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PS3550 Political Science Internship
Internships vary in length but all take place within an organisation, are vetted and approved by the Department’s internship advisor, have relevance to the major in Political Science, involve the application of subject knowledge and theory in reflection upon the work, and are assessed. Available credited internships (if any) will be advertised at the beginning of each semester. In exceptional cases, internships proposed by students may be approved by the Department.
Pre-requisites for students taking up internship
· Completed a minimum of 24 MCs in Political Science; and

· Declared Political Science as their Major.
Procedures for Application and other Information

(Must be completed before start of internship)
· Students are required to look for a supervisor in the workplace (who agrees to undertake the role to coordinate with the Department’s Internship Advisor.
· Students also have to look for a supervisor from the Department who will assess and oversee their work during the internship period (just like HTs and ISMs). 

· Students with the internship module are also required to submit a mid-term report (40%) and assignment (60%) for grading by the department’s supervisor. 
· To get 4 MCs, students would need to accumulate a minimum of 120 workload hours during one period working for a single organisation.

· An internship with a minimum of 240 hours working in the organisation may earn 8 MC. Of these, 4 MC will be credited to the Major, and 4 to UE.
· Full semester tuition fees is payable for the semester in which PS3550 is added for the student. 

· Internships can be in part-time or full-time mode. Students do not have to apply for Leave of Absence (LOA). 
· If the internship is on part-time mode, the student may choose to do some modules in NUS concurrently and make the necessary timetable arrangements with their internship workplace supervisor. 

· Being away on an internship (especially on full-time mode) may cause students to graduate later. Students should take note of the effects on their maximum allowable candidature period and any subsequent tuition fee increase. 
For more information regarding PS3550, and the procedure on how to get your internship approved and other assessment requirements, you may email to our Department Internship Advisor, Dr Elaine Tan at poletsy@nus.edu.sg.


Part I. Personal Particulars of Student (to be filled in by student)
	Name of Student
	

	Matric No.
	

	Major
	

	Year of Study
	ARS1 / ARS2 / ARS3 / ARS4 / SOC4 (delete accordingly)

	Nationality
	

	Contact No.
	Mobile:                                              Home: 

	Email Address
	

	Mailing Address
	


Part II. Details of Internship Organisation (to be filled in by student)
	Name of Organisation
	

	Brief Description of Organisation’s activities
	

	Organisation Website
	

	Organisation Address
	

	Organisation Contact No.
	


Part III. Details of Internship (to be filled in by student)
	Do you intend to read any modules in NUS whilst on internship?
	Yes / No (delete accordingly)
If Yes, how many modules do you intend to read? _____________

	Main Work Responsibilities 

(Please describe in detail your work responsibilities and how this internship relates to Political Science)
You may attach a separate document if there is insufficient space.
	


I certify that the statements made by me in answer to the above questions are true, complete and correct to the best of my knowledge and belief. 

In order to earn modular credits under PS3550 Political Science Internship, I agree to complete the entire duration of the internship and satisfactorily perform my work duties as stipulated by your internship workplace supervisor.

I understand that I will have to pay the full semester’s tuition fees (in which the module code PS3550 is added). 

I also agree to submit the required gradable assessment items (as required by the department internship supervisor) by the agreed due dates. 
STUDENT’S NAME/SIGNATURE
DATE

Part IV. Appointment of Workplace Supervisor (to be filled up by Workplace Supervisor)
	Name of Workplace Supervisor
	

	Title 
	

	Email Address
	

	Contact No. 
	

	Details of Internship

	Duration of Internship

	______________ to ______________ (dd/mm/yyyy)

	Mode*
	Part-time / Full-time (delete accordingly)

	Required no. of working hours for the internship
(Please fill in accordingly) 
	__________ hrs per __________ week(s).      Total = ______________ hrs

	Brief Job Description for the Internship

You may attach the job advertisement or a separate document on the job description.
	


*For part-time internships, the student should be allowed to read some modules in NUS on a timetable arrangement as agreed between you and the student.
· For part-time internships, students should generally not work for more than 16 hours per week according to NUS Guidelines. This is to allow students sufficient time off to attend classes and to prepare for their assignments and examinations. 

· However, the student may be allowed to work for more than 16 hours per week subject to mutual agreement between the student and employer, and with approval from our Department Internship Advisor. 
· Any changes to the details of the internship (as described above) will have to be communicated to our Department Internship Advisor promptly. 
In order to earn modular credits for the internship, the student must submit the following assignments to the Department. These assignments will be graded by the appointed Department Internship Supervisor:

· Journal or mid-term report/essay: 40%
· End of term paper/project report: 60%

Your comments/feedback on the student’s work performance may be sought and considered as part of the student’s performance assessment by the Department Internship Supervisor when grading the assignments.

You agree to liaise and work with the appointed Department Internship Supervisor on any matters regarding the student’s internship as requested, throughout the entire duration of the internship. 

You certify that the main work responsibilities as detailed above by the student in Part III is accurate and correct. 

WORKPLACE SUPERVISOR’S NAME / SIGNATURE
DATE

This Section is to be completed by the Faculty Member whom the student has requested to supervise his/her internship programme.
Part V. Appointment of Department Internship Supervisor 
	Name of Department Internship Supervisor
	

	Email Address
	

	Contact No. 
	


You agree to liaise and work with the student’s workplace supervisor on any matters regarding the student’s internship as required, throughout the entire duration of the internship. 

You will inform the student of the required assignment items and grade them, when submitted.  All grades are to be given to the Department’s Administrative staff for recording. 

DEPARTMENT INTERNSHIP SUPERVISOR
DATE

NAME / SIGNATURE


Part VI. Final Approval by Department Internship Advisor
I have verified and vetted this internship as proposed and submitted by the student, for suitability and relevance to Political Science Major. 
	4 MCs
	a minimum of 120 work hours
	

	8 MCs
	a minimum of 240 work hours
	


Please tick the corresponding box accordingly to indicate the amounts of MCs to be earned by the student, according to the required number of working hours. 
I approve this internship to be recognised under the module, PS3550 Political Science Internship and the corresponding modular credits (MCs) will be earned by the student upon:

· Successful completion of internship work duties and responsibilities (as required by Workplace Supervisor) 
And
· Submission of assigned assessment items (as required by Department Internship Supervisor)
DEPARTMENT INTERNSHIP ADVISOR’S 
DATE

NAME / SIGNATURE


Part VII. For Department Administration Staff
	Module Code
	PS3550 / IPS3550 / PS3550 and IPS3550 (delete accordingly)

	Duration of internship
	1 Semester / 2 Semesters (delete accordingly)

	IP Grade to be entered in which semester?
(if applicable)
	Semester 1 / 2 (AY_ _ )   (delete accordingly)

	Final Grade to be entered in which semester?
	Semester 1 / 2 (AY_ _ )   (delete accordingly)


The module code PS3550 has been entered in the student records for the semester (when the internship starts).

· If internship spans over 2 semesters, add PS3550 in the 1st semester and enter IP grade.

· If internship spans over 2 semesters and is for 8 MCs, add PS3550 (under module type code 05) and IPS3550 (under module type code 27) and IP grades to be given in the 1st semester
· Add PS3550 (and IPS3550) again in the 2nd semester and final grade will be added. 
DEPARTMENT ADMINISTRATIVE STAFF
DATE

NAME/SIGNATURE
Department of Political Science
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