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City University of Macau

Regulations of English Education Internship and Report
B Brief Introduction
English Education Internship is a compulsory course for students who have chosen
the English Education Track in the program of Bachelor of Arts in English. This
internship provides students with the opportunities to apply teaching theories learnt
during their studies, allowing them to acquire the necessary skills in English teaching.
Bridging theories and practice, this teaching internship aims to cultivate students’
knowledge and improve their professional abilities in the field of English education,
thus allowing them to be better prepared for their future teaching career. This document
provides information to all the involved parties in the internship, which include interns,
mentors and relevant internship organizations or schools, giving them a better
understanding about the internship.
B Objectives
Students are required to finish an internship worth 6 credits with a duration of three
months. With assessment of students’ teaching practice and their written reports,
students are expected to be able to:
1) Use various teaching techniques,
2) Integrate and apply their knowledge in teaching,
3) Reflect on their teaching in an authentic education environment, and
4) Establish a professional teaching attitude.
B Credits and Duration
The total internship consists of 6 credits and 480 hours of practical experience.
The internship content includes, but is not limited to:
*  Practical teaching
*  Lesson preparation
*  Classroom observation
*  Assisting in teaching
*  Administrative tasks
*  Research-related work
*  Writing internship reports
(The actual hours for each item may be adjusted based on the requirements and
circumstances of the internship organization.)
B General Internship Requirements
All students enrolled in the Bachelor of Arts in English program are eligible to
apply for the internship after completing the compulsory and elective courses of the
English Education track in the first three years of study.
B Internship Opportunities

Internship opportunities may be offered either by (1)the students themselves, by
10
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contacting the internship organisations and confirming the relevant internship matters
before reporting to the Faculty, or (2)the Faculty, by offering internship positions in
partner schools or organisations to the students.

B Internship Opportunities

1. Prepare resume, portfolio, photos, etc.

2. Option 2

2. Option 1 . . e
Apply for internship positions in partner

Find your own internship organization L
organizations offered by the Faculty

Step 1: Step 1:
Contact the internship organization to Provide a brief overview of the applied
confirm your initial interest position to the Faculty
Step 2:
P Step 2:

Complete “Attachment 1. Internship

o o Conducting interviews, etc. as required
Application Form” and submit it to the

. by the internship organization
Faculty for review

Step 3: Step 3:
After the application is approved, contact | Confirm the internship position, prepare

the internship organization to determine | for the internship according to the
the details and formulate an internship | requirements, and formulate an

plan. internship plan.

3. Start internship

4. Atthe end of the intership, submit the relevant evaluation forms to the Faculty.

B Internship Content
Intern students should jointly formulate a internship plan with the contact person
from the organization and the supervisor from the Faculty before the start of the
internship, which will serve as the basis for internship counseling and assessment. The
internship plan includes the following items:
(1) Primary Focus: Teaching internships, with secondary emphasis on administration
and research.
(2) Teaching plan: This includes an overview of the organization, internship
objectives, planned activities, timeline, and assessment criteria.
B Assessment Criteria
After successfully completing the internship plan, students must submit the
following three documents to the Faculty:
(1) Internship Report: A detailed record of English teaching work and outcomes, along
with a reflection on the experience.
(2) Internship Evaluation: A performance evaluation completed by the internship
11
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organization based on the student’s work performance (see Attachment 2).
(3) Self-Evaluation: An objective assessment of the student’s work performance
during the internship, completed by the student (see Attachment 3).

Notes:

 If interns fail to complete the internship without valid reasons, it will affect their
internship grades and related credits.

» Ifinterns are found to have committed any form of dishonesty during the
internship, they will be disqualified from assessment for that course, receiving a
score of zero.

» A total score of 50 points is required to pass.

* Internship students must adhere to the Faculty’s requirements and regulations
regarding passing or failing the course.

» For environmental and management convenience, Attachments 1-3 will be
collected and stored via online surveys.

B Roles and Responsibilities

I. Responsibilities of the Organization

(1) Provide learning opportunities and a supportive environment for interns.

(2) Clearly understand that the internship program aims to help interns learn and

develop through practical work experience.

(3) Develop an internship plan that includes the schedule, location, and specific

content of the internship.

(4) Appoint a mentor to guide the interns throughout their experience.

(5) Facilitate interns in getting to know the school’s staff, environment, and

administrative procedures.

(6) Ensure interns receive health and safety training before the internship begins.

(7) Allow interns to participate in organizational meetings, training sessions, and other

activities.

(8) Participate in evaluating the interns’ work performance and regularly supervise

them in reviewing their internship experiences.

(9) Provide a detailed internship evaluation form at the end of the internship (see

Attachment 2).

(10) Notify the university if any difficulties arise during the internship.

(11) Contact the university proactively if there are any issues that make the internship

unsuitable for the student.

(12) Ensure the university is promptly informed of any potential problems the intern

may encounter.

(13) Do not offer interns any additional or inappropriate benefits (excluding allowances

specified in the contract), including gifts or other improper rewards.
12
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II. Responsibilities of the Faculty Internship Supervisor

(1) Guide interns in developing their teaching internship plans.

