted to Dean's Representative for dual studies. According to the §7 section1 and 5 of the Regulations on dual system education at the International University of Logistics and Transport in Wroclaw




Confirmation of the Dean’s Representative for dual studies ……………………………….
									signature and stamp



								………………………………….
								Student’s signature

[bookmark: _Toc497739391]
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[bookmark: _Toc497739392]Request for crediting the internship on the basis of 
professional experience
							……………………, on ………………...


Student name and surname:……………………………………………………

Student number:………………………………………………………………

Study year and cycle:………………………………………………………….

Major and specialization:……………………………………………..


		The International University of Logistics and Transport in Wroclaw
				
The Rector’s Representative for internship


REQUEST


I kindly request to credit the student internship on the basis of my professional experience.

I would like to inform you that I am employed on the basis of an employment contract for an indefinite period / specified / I work on the basis of a civil law contract / I am running a business *: 
…………………………………………………………………………………………….

…………………………………………………………………………………………….
 name of the Work Establishment  / address

employed as: ……………………………………………………………………………

in the period from  ……………………… to …………………………
number of hours (in the case of a civil law contract): ..........................................
The scope of my duties / performed activities / learning outcomes referring to the Internship program is described in the Report of the student Internship


									…………………………
										Student’s signature
* delete when not applicable
Attachment*: certificate confirming employment / implementation of a civil-legal contract / running a business
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