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Project: “Young Professionals - implementation of internship programs for the students of the Faculty of Philology at Opole University,” co-financed by the European Union 
within the European  Social Fund
POWR.03.01.00-00-S221/15

INTERNSHIP RECRUITMENT AND PARTICIPATION REGULATIONS
offered within the Project:
“Young Professionals - implementation of internship programs for the students of the Faculty of Philology at Opole University,” co-financed by the European Union
Definitions
§1
The following definitions shall be applied for the purpose of the project implementation:
The Project - the project “Young Professionals - implementation of internship programs for the students of the Faculty of Philology at Opole University,” implemented within the competition 2/SP/POWER/3.1/2015, during the period from 01.05.2016 to 31.10.2017.

Intermediate Body - The National Centre for Research and Development, ul. Nowogrodzka 47a, 00-695 Warszawa.

Intern – a person, who filled recruitment form and was approved in internship while being a student of the Faculty of Philology at Opole University.

Internship documents – documents confirming the start, appropriate course and completion of the internship. 
Internship Recruitment Committee (IRC) - a team of 3 persons, including the Project Manager.
Intern’s tutor – a person employed in the department accepting an intern, who shall supervise the content of an intern’s activities during the internship period. 
Intern’s pay – a scholarship paid to an intern after completion and content approval of an internship. 
Project Office – Pl. Kopernika 11, 45-040 Opole, Collegium Maius p.12
Project site - stazewf.uni.opole.pl 
Internship period – III-IV quarter 2016 and III-IV quarter 2017.
Trilateral agreement– an agreement signed by a coordinator from the Department of Philology, the employer, and a student/intern, i.e. the Project participant (PP) 
General principles
§2
1. The Regulations define the principles, conditions and methods of internship awarding within the project “Young Professionals - implementation of internship programs for the students of the Faculty of Philology at Opole University.”
2. The objective of an internship is gaining additional professional experience by a student, before entering the job market, by establishing relations of a student and a prospective employer already during studies. 
3. Internships are available to the students of the last year of the 1st and 2nd degree full-time studies at the Faculty of Philology. There are 3-month (360 hours) internships available within the Project, for the students of the following majors: English Philology, English in Public Communication, Germanische Philologie, philology, major Język biznesu [Business language], philology, major Języki obce w turystyce [Foreign languages in tourism]. The number of available internships is limited and has been defined in the project implementation agreement. Due to the limited number of internships, qualification procedure is required. 
4. The internship locations were defined pursuant to the previously concluded cooperation agreements. Management personnel shall prepare lists of employers, who declared accepting PP for an internship, pursuant to education results and practice regulations in the department major included in the support program.
5. Post-qualification procedure, interns shall be assigned to their internship locations. The above mentioned information shall be placed in the Project web site and the Project bulletin board.
Internship recruitment
§3
1. Any person applying for a student’s internship shall fulfil all the following formal requirements:
a) is a participant of the project: “Young Professionals - implementation of internship programs for the students of the Faculty of Philology at Opole University”;
b) is the last year student of a major included in the support program;
c) is in no financial arrears or didactic backlog versus the University, resulting from a contract concluded with the University or legal acts applicable in the University; 
d) has submitted to the Project Office, in due time, a filled internship application (annexes 1a and 1b available in the Project web site and the Project Office, along with other required documents enumerated in the Project site).
2. A student of the Faculty of Philology may participate in an internship only once during the period of the Project implementation.
3. An applicant can submit an application form simultaneously to a domestic and foreign internship; however, having been qualified to both internship, he shall choose one of them by submitting a written declaration.
4. Any person, who loses the status of an Opole University student, shall lose the rights to participate in an intership, excluding the graduates within 6 months post-graduation.
5. Internship Recruitment Committee (IRS) shall formally verify the documents submitted in due time.
6. A ranking list of the persons, who submitted correctly filled internship in due time shall be prepared based on the “internship index”, which includes point assessment of the following elements:
a) arithmetic mean of the grades from exams and credits, entered in an index book during the year prior to an internship period start, calculated automatically by the Mean Calculator (a candidate shall gain 1-4 points);
b) activity of the candidate during studies in the major, which is included in the support program, e.g. activity/participation in science clubs, science camps, students’ self-government, student organisations, science conferences, seminars, internships, workshops, trainings, voluntary work and other forms. A candidate shall submit a declaration confirming their activities (for each item a candidate shall be awarded 0.25 points);
c) a disability certificate, if possible (a candidate shall be awarded 1 point);
d) an assessment of the motivation letter - justification of an institution selection) a candidate shall be awarded 1 - 4 points).
7. In the event two or more candidates obtain the same “internship index,” their ranking position shall be decided first according to the arithmetic mean of the exams and credits grades entered in their index books obtained during the year prior to an internship start.
8. A list of approved candidates shall be made public (information board and the Project web site). A candidate, who did not qualify to an internship, shall have the right to appeal to the relevant Dean within 7 working days from the date of the ranking list publication.
