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National Kaohsiung University of Hospitality and Tourism

Guidelines for the Implementation of Off-Campus Internship

Supervision
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In order to implement practice-oriented instruction through the conduct of off-campus internship

courses, enable students to develop professional practical competencies during their formative

education stage, closely integrate theory with practice, and cultivate talents that meet industry

needs, the University hereby establishes these Guidelines.

Teaching units shall establish internship committees at various levels and formulate relevant

guidance and supervision measures to strengthen academic and learning support for students.

(1) Each college shall establish a college-level internship committee and formulate its

2)

serve as ex officio members.

regulations governing committee organization and internship guidance implementation.
The committee shall coordinate internship matters among the departments (or programs)
within the college. The Dean, the Chairpersons (or Program Directors) of each department

(or program), and one representative internship class advisor from each department shall

Each department (or program) shall establish an off-campus internship guidance group and
formulate its regulations governing group organization and internship guidance
implementation. The Chairperson (or Program Director) and the internship class advisor(s)
shall serve as ex officio members. In principle, the internship guidance instructor for each

class shall be an advisor of the internship class who is qualified to teach “professional



The selection of off-campus internship partner institutions of the University shall be conducted
by the relevant departments (or programs), the Research and Development Office, or the
International Affairs Office. Legal entities, unincorporated organizations, or governmental
agencies capable of providing operational or training opportunities corresponding to the

University’s professional curricula may also be selected as internship partners. Such institutions

shall be subject to on-site evaluation by faculty members of the relevant department (or program)

and, upon review and approval by the department-level internship guidance group, the college-
level internship committee, and the University-level Internship Guidance Committee, may be
designated as official internship partner institutions of the University.

To strengthen internship guidance, understand students’ off-campus internship status, and assist

students in addressing issues related to living environments and workplace adaptation,

designated internship guidance instructors from each department (or program) shall conduct off-
campus site visits and provide guidance. Joint visits and guidance may also be conducted in
coordination with the Research and Development Office and the International Affairs Office.

Travel expenses incurred for such visits shall be covered by the University’s internship guidance

budget. Each internship guidance instructor shall conduct and record at least two (2) student

visits per semester, including no fewer than one (1) on-site domestic visit per student. Overseas
internship visits shall be conducted in accordance with the University’s Supplementary

Guidelines for the Guidance of Students Participating in Overseas Internships and Training

Programs.

The duties and responsibilities of internship guidance instructors are as follows:

(1) To maintain close liaison with the industry supervisors responsible for guiding student
interns and to jointly plan and coordinate internship learning activities.

(2) To proactively notify the Research and Development Office and the International Affairs
Office of any changes to information relating to off-campus student interns or internship
host institutions.

(3) To review and evaluate students’ midterm and final professional internship reports,
internship logs, weekly journals, and other related materials.

(4) To attend meetings of the internship guidance group, report issues encountered, and
propose recommendations for resolution

(5) To assist relevant University units in disseminating important notices and to serve as the
primary liaison between the University and students. The principal duties include:

a. Conducting site visits and providing guidance in accordance with approved plans.



b. Completing and submitting records of site visits and guidance activities.
c. Providing photographs and relevant news information concerning internship site visits
for publication in the University bulletin.

(6) To assess internship performance, record industry evaluation results, calculate final
internship grades, and submit the results to the Academic Affairs Office.

(7) To assist in addressing students’ living arrangements and other matters related to their
internships.

The Chairperson (or Program Director) of each department (or program) shall preside over

meetings of the department-level internship guidance group, review matters related to off-

campus internship guidance, and supervise, and when necessary assist with or act on behalf of,
internship guidance instructors in conducting off-campus site visits and guidance.

Safety matters relating to students during the off-campus internship period shall be properly and

comprehensively planned in advance.

Off-campus internships at the University shall be limited to full-time, full-duty positions. The

normal weekly working hours shall comply with the Labor Standards Act; overseas internships

shall comply with applicable local laws and regulations. A full academic year internship shall
have a minimum duration of twelve (12) months, and a full academic semester internship shall
have a minimum duration of six (6) months.

The principles governing guidance for changes in internship host institutions and the handling

of alternative arrangements for student interns are as follows:

(1) Students who have reported to their internship host institution for less than three (3) months
shall not arbitrarily change their internship placement. However, where changes are
necessitated by personal health conditions, violations of the Labor Standards Act by the
host institution, workplace gender inequality or discriminatory treatment, or other special
circumstances, students may seek a new internship host institution upon submission of
relevant supporting documentation.

(2) Where a student applies to change an internship host institution for any reason, the change
shall be subject to the approval of the internship guidance instructor and the Chairperson
(or Program Director) of the relevant department (or program). Upon approval, the student
shall submit a Change of Internship Host Institution Application Form (completed by the
student) and a Guidance Form (completed by the advisor) to the Internship Guidance
Section of the Research and Development Office for recordation, after which the student

may seek a new internship host institution.



