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Implementation Guidelines for Off-Campus Internship Counseling International
Bachelor Program in Tourism Management National Kaohsiung University of

Hospitality and Tourism

To strengthen students' off-campus internship counseling, understand students' current
internship situations in the industry, and resolve difficulties that may occur between the
host companies and students during the internship period, the International Bachelor
Program in Tourism Management (hereinafter referred to as the Program) formulates these
guidelines based on Point 2 of the "National Kaohsiung University of Hospitality and
Tourism Implementation Guidelines for Off-Campus Internship Visitations and

Counseling."

To evaluate students' internship performance, enhance student counseling, and understand
issues such as life adaptability and service enthusiasm, the Program establishes an

Internship Counseling Committee.

The Program's Internship Counseling Committee consists of three to seven members,
including the Program Director and class advisors. The Program Director and the advisors
of the classes undergoing off-campus internships are ex-officio members, and these class
advisors will serve as the Internship Advisors for their respective classes. The Program
must convene at least two off-campus internship counseling committee meetings each
semester to discuss and resolve matters related to the internships of the Program's students;

decisions require the approval of a majority of the committee members.

The Program's Internship Counseling Committee reviews and recommends off-campus

host companies and discusses and resolves matters related to the students' internships.

Matters concerning the inspection of the internship courses for the Program's students shall
be handled by the Internship Advisors in coordination with the Research and Development

Office and the International Affairs Office.

Off-campus internship visitation travel expenses are covered by the university's internship

counseling budget.

The duties of the Internship Advisors include the following:



(1) Maintain close communication with site supervisors at host companies to develop
students' internship learning plans.

(2) Proactively report any changes regarding the students or host companies to the
Internship Counseling Section (Research and Development Office) and the Overseas
Internship Section (International Affairs Office).

(3) Review and grade students' midterm and final internship reports, as well as their daily
or weekly logs.

(4) Attend Internship Counseling Committee meetings to report issues and propose
solutions.

(5) Serve as the primary liaison between the university and students and assist relevant
offices in disseminating announcements. Specific duties include:

(D. Conducting scheduled internship visits and counseling sessions.
(. Completing and submitting visit and counseling records.
(3. Providing photos and updates from site visits for university publications.

(6) Assess overall internship performance by incorporating the host company's evaluations
and submitting final grades to the Office of Academic Affairs.

(7) Provide support for students regarding life adaptation and other related matters during

their internship.

The visitation and counseling of internship courses are divided into regular visits and joint
visits. Their content and methods shall be separately stipulated by the Research and
Development Office; the overseas portion stipulated by the International Affairs Office.

Counseling for students in overseas internships or studying at sister schools:

(1) The internship or study school handles this in coordination with the Research and
Development Office and the International Affairs Office.

(2) Provide ongoing support through various communication channels.

(3) Collect reports regularly every month as the basis for midterm and final grades.

(4) The average semester grade for studying at a sister school is equivalent to the grade
evaluated by a host company.

(5) Credit waivers shall be handled according to the regulations of the Office of Academic
Affairs and the International Affairs Office.

(6) Credit waivers for this Program are limited to off-campus internship credits and off-

campus study tour credits.



10. The Internship Advisors of this Program conducting off-campus individual inspections and
patrol inspections may, according to regulations, apply for official leave and claim travel

expenses.

11. The regulations for changing host companies are as follows:

(1) Students who have reported to their host company for less than three months may not
arbitrarily change companies. However, due to personal health factors, the host
company violating the Labor Standards Act, or gender inequality in the workplace,
students may find a new host company by attaching relevant supporting documents.

(2) If a student applies to change host companies due to various factors, after counseling,
the Internship Advisor should explain the reason for the change in the program's
Internship Counseling Committee meeting. Upon approval, the advisor should fill out
the student's internship host company change application form and the advisor's
counseling form, and submit them to the Internship Counseling Section of the Research
and Development Office for record before the student seeks a new host company.

(3) If the change of a student's host company is due to the student's fault (including
maladjustment), they may be penalized depending on the severity of the circumstances
in accordance with the off-campus internship leave and reward/punishment guidelines,
and the case will be submitted to the Internship Counseling Committee for record.

(4) For special case students, the program's Internship Counseling Committee will decide
their internship method, which will then be transferred to the department meeting for

approval and submitted to the Internship Counseling Committee for discussion.

12. These implementation guidelines are implemented after being approved by the Program
Meeting and submitted to the Program Director for approval. The same applies when

amended.

Responsible unit: International Bachelor Program in Tourism Management



