ITN3001 Field Experience (Job Placement)
Handbook 2024/2025

1. Overview of ITN3001 Field Experience (Job Placement)

ITN3001 Field Experience (Job Placement)

Eligibility for Application All Year 2 or Above Students of the following Programmes:

* BBA-CGC

e BBA-ECON
e BBA-FA

e BBA-FAFT
* BBA-FB

* BBA-GB

¢ BBA-MGT
¢ BBA-MKT
¢ BBA-PA

Prerequisite(s) N/A

Medium of Instruction English

Credits per Module 3 credit units
Grading: Pass/ Fail (with no effect on GPA score)

ITN3001 Field Experience (Job Placement) provides students an experiential learning opportunity to apply
concepts and knowledge learnt in their academic study to real world work environment. This experience will
enable students to gain a better understanding of the nature of business and allow them to explore potential
career paths upon graduation.

1.1. Learning Outcomes

Upon completion of this module, students should be able to:

a) integrate knowledge and theory acquired in the business curriculum and apply to a real work
situation;

b) establish professional network in a career field of interest;

c) express ideas in a clear and organised manner in both oral and written communication; and

d) provide solutions to solve simple organisational problems.

1.2. Pedagogical Methods

Upon approval of the internship, students will be assigned the Internship Tutor and the Company Supervisor.
The Internship Tutor will provide students the guidance, support and feedback throughout the
internship. The Company Supervisor will evaluate students’ workplace performance in an assessment form.
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Students are required to produce progress report, conduct a presentation and submit a final reflective report
to the Internship Tutor at the end of the internship. For details, please read other sections below.

2. Job Application Approval and Module Registration

2.1

2.2

2.3

2.4

2.5

2.6

For Internship solicited through Career Planning and Development, Student Affairs Office (SAO-
CPD), students are required to complete the Placement Offer Notice (available at SAQO) before
commencement of the internship. For details, please refer to SAQO’s website
https://careers.hsu.edu.hk/student-info/student-internship.

For self-searched Internship, students are required to submit online application through the
Internship Management System and seek approval from the Internship Coordinator of respective
programme.

Students are required to submit application BEFORE the application deadline in each application
period (see Section 4: Important Dates).

For reference in selecting appropriate self-searched internship, please refer to
respective Internship Approval Criteria at the module website.

If a student has an existing job (part-time or internship), and s/he can extend the job period to
cover 150 internship hours and the extended period falls in an Effective Internship Period (EIP),
the student can still use this extended period to apply for ITN3001. EIP here refers to the period
between the date of approval from the Internship Coordinator and one week before the
completion deadline.

For Internship either from SAO-CPD or self-searched, application result will be announced through
email, an Internship Tutor will be assigned to each student. The Module Administration Team/
SAO-CPD will proceed with respective Module Registration with the Registry.

3. Job Termination, Job Change, and Module Retake

3.1
3.2

3.3

34

3.5

3.6

Module add/drop, Credit Transfer or Module Exemption are not applicable to ITN3001.

Once an internship is approved and commenced, for any termination of approved job or any
change of job without a sound justification, students will receive a “Fail” grade.

If a job termination is necessary, students are required to inform the Internship Coordinator
immediately. Students failed to do so may receive a “Fail” grade.

If a job change is necessary, students are required to seek prior approval from the Internship
Coordinator before the job change. Students without prior approval may also receive a “Fail”
grade.

Sound justification for job termination or job change here refers to strong reasons with respective
evidence. See examples as follows:

Unacceptable Reasons Reasons may be considered with supporting
documents

e The job tasks are too difficult e Workplace harassment

e The location is too far away e Workplace injury

e Notinterested in job nature e |lllegal or unethical job tasks

e Internship is terminated due to | e Internshipisterminated due to circumstances
unsatisfactory performance of the beyond students’ control, e.g. the internship
student such as working attitude, work programme is cancelled
quality

e Any other personal reasons

If a student received a “Fail” grade in a previous semester, s/he may retake that module. The “Fail”

grade will still be shown in the transcript even if the student has subsequently managed to pass

the module retook. The grade(s) of retake(s) of the module will also be shown in the transcript.
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Important Dates, Credits Count and GPA

4.1
4.2

4.3

4.4

ITN3001 Field Experience (Job Placement) is a 3-credit module with no effect on GPA score.
Students are required to submit the application before commencement of the internship. And the
internship should be completed one week before the completion deadline of the semester.