€)

(4)

©)

Where a change of internship host institution is attributable to the student’s fault,
disciplinary measures may be imposed, depending on the severity of the circumstances,
upon review by the department-level internship guidance group, and shall be reported to
the college-level and University-level internship committees for recordation.

Where a student is unable to complete the off-campus internship due to physical or mental
conditions, the student shall submit a medical diagnosis certificate issued by a medical
institution accredited by the central competent health authority, together with a parental
acknowledgment and confirmation form. Upon review by the department-level internship
guidance group, the student may be permitted to return to the University and adopt an
alternative arrangement, subject to recordation by the college-level internship committee.
Students applying to terminate their internship and return to the University to enroll in
alternative courses in lieu of the “Off-Campus Internship” course shall have the proposed
alternative courses reviewed by the curriculum committee of the relevant department (or
program) to determine whether such courses constitute practice-oriented alternatives
consistent with the instructional objectives of the internship course. If the application
timeline falls on or before the add/drop deadline of the current semester, the student may
return to the University to enroll in courses during the same semester. If the application
timeline falls after the add/drop deadline, course enrollment shall be deferred until the
following semester. In all cases, the student shall complete ten (10) credits of practice-
oriented alternative courses aligned with the instructional objectives of the internship
course in order to substitute for the off-campus internship course.

The medical institutions referred to in the preceding subparagraph shall comply with the
standards set forth in Point 5 of the “Implementation Guidelines for General Health

Examinations of Civil Servants.”

10. Assessment Criteria for Domestic Off-Campus Internships:

11.

(1)

)

€)

Evaluation of work performance and attendance by the internship host institution shall
account for sixty percent (60%) of the total grade.

Evaluation based on site visits and guidance conducted by the University’s internship
guidance instructor shall account for twenty percent (20%) of the total grade.

Evaluation of internship assignments and reflective reports shall account for twenty percent

(20%) of the total grade.

Assessment Criteria for Overseas Off-Campus Internships:



12.

13.

14.

15.

16.

(1) During the coursework period, academic performance (including coursework and guidance
assessments) shall account for sixty percent (60%) of the total grade, and evaluation based
on site visits and guidance conducted by the guidance instructor shall account for forty
percent (40%).

(2) During the internship period, evaluation of work performance and attendance by the
internship host institution shall account for sixty percent (60%) of the total grade, and
evaluation based on site visits and guidance conducted by the guidance instructor shall
account for forty percent (40%).

When arranging off-campus internships for students, each department (or program) shall

prudently select internship host institutions and ensure that students understand off-campus

internships as an extension of on-campus coursework, with due regard to the alignment and
continuity between theoretical instruction and practical application.

Prior to students undertaking off-campus internships, the University shall arrange student

accident insurance. Additional accident insurance may be provided upon the student’s request.

Each department (or program) shall conduct a pre-internship orientation session on campus,

during which internship regulations, daily living arrangements, and other relevant matters shall

be explained in detail to ensure students’ understanding and compliance.

Internship host institutions and industry supervisors demonstrating outstanding performance in

supporting student internships may, upon recommendation by visiting and guidance personnel

and approval by the Off-Campus Internship Guidance Committee, be nominated by the

University to the relevant competent authority for commendation.

In consideration of the particular nature of overseas internships, the implementation and

guidance of overseas internships shall be conducted in accordance with the Supplementary

Guidelines for the Guidance of Overseas Internships and Training Programs promulgated by the

International Affairs Office.

These Guidelines shall take effect upon approval by the Internship Guidance Committee and the

Administrative Meeting and upon ratification by the President. The same procedure shall apply

to any amendments hereto.

Responsible Unit: Internship Section, Research and Development Office



Standard Operating Procedure Flowchart for the Alternative

Arrangement to the “Off-Campus Internship Course”

Approved at the 488th Administrative Meeting on June 2, 2022

Amended at the 559th Administrative Meeting on November 26, 2025

Review by
Program) Internship Guidance Group
on the intern’s return to campus and
adoption of an alternative arrangement

the Department

(or

A

Internship Committee

For recordation by the College-Level

r

Course Substitution

l

Review by the Department (or Program)
Curriculum Committee

l

Submitted to the Academic Affairs Office
for recordation

l

Student returns to campus to enroll in
course

i

Upon completion of coursework, the student
completes and submits a Credit
Substitution/Waiver Application for processing

Graduation eligibility review (review of

A4

Case closed

completion of credits for off-campus
internship substitute courses)

l

Non-Course Substitution

. Before the add/drop deadline: The student shall first

A

Case closed

withdraw  from the original “Off-Campus
Internship” course (10 credits) and then enroll in
practice-oriented substitute courses that align with
the instructional objectives of the department’s
internship course.

After the add/drop deadline: The student shall enroll
in ten (10) credits in the following semester, which
must consist of practice-oriented substitute courses
aligned with the instructional objectives of the

department’s internship course.



