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Mlng Chuan University Enforcement Rules for Off-Campus Internships
for Students of the Department of Advertising and Strategic Marketing
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Approved at the Department Affairs Meeting on March 31, 2025
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Approved at the Department Affairs Meeting on April 14, 2025
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Approved at the Academic Affairs Meeting on May 8, 2025
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Article 1 Purpose of Implementation
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The Department of Advertising and Strategic Marketing (hereinafter
referred to as "the Department"), in order to cultivate students’
practical applied concepts and abilities, encourage students to
experience the workplace at an early stage, and enhance their
adaptability and competitiveness in the workplace, has formulated
these Implementation Guidelines in accordance with Article 3,
Section 2 of the " Ming Chuan University Off-Campus Internship
Guidelines for Students".
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Article 2 Composition and Responsibilities of the Department-Level Off-
Campus Internship Advisory Committee
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1. To promote student off-campus internships, the Department
establishes an "Off-Campus Internship Advisory Committee".
Members of the Committee comprise the department chair,
Communication Practice instructors, and administrative staff
members responsible for internship affairs. When necessary,
students and industry mentors may also be invited to participate.
The Committee shall convene at least once per academic year,
with additional meetings held as needed.
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2. Responsibilities of the Department's Off-Campus Internship
Advisory Committee are as follows:
(=) 4l A % TRAF Y F5mp
(1) Formulating the department-specific Enforcement Rules
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for Off-Campus Internships.
(=) FRARP 2 fad b F Y iz -
(2) Planning and promoting off-campus internship courses.
(Z)FEFE (EES P2 350 4 % 2 3 2o
(3) Reviewing and confirming the evaluation results and
selection of partner organizations.
() FETH G 05 F D FEUR Y -
(4) Drafting written internship agreements and
individualized internship plans for students.
(T)Fph ~ AJEE 2 Y 3~ L3582 b 2o
(5) Coordinating and addressing student appeals, disputes,
and incidents.
(F)RSEELFYHEHLLLYY -
(6) Handling early termination of internships (before the
scheduled completion date).
() BB i F 2T Y FEP RS -
(7)  Following up and reviewing the outcomes of internship
guidance and visitations.
(M)EEF Y W REr
(8)  Appointing internship faculty advisors.
(L)HBFA L FIpipM TR -
(9) Addressing other matters related to the protection of
student rights and interests.
5% FARVRIAEZ RV P
Article 3 Types of Department Internship Courses and Internship Hours
- RV HARLH RV IREN 2 N
1. Internship Course Titles, Course Selection Categories, and Credit
Units
(=) BIFIFERF 1 EZ 284
(1) Advanced Communication Practice: Elective, 2 credits
(CO%HHFY (-) “EB 28~
(2) Media Internship I: Elective, 2 credits
(ZO%HHFY (=) "EB 28~
(3) Media Internship II: Elective, 2 credits
(E)BHFF AL ER 384
(4) Seminar on Industry Practice: Elective, 3 credits
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2. Internship Hour Requirements: Courses with 2 credits require
completion of 160 hours; courses with 3 credits require
completion of 240 hours. If students enroll in both "Media
Internship 11" and "Workplace Practice Project” simultaneously,
totaling 5 credits, they must complete 384 hours of internship.
ZFYHRF T BRI IREN ) FARELAHFTY  BA R
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3. Internship Period: "Advanced Communication Practice" is a
foundational internship for students of the School. Students must
complete the internship during the summer after finishing
Communication Practice | and Communication Practice Il. Only
students who have completed the internship for "Advanced
Communication Practice" may apply for "Media Internship 1",
"Media Internship II", and "Seminar on Industry Practice".
Applications must be submitted to the respective department
during each semester's course selection period, and the
internship official letter or internship contract must be completed
and signed prior to the start of the internship.
e RV BHE