For registration in Semesters 1 and 2, the credits will generally be counted in the same semester,
however, registration in the Summer will be counted in Semester 1 of next academic year.

If an internship spans over two or more Internship Periods, such as a one-year internship, the
credit will be counted in the semester in which the internship will be completed before respective
deadline. For example, if an internship started in Semester 1 of 2024/25, spans over Semester 2;
and will be completed before Apr 2025, the credits will be counted in Semester 2 of 2024/25.

Progress . .
. . .. . Completion Credits to be
Internship Period | Application Period Update .
. Deadline counted to

Deadline
Semester 1, 9 Aug 2024 (Fri) 25 Oct 2024 29 Nov 2024 Semester 1 of the
AY 2024/25 to 4 Oct 2024 (Fri) (Fri) (Fri) same Academic Year
Semester 2, 13 Dec 2024 (Fri) 14 Mar 2025 | 17 Apr 2025 Semester 2 of the
AY 2024/25 to 21 Feb 2025 (Fri) | (Fri) (Thu) same Academic Year
Summer 16 May 2025 (Fri) 8 Aug 2025 19 Sep 2025 Semester 1 of the
(Jun to Sep 2025) | to 18 Jul 2025 (Fri) (Fri) (Fri) next Academic Year

Completion Requirements, Module Assessment Components and Passing Requirements

5.1

5.2

5.3

5.4

Students are required to fulfil a minimum of 150 internship hours from ONE approved job in the
Effective Internship Period (EIP).
As an interim report, students are required to discuss the job progress with Internship Tutors on
or before the Progress Update Deadline. Please contact your Internship Tutor to discuss the format
of interim report and the exact deadline of the Progress Update.
Upon completion of the job, students are required to submit all the following documents and
deliver an oral presentation to the Internship Tutor before a mutually agreed deadline (at least 1
week before completion deadline of ITN3001).

o Completed, signed and company chopped Company Supervisor Assessment (CSA) Form

o Written Reflective Report (around 1,000 words)

o Student Signed Academic Honesty Declaration Statement from VeriGuide.
Students will receive a “Fail” grade if they failed to complete any task herein stated before
completion deadline.

Assessment Component Weighting

Major Assessment

Passing Marks*

Internship Tutor Assessment (ITA)
A. Progress Report 5%
B. Oral presentation 15%
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https://hsuhk.sharepoint.com/:b:/t/SBUS-Intranet/ESklOvpQxmVAoJXgubZa3ZABsw2qDoJoNtRirhuNCv1NoA?e=Eezyxq
https://sbus.hsu.edu.hk/en/sbus-modules/veriguide/

Assessment Component Weighting Major Assessment | Passing Marks*

C. Written Reflective Report 30%
(around 1,000 words)

Sub-total: 50% v 15 marks @

Company Supervisor Assessment (CSA)

A. Standard of work 20%
B. Cooperation & Teamwork 10%
C. Initiative & Readiness 10%
D. Attendance & Punctuality 10%
Sub-total: 50%
Total: 100% 40 marks ®

* Students will receive a “Fail” grade if they failed to attain a minimum of:
(a) 30% in the Major Assessment Component (i.e., the ITA); or
(b) 40% of the overall score (i.e., the CSA plus ITA)

6. Other Information
6.1 Students participating in the internship approved by the University will be covered by HSUHK
Insurance. More details can be found at the website of Finance Office. The Module Administration
Team will be responsible for the insurance matters of students taking programme-approved self-
searched internship, and SAO-CPD will take care of insurance matters for students taking
internship coordinated via SAO-CPD.
6.2 For more details of ITN3001, please refer to https://sbus.hsu.edu.hk/en/prog/itn3001/.

7. Enquiry

For inquiries, please contact your programme office.
Programme Email
BBA-CGC; BBA-PA acct@hsu.edu.hk
BBA-FA; BBA-FAFT; BBA-FB; BBA-ECON eaf@hsu.edu.hk
BBA-MGT mgt@hsu.edu.hk
BBA-MKT; BBA-GB mkt@hsu.edu.hk

This handbook is subject to change at the discretion of the School of Business.
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