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Agenda

Introduction for internship

Application procedure

1
2
3. Assignments
4. Response to questions
5

Introduction to Galaxy Integrated Resort
Internship Program



Internship For Our Students

1. More exposure- East meets West

2. Learning by doing

@ 3. Combine theories and practical
skills

LRIEI"=s 4 Develop the career path —
supervisor level

e 5. Shaping the light on your CV, more
b diversity approach

6. Competitive incentive

7. Enhance the quality of the program
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Rationales for an internship

1. Offer students’ professional education under the guidance of
agency and university supervisors and allows them to apply theory
to actual situations.

2. The experience provides for intensive self-evaluation as students
develop a professional attitude toward their chosen career and
improve their ability to successfully handle a wide variety of
people and situations.

3. Provides agencies with quality personnel to supplement staff and
allows these agencies an opportunity to become involved in the
preparation of future professionals.



Requirements for Internship Program t,(

. e 800 hours
Internship

e Section | —Progress Report
e Section Il-Final report
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INTERNSHIP APPLICATION




Flow for application
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Internship Application Procedure

Basic requirement

Seeking an agency and completed the Internship Confirmation
Form(Appendix A) .Scan the QR code which provide as follow.

The Internship Confirmation Form needs to submit to our
office on or before Nov 30, 2023
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Company Chop
Students need to ask
agency to handle
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Internzhip-Confirmation Form- {Fi]'.l‘ By studernt- an{b_,i

wtnEEas-selagss ASTHERSENST,

To apply for an [ntermship course, stodents-aost-coeaplete this-form and -sobmit to-the 5L A- Administrative Office.

‘i £ 1% 45 % B Please salect your Course-Code:
4 & Btodent Mame -

& 4 3/ Bhodent TD -

3/ Address :
A /Phone Mo -

F &% 45 'E-matl Address :

£ & 7 #F # Information of Internship-Company .
7l £ 3/ Company MName :

7 shak /Compeary-Address -

& #5/Compary Phone No -

54t ¥ Mame of Responsible Perzonnel -

% 7 35/ Title of Pezponzible Persomnal -

& & & & ¢ Contact Phooe-No. & Email - |

BEEEFREREERE SN EEiur)
Hired without detatl {oourse will be-dropped without completed information)

5 5Lim § 07 Hired with-detail below

A B /S Dete : <o 3 /EndDate -
9§ Approximate Weeks - - i o) et Approjomate Hours -
#5 Position :
T #5 &1 Internship Type -
BCOM : OBCOM, BOHM : O BOHM .,
O Ohyers - O-Others :
# & £ Sfudent Signature

(F & s B A £ 4577 & & 9 & &/ Department -or Company Chog .

A5 Dean’s-Approval -
&3¢ 4 Dean’z Copments

SAEET  ANME  FFOTANSETRES

Upen the-approval -ne-mrermship-ride change Tolmeed, o SIS (T—8R)

o °Internship Confirmation Form
Ry
" *Return on or before 30 Nov 2023

. *Make one additional copy and attach to
- your final report
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Internship Application Procedure

During the add/drop period, our school will checks the
spreadsheet in order to find the students who haven’t
submitted the forms or the forms are incomplete, and

determine whether their course needs to be dropped or
not.

Fail to do so, may lead to delay your graduation!



Student Responsibility -Do and Don't

1. We recommend students are responsible for arranging for their own
professional liability insurance during their internship period

2. Biweekly Contact. Students are required to maintain regular contact
with their University internship supervisor. WeChat to the supervisor

must be made every 10-14 days. Individual supervisors may require
different contact methods.

3. Mandatory seminar for students. Students need to attend to

Internship Briefing Seminar which includes one of the marking
components.

4. Absence If a student calls in sick or any reason may cause for absence,

the student needs to inform your direct supervisor or mentor for their
attention.
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Student Responsibility -Do and Don't

5. Student should aware after they have signed with the agency, you will serve
as one of the members in the organization .All matters should follow the
organization guidelines , work standard and requirements.

6. Your performance will align with your evaluation which grade by your
supervisor or mentor . Kindly maintain a professional and responsiveness
manner in the workplace.

7. Make sure you have a copy of Internship Confirmation Form with you while
you are on duty( may save documents in your mobile phone)

8. Don’t upload any photo in the social media platform while you are on duty



Paradigms for acceptable agency

1. Describe in the application the organization’s professional philosophy in
terms of quality, programs, and services.

2. Have staff qualified through both education and experience to supervise
student interns.

3. Have written administrative procedures including adequate financial support,
personnel policies, and a staff development program.

4. Provides a service for its clients and community.

5. For an agency have not been list in our record or an agency outside Macau,
it is requested to have a background check for final approval. The university
provides the final reserved rights to determine the unqualified agencies for
handling the internship program.
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Internship Agency- Background check

For those agencies which are out of our list, student needs to provide
related document to our administrate office for final approval.

Information includes :

Your name and student number ;
> Name of the agency /website

> Background of the agency

> Location and address

> Telephone no and email contact

> Contact person

o Position offered for an intern student



Important Dates

1. 30 Nov 2023, submit Internship Confirmation Form; or submission of

approval agency name and background information. ( After approval
had made, student can submit the form)

2. 17 Dec 2023 completion of all the progress for the application(wrap up)
Internship will start on 15 Jan 2024

4. Assignments due dates
> Progress report: 26 Feb, 2024 on or before, upload to Moodle platform
° Final report: 30 Apr ,2024 on or before , upload to Moodle platform
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ASSIGNMENTS




Section | Progress Job analysis report, Biweekly Logs ( Feb 26,2024 on or before
report appendix B) and analysis of the 0900 am
organization

Section Il Major Project , Reflective Report , May 06, 2024 on or before
Final report Appendix and Agency Evaluation(mid- 0900 am

term and final evaluation form ).

See appendixA,C,D & E




Section |- Progress report
Section Il =Final report

1. Assignments should be submitted electronically via email or
MOODLE to the internship teacher. Documents
requiring signatures must be scanned and submitted with PDF
file.
2. Assignment due date:

Uploaded to Moodle platform (combines all the documents with PDF
file )



Section | & II- Progress Report & Final
Report

Section I — Progress Report marks
1. Job Analysis 50
2. Biweekly Logs (Appendix B) 100
3. Amnalysis of the Orgamzation 100
Section Il - g) Final Report 250
4. Format (Following the standard) 50
5. Appendix 50

® 6-1 Internship Confirmation Form({Appendix A)
® 6-2 student Evaluation of Internship{Appendix C)
®  6-3 Student’s photo in workplace (with uniform/name badge)

7. Reflective Report 150

8. Participation internship’s bniefing seminar 50
b)Agency Evaluation

9. Inmternship Rating Sheet (Mid-term evaluation- Appendix D) 200

10. Internship Rating Sheet(Final evaluation Appendix E) 200

Total Mark 1200

The Total Mark will be converted to 100%%



Section | & II- Progress Report & Final
Report

1. See the internship handbook for details information of
the assignment

2. A quality assignment is important for a high grade in the
student’s Internship.

3. Ensure you have “good” time management
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Download Internship Handbook
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A successful internship like a “ Big Mac”

Learn from your T T The
mentor ER e, B T T Good time management

Quality assignments

Positive
attitudes

Faculty support




Thank You |