Article 4 Internship Organizations
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Internship organizations are primarily matched with assistance from
the department. If students wish to independently contact an
internship organization, they must complete the "Ming Chuan
University School of Communication Off-Campus Internship
Program Application Form" and submit it to the department within the
specified deadline. The department will arrange an internship advisor
to conduct a preliminary evaluation. Only after approval by the "Off-
Campus Internship Advisory Committee” may the organization be
recognized as an off-campus internship organization, after which the
process of issuing official letters or signing internship contracts will
proceed. Internship organizations not approved by the "Off-Campus
Internship Advisory Committee” may not be included in internship
courses under any circumstances.
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Article 5 Internship Placement Process
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1. Survey and Review of Student Internship Organizations
(=) T3 FIrerd | iz
(1) “Advanced Communication Practice" Course:
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Based on the Communication Practice curriculum,
students of the department participate in different media
internship units according to their respective areas of
specialization. The implementation of off-campus
internships for department students is facilitated by
various Communication Practice units that assist in
matching internship organizations, or students may
independently contact internship organizations according
to their preferences and complete the "Ming Chuan
University School of Communication Off-Campus
Internship Program Application Form", which must be
submitted to the respective Communication Practice units
within the specified timeframe. With approval from the on-
campus faculty member in charge of Communication
Practice, students will be guided to arrange or submit
réesumés on their own behalf and to proceed with
interviews and arranging internship matters.
(=) "oy (=) 4~ Tymgy (=) 4~ "B
FAEE R AR
(2) "Media Internship I", "Media Internship II" , and "Seminar
on Industry Practice" Courses:
REL LA ATV P SR Ted 2
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4 ¥ ¥ # - Students independently contact internship
organizations according to their preferences and complete
the "Ming Chuan University School of Communication Off-
Campus Internship Program  Application Form",
submitting it to the respective internship course advisor
within the specified timeframe. With approval from the
"Off-Campus Internship Advisory Committee”, students
will be guided to arrange or submit résumés on their own
behalf and to proceed with interviews and arranging
internship matters.
SRV rEOGERREA YRS LR
2. Announcement of Internship Placements and Confirmation of
Students’ Final Internship Preferences.
SRV BHELEATIER
3. eaSS|gnment of Internship Organizations
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If students are unable to undertake internships due to factors
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attributable to the internship organization, the "Off-Campus
Internship Advisory Committee™ will convene to review the case
and provide assistance with rematching arrangements.
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Article 6
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Internship Contracts and Insurance
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Before students begin their internships at an organization, they

must jointly formulate an individual internship plan with the

internship course advisor and the internship organization, and

sign an internship contract. If the cooperating organization is a

public sector institution, the internship contract may be replaced

by an official letter.

C RV R

Internship Insurance:
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(1) Work-based off-campus internship: The internship
organization hires students as employees (with an
employment relationship). The internship organization
shall, in accordance with the law, enroll the students in
Labor Insurance and pay the insurance premiums as
required.
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(2) General off-campus internship: The relationship
between the internship organization and the student is
purely for learning and training purposes (without an
employment relationship). This department enrolls
students in the "Group Insurance for Off-Campus
Internship Students of Colleges and Universities" and
pays the insurance premiums.
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(3) Ifastudent has already been enrolled in Labor Insurance
by the internship organization, the student may still
additionally enroll in the "Group Insurance for Off-
Campus Internship Students of Colleges and
Universities".

VEIFE2AREA

Article 7 Responsibilities and Important Notes for Internship Students

1.

CFYE22FE=
Responsibilities of internship students:
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(1) To jointly formulate an individual internship plan for the
student together with the internship course instructor and
the internship organization.
(DR Y F2 AT Y PR RET T HBAFRARY
BRI o AR R B
(2) Internship students shall negotiate with the internship
organization and sign the "Ming Chuan University Off-
Campus Internship Agreement", which clearly stipulates
the rights and obligations of both parties
(3)? VE2RELEFEFTY T4 %‘?'i’#éﬁfmﬁ 'h
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(3) Internship students shall complete the corporate
internship "Ming Chuan University School of
Communication Off-Campus Internship Consent Form",
comply with relevant internship regulations, and thereby
successfully complete the internship.
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(4) The aforementioned "Ming Chuan University Off-
Campus Internship Agreement” and "Ming Chuan
University School of Communication Off-Campus
Internship Consent Form" must be submitted within the
specified deadline. Failure to submit them will result in
the internship grade not being calculated.

(I )57 W opfER Y %ﬁim BRI FVEHTI N7~ F

YRR ~FYED X o

(5) Before the internship, students should understand all
regulations of the internship course, the contents of the
internship agreement, internship schedule, internship
tasks, and related matters.
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(6) The internship reporting time shall be in accordance with
the regulations of the corporate internship partner
organization. Within one week of reporting, students
shall inform the internship advisor by phone or other
means of communication for registration and evaluation.