(2) Facilitate communication and coordination between interns, the university, and
the internship organization.

(3) Observe interns during their teaching practice and provide constructive feedback.

(4) Review interns' assignments and reports.

(5) Evaluate interns' teaching internship portfolios.

(6) Assess interns' performance in the teaching internship.

(7) Address any other matters related to the guidance of interns.

ITI. Responsibilities of the Organization Contact Person

(14) Manage the overall internship program and ensure it meets educational objectives.

(15) Provide guidance and support to interns throughout their internship experience.

(16) Facilitate the integration of interns into the organization’s work environment.

(17) Conduct regular evaluations of interns' performance and provide feedback.

(18) Communicate any issues or concerns regarding interns to the university.

(19) Ensure that interns receive appropriate training and orientation related to their
roles.

(20) Support the development of a positive learning environment for interns.

IV. Responsibilities of the Intern

(1) Interns should complete their internship at the same organization, primarily during
the second semester of their fourth year.

(2) Interns must adhere to the policies and administrative procedures of the
organization.

(3) Interns are expected to be punctual and maintain a high attendance rate.

(4) Ifinterns need to take leave due to illness or personal reasons, they must make up
for missed time or follow the organization’s regulations.

(5) Interns should uphold the university’s traditions and demonstrate professionalism
during the internship.

(6) Interns must maintain good working relationships with service recipients,
colleagues, and supervisors.

(7) When handling cases and related information, interns must comply with the
organization’s work guidelines.

(8) Dress and appearance should adhere to the organization’s requirements.

(9) Interns are encouraged to actively participate in workshops, meetings, or other
activities that promote learning and professional development.

(10) Collaborate with other professionals in the organization to foster team spirit.

(11) At the end of the internship, students should complete all necessary work records

and handover tasks, and submit the Self-Evaluation Form to the Faculty.
13
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(12) If issues arise or contact information changes, interns should promptly notify the
university staff.
(13) Understand and comply with other regulations set by the organization and the
Faculty.
B Health and Safety
The internship organization is responsible for ensuring the health and safety of
interns by providing relevant information and guidance, as well as health and safety
training and supervision. Interns must take responsibility for themselves during the
internship, adhere to the organization’s guidelines, and protect their own health and
safety.
The Faculty recommends that each intern purchase accident and illness insurance
during the internship (with the cost borne by the intern). It also advises relevant

organizations to promptly inform insurance providers about the internship plan.

14
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City University of Macau

Regulations of Chinese-English Translation Internship and Report
B Brief Introduction

The Chinese-English translation internship is an essential part of the Bachelor of
Arts in English program at City University of Macau, focusing on translation studies.
It provides students with the opportunity to apply translation theory in practice. The
aim is to cultivate students' understanding and knowledge of the field of Chinese-
English translation, integrating theory with practice to enhance their professional skills.
This experience is expected to serve as a reference for future career planning in
translation.

This document provides relevant information about the internship content for all
parties involved, including interns, internship organizations, the Faculty, and internship
supervisors, offering a deeper understanding of the internship work.

B Objectives
Students are required to finish an internship worth 6 credits with a duration of three
months. With assessment of students’ translation practice and their written reports,
students are expected to be able to:
(1) Practice various translation techniques.
(2) Integrate and apply different translation knowledge.
(3) Reflect on translation practices in a real-world translation environment.
(4) Develop a professional attitude as a translator.
B Credits and Duration
The total internship consists of 6 credits and 480 hours of practical experience.
The internship content includes, but is not limited to:
*  Translation practice
«  Literature translation
* Interpretation internship
*  Teaching assistance
*  Administrative tasks
*  Research-related work
*  Writing internship reports
(The actual hours for each item may be adjusted based on the requirements and
circumstances of the internship organization.)
B General Internship Requirements
All students enrolled in the Bachelor of Arts in English program are eligible to
apply for the internship after completing the compulsory and elective courses of the
Chinese-English Translation track in the first three years of study.
B Internship Opportunities

Internship opportunities may be offered either by (1)the students themselves, by
15
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contacting the internship organisations and confirming the relevant internship matters
before reporting to the Faculty, or (2)the Faculty, by offering internship positions in
partner schools or organisations to the students.

B Internship Opportunities

1. Prepare resume, portfolio, photos, etc.

2. Option 2

2. Option 1 . . e
Apply for internship positions in partner

Find your own internship organization L
organizations offered by the Faculty

Step 1: Step 1:
Contact the internship organization to Provide a brief overview of the applied
confirm your initial interest position to the Faculty
Step 2:
P Step 2:

Complete “Attachment 1. Internship

o o Conducting interviews, etc. as required
Application Form” and submit it to the

. by the internship organization
Faculty for review

Step 3: Step 3:
After the application is approved, contact | Confirm the internship position, prepare

the internship organization to determine | for the internship according to the
the details and formulate an internship | requirements, and formulate an

plan. internship plan.