9. The Dean shall process an appeal within 7 working days from the date of submission and shall immediately inform the applicant about the decision. The Dean’s decision shall be final.
10. The candidates who did not qualify to internship shall be included in a reserve list.
11. In the event a qualified candidate resigns, the first person for the reserve list shall be selected for internship.
12. A candidate who qualified to internship shall submit to the Project Office in due time a declaration confirming their knowledge of the recruitment regulations and participation in foreign internships (annex 2) and the necessary internship documents, including a copy of a personal accident insurance and a copy of medical certificate (original available for inspection).
13. A tripartite agreement shall be signed between the coordinator, on behalf of the Faculty, an employer and a student/intern (PP).
14. Document files are available in the Project web site.
Internship financing
§4
1. An intern:
1)  shall have the right to:
a) obtain support during the internship preparation process from the Project Office personnel;
b) obtain an internship scholarship and a subsidy for the accommodation and/or travel costs;
2) an intern shall:
a) start and complete an internship within the period stipulated in an internship agreement,
b) complete an internship within the scope stipulated in an internship agreement,
c) follow the internship regulation and program,
d) settle the internship within the period stipulated in the agreement (14 calendar days from the internship end) by submitting the following documents: an internship log (annex 6), an opinion about the intern (annex 7) and a beneficiary survey (annex 8). Additionally, depending on the means of transport: tickets/mileage of a vehicle and/or an invoice for accommodation. The submitted documents shall be the basis for settling the obtained scholarship.
2. An intern shall have a bank account and provide its number to the Project Office, when concluding the internship agreement.
3. The 3-month scholarship shall be paid out to an intern in the amount of 3xPLN2000.00 gross, the total of PLN 6000 gross (say: six thousand zlotys 00/100), due after the end of each month of the internship, provided that an intern fulfilled all the formal requirements related to the internship, stipulated in these Regulations and resulting from an internship agreement.
4. Transport costs or accommodation costs shall be refunded to an intern, after submission of a relevant invoice confirming the qualified costs to the Project Office.  
5. In the event of a delay in transfer of means for the project implementation by the Intermediate Body to Opole University, payouts may be suspended until the next subsidy instalment has been received. At the same time, Opole University shall pay the delayed internship scholarship without the need to charge the stipulated interest for the delay.
6. The benefit and refunds of any payouts shall be transferred to the bank account provided by an intern.
7. The project participant shall inform parents, prior to the internship commencement, that they should register them out of the  ZUS [National Insurance Institution] as a family member (as of the day of the internship commencement) and that they should re-register them in after the internship completion (as of the next day after the internship completion).
8. The internship scholarship shall be exempt from income tax.
Internship course and completion 
§ 5
1. On the day of the internship commencement, an intern shall report to the supervisor from the accepting institution in order to obtain a detailed internship schedule (annex 5), which shall be entered into the internship log (annex 6). An internship schedule shall be in line with the Frame program of practices, applicable for each major at Opole University.
2. After reporting to the internship location, a student shall undergo Health and Safety and fire hazard training, learn the institution organisation, its regulations as well as documentation, software, equipment and devices used in a specific position and receive instruction regarding an ongoing confidentiality principles. The completed training shall be confirmed in the internship log.
3. Each week of the internship includes 5 working days (Monday-Friday), 6 hours per day. The internship total duration is 360 hours (60 working days). During the internship, an intern shall maintain an internship log and enter daily activities, remarks and observations. An internship log shall be submitted to the practice tutor for review and signature, at least once a week. Each absence shall be justified with a relevant entry in the log or a medical certificate. 
4. An internship work of an intern may be monitored and verified by the members of IRC in the internship location. 
5. IRC shall be immediately notified in the event of the occurrence of the circumstances, which prevent an intern from reporting at the accepting entity in due time. 
6. Internship shall be approved as completed on the basis of internship documentation, which shall be submitted by an intern to the Project Office within the period defined by IRC. The documentation shall include: 
a) a filled internship log with a list of presence (annex 6); 
b) an opinion about an intern, issued by the tutor from the accepting entity (annex 7); 
c) a beneficiary’s survey (annex 8).
Final provisions
§ 6
1. The provisions of these regulations may be amended in the event of occurrence of unforeseen circumstances, related to implementation of the project.
2. The scholarship holder shall follow the provisions of these Regulations under the pain of losing the right to participate in the internship program.
3. All matters pertaining to internships not regulated in these regulations shall be resolved by the IRC on the basis of applicable laws, the provisions of the agreement concluded with an intern as well as the provisions of the agreement on co-financing of the project concluded between the National Centre for Research and Development and Opole University.
4. These Regulations shall come into force on the day of signing and shall remain valid throughout the project implementation period.
5. The Regulations include the following annexes:
a) Annex 1a Internship application
b) Annex 1b. Application form
c) Annex 2 Declaration 
d) Annex 3 Internship participation agreement
e) Annex 4 Confirmation form from the accepting institution
f) Annex 5 Internship schedule
g) Annex 6 Internship log with an attendance list
h) Annex 7 Internship’s tutor opinion
i) Annex 8 Beneficiary survey
j) Annex 9 Ranking list 
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