(C)FVEALLFYIR RBIALFEFTY LR FIFIRE
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('7)  During the internship period, students shall maintain an
enthusiastic learning attitude, keep their attire neat and
appropriate, comply with the regulations of the internship
unit, and shall not arrive late, leave early, or leave the
internship unit without authorization. If leave is
necessary, students must obtain approval from the
supervisor of the internship organization and complete
leave procedures in accordance with the organization’s
regulations, and also report to the university so that
attendance records can be properly monitored.
(MDRYF2RFY ENTRIPPHEP 229 ¥ 3k
AR T2 F Y P
(8) Internship students shall complete the required
internship hours stipulated in the internship course within
the period specified in the internship agreement.
(L)FYHL Rk ¥ RmRFE RERD Y & 37
2 TR FREPNBER
(9) Internship students shall prepare internship records and
reports as required by the internship course instructor
and submit them within the designated deadlines.
()FVE2HLLEER Y PP L AEMAE £ K
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(10) Internship students must respect the Intellectual
Property rights of the internship organization and strictly
observe confidentiality obligations. They shall never
disclose confidential information of the internship
organization or inform any third party in any manner.
Furthermore, they shall not use such confidential
information for personal purposes, nor provide or allow
any third party to use such information or obtain any
rights therefrom in any form.
(L= DR F AR P RV F D ST Y B4R
IR ’i"ﬁ?il%_lf‘v FATR T 2K
(11) When performing practical operations involving
machinery or equipment, internship students shall follow
the guidance of personnel from the internship
organization and ensure that all required safety
equipment is worn correctly.
(L=D)F VY 28V 20T 3 ¥ 52
T A A ;3:? s EW P
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(12) Asinternships are learning-oriented in nature, internship
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Article 8
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students of this department shall not proactively request
salaries, transportation subsidies, or other fees. If the
internship organization separately provides salaries or
allowances, this shall not be subject to the foregoing
restriction and shall be negotiated directly between the
student and the internship organization.
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If internship students encounter any issues during the off-campus
internship period, such as difficulties adapting to the internship or
communication problems, they may report these issues to the
internship course instructor and seek assistance.
CFYFARNEY AN TRV ARG, AT
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Internship students shall attend the "Pre-Internship Orientation
Session" prior to the internship. Students who do not participate
in the orientation session will not have their off-campus internship
recognized as part of the internship course, unless otherwise
approved by the internship course instructor.
CRYFARRYHE %ﬁﬁﬁ”%ﬁﬂﬁfﬁ%‘ﬁﬁé

Hie 2§32 R E > SR vEZd > A B2 F V5

BB R TEEELTY RS Rk -
During the internship period, if an internship student engages in
conduct that damages the reputation of the internship organization
or the university, or is otherwise deemed unsuitable, and fails to
improve after counseling, the department may, upon consultation
and agreement with the internship organization, terminate the
internship at any time. The internship student shall raise no
objection.

FEKFH T

Responsibilities of Internship Course Instructors
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Internship course instructors are selected by the "Off-Campus
Internship Advisory Committee”.

S AEET RS R EEE R T ACE L S
Internship course instructors are responsible for coordination and
communication between student interns and internship
organizations.

S RBBFAAECAEE TR e
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. Supervisors and responsible instructors of each Communication

Practice unit shall provide pre-internship guidance to students
participating in corporate internships, including detailed
explanations of internship regulations and daily routines, so that
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student interns understand and comply with them.
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Based on the development and core professional competencies
of each department and Communication Practice unit, off-
campus internship courses shall be properly planned, and prior to
the internship, a "Student Individual Internship Plan" shall be
jointly formulated with the student intern and the internship
organization.
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During the internship period, internship course instructors shall
visit the student’s internship organization in person or conduct
visits via telephone for supervision and guidance, understand the
student’s internship status, and supervise the student. The
guidance content shall be recorded in the "Ming Chuan University
Off-Campus Internship Visit Record Form", which shall be
submitted to the respective department office for record after
completion.
CARBIETREA QY LR R SR URE PR 2 R
NP P ET RS P e
BT o
Plan and establish student internship assignments and internship
grading criteria, review student internship assignments or reports
and internship grades, and conduct follow-up evaluation, review,
and improvement after students complete their internships.
3‘!3 #f#_% ?\-
Responsibilities of Internship Organizations
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. Provide professional training required for interns to perform their

assigned duties, and ensure that interns possess the basic skills
and safety knowledge necessary to carry out their responsibilities.
SRRV W ERFRGER Y LRV AR G
Assist internship advisors in understanding the interns’
performance and level of adaptation during the internship.