3. Start internship

4. At the end of the internship, submit the relevant evaluation forms to the
Faculty.
B Internship Content

Intern students should jointly formulate an internship plan with the contact person
from the organization and the supervisor from the Faculty before the start of the
internship, which will serve as the basis for internship counselling and assessment. The
internship plan includes the following items:

(1) Primary Focus: Translation internships, with secondary emphasis on
administrative tasks and research activities.

(2) Translation Internship Plan: This includes an overview of the organization,
internship objectives, planned activities, timeline, and evaluation criteria.

B Assessment Criteria
After successfully completing the internship plan, students must submit the

following three documents to the Faculty:

(1) Internship Report: A detailed record of translation work and outcomes, along with

a reflection on the experience.

16
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(2) Internship Evaluation: A performance evaluation completed by the internship
organization based on the student’s work performance (see Attachment 2).

(3) Self-Evaluation: An objective assessment of the student’s work performance
during the internship, completed by the student (see Attachment 3).

Notes:

 If interns fail to complete the internship without valid reasons, it will affect their
internship grades and related credits.

» Ifinterns are found to have committed any form of dishonesty during the
internship, they will be disqualified from assessment for that course, receiving a
score of zero.

» A total score of 50 points is required to pass.

* Internship students must adhere to the Faculty’s requirements and regulations
regarding passing or failing the course.

» For environmental and management convenience, Attachments 1-3 will be
collected and stored via online surveys.

B Roles and Responsibilities

I. Responsibilities of the Organization

(1) Provide learning opportunities and a supportive environment for interns.

(2) Clearly understand that the internship program aims to help interns learn and

develop through practical work experience.

(3) Develop an internship plan that includes the schedule, location, and specific

content of the internship.

(4) Appoint a mentor to guide the interns throughout their experience.

(5) Facilitate interns in getting to know the school’s staff, environment, and

administrative procedures.

(6) Ensure interns receive health and safety training before the internship begins.

(7) Allow interns to participate in organizational meetings, training sessions, and other

activities.

(8) Participate in evaluating the interns’ work performance and regularly supervise

them in reviewing their internship experiences.

(9) Provide a detailed internship evaluation form at the end of the internship (see

Attachment 2).

(10) Notify the university if any difficulties arise during the internship.

(11) Contact the university proactively if there are any issues that make the internship

unsuitable for the student.

(12) Ensure the university is promptly informed of any potential problems the intern

may encounter.

17
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(13) Do not offer interns any additional or inappropriate benefits (excluding allowances
specified in the contract), including gifts or other improper rewards.

II. Responsibilities of the Faculty Internship Supervisor

(1) Guide interns in developing their translation internship plans.

(2) Facilitate communication and coordination between interns, the university, and
the internship organization.

(3) Observe interns during their translation practice and provide constructive
feedback.

(4) Review interns' assignments and reports.

(5) Evaluate interns' translation internship portfolios.

(6) Assess interns' performance in the translation internship.

(7) Address any other matters related to the guidance of interns.

ITI. Responsibilities of the Organization Contact Person

(14) Manage the overall internship program and ensure it meets educational objectives.

(15) Provide guidance and support to interns throughout their internship experience.

(16) Facilitate the integration of interns into the organization’s work environment.

(17) Conduct regular evaluations of interns' performance and provide feedback.

(18) Communicate any issues or concerns regarding interns to the university.

(19) Ensure that interns receive appropriate training and orientation related to their
roles.

(20) Support the development of a positive learning environment for interns.

IV. Responsibilities of the Intern

(1) Interns should complete their internship at the same organization, primarily during
the second semester of their fourth year.

(2) Interns must adhere to the policies and administrative procedures of the
organization.

(3) Interns are expected to be punctual and maintain a high attendance rate.

(4) Ifinterns need to take leave due to illness or personal reasons, they must make up
for missed time or follow the organization’s regulations.

(5) Interns should uphold the university’s traditions and demonstrate professionalism
during the internship.

(6) Interns must maintain good working relationships with service recipients,
colleagues, and supervisors.

(7) When handling cases and related information, interns must comply with the
organization’s work guidelines.

(8) Dress and appearance should adhere to the organization’s requirements.

(9) Interns are encouraged to actively participate in workshops, meetings, or other

activities that promote learning and professional development.
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(10) Collaborate with other professionals in the organization to foster team spirit.
(11) At the end of the internship, students should complete all necessary work records
and handover tasks, and submit the Self-Evaluation Form to the Faculty.
(12) If issues arise or contact information changes, interns should promptly notify the
university staff.
(13) Understand and comply with other regulations set by the organization and the
Faculty.
B Health and Safety
The internship organization is responsible for ensuring the health and safety of
interns by providing relevant information and guidance, as well as health and safety
training and supervision. Interns must take responsibility for themselves during the
internship, adhere to the organization’s guidelines, and protect their own health and
safety.
The Faculty recommends that each intern purchase accident and illness insurance
during the internship (with the cost borne by the intern). It also advises relevant

organizations to promptly inform insurance providers about the internship plan.
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