R iebhs s NERS EEE K

Provide guidance and assistance in evaluating interns’ internship
performance and grades.

cH R B RTT R A EF YRR -

Other matters that contribute to the conduct of media practices
research and corporate internships.
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Article 10 Assessment of Internship Course Grades
3733 mq\;d: %‘2‘?33:»”%% asa %ﬁL?IFW'I‘Av\Z‘ﬁ”’b&‘f#
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The overall internship grade consists of three components: internship
reflection feedback, evaluation by the internship course instructor,
and evaluation by the internship organization.
S AR R L Y B AR 10% ~ F Y SR A 40%
2R %}ﬁﬁiéﬂ%\ 50% °
1. Grading criteria: internship reflection feedback accounts for 10%,
evaluation by the internship course instructor accounts for 40%, and
evaluation by the internship organization accounts for 50%.
S FHA YUV RO E ARV PR v
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2. If a student has changed internship organizations, the grades
shall be calculated separately based on the percentage of
internship hours completed at each organization relative to the
total internship hours, and then summed.
SEA BRIV ERERIYF YRR ST A AR
IR A R K
3. After completing the internship, students shall submit the
internship hour record and grade evaluation form. Those who fall
to submit the required documents will not have their internship
grades calculated.
- RV YR
Article 11 Internship Maladjustment
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During the internship period, if a student experiences maladjustment
and the situation cannot be improved after joint consultation among
the internship advisor, the intern, and a representative of the
internship partner organization, and the student wishes to terminate
the internship early, the student shall complete the "Ming Chuan
University Off-Campus Internship Transfer of Internship Organization
/ Internship Termination Application Form". Such cases must be
reviewed by the department’'s "Off-Campus Internship Advisory
Committee" before the student may transfer to another internship
organization or terminate the internship. Any list of terminated
internships shall be submitted to the university-level Off-Campus
Internship Advisory Committee for record.
Lo VY RE AR
Article 12 Internship Appeals and Handling Procedures
FAFVHR ol RV £ CPREH ISR AV F LT o R Y
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During the internship period, if a dispute arises between a student
and the internship partner organization, the student may report the
matter to the internship advising instructor, who will work with the
internship partner organization to discuss improvement measures. If
no improvement is achieved, the student may file a complaint with
the department’s Off-Campus Internship Advisory Committee. When
handling such complaints, the aforementioned committee shall invite
the internship partner organization, the complainant, and relevant
units to jointly consult on a resolution, and shall submit the meeting
minutes of the consultation to the university-level Off-Campus
Internship Advisory Committee for record.
FLZiF EFRY RIS
Article 13 D|SC|pI|nary Actions for Violations of Internship Regulations
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If a student deliberately falsifies materials related to the evaluation
of the corporate internship, the internship hours shall not be
recognized. In addition, after deliberation by the department’s Off-
Campus Internship Advisory Committee, disciplinary actions shall
be imposed in accordance with university regulations.
$Lleig Hu I
Article 14 Other Matters
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During the internship period, upon agreement between the
department and the internship organization, matters not fully covered
or special circumstances may be handled in accordance with
relevant university and departmental regulations or guidelines, or
additional matters requiring attention may be stipulated. Internship
measures shall also be coordinated and reviewed from time to time
to further improve the department’s corporate internship program. In
cases where no relevant regulations exist, matters shall be reviewed
and resolved by the department’s Off-Campus Internship Advisory
Committee.
FLIGF PERRW
Article 15 Approval and Implementation
G E ) S A ?Ijl‘g R REFTIEFE 31 PFET
f= o Upon being passed by the School Affairs and Academlc Affairs
Meetings, and approved by the President, these Enforcement Rules
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were implemented. Any revision must follow the same procedure.

**In the event of any inconsistency or discrepancy between the Chinese and other language versions of
this document, the Chinese version shall prevail.**
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