Guidelines for Internship evidence version 04/2024

Internship evidence

® At pre-graduate studies, it is necessary to register internships longer than 30 days. The
requests are approved by the guarantor of the study programme.

e® At doctoral studies, it is necessary to register internships longer than 7 days. The internships
are approved by supervisors.

Guidelines (+ notification)

Before leaving for internship:

I. The student makes a request for an internship.
e Their supervisor/guarantor gets an e-mail.
Il. The supervisor/guarantor assess the request.
e The student and their given employee at the Department of Study Affairs gets an e-mail in
case of approval.
e If the request is declined, the student gets an e-mail which includes explanation.
e The employee of the Department of Study Affairs gets an e-mail the day when a student
leaves for the internships and the internship gets registered.

After the end of internship:

lIl. The student fills the exact day of the internship and uploads all the necessary attachments.
e Their supervisor/guarantor gets an e-mail.
IV. The supervisor/guarantor approves the internship/requests additional information/declines.
e The student gets an e-mail.
e The given employee at the department of Study Affairs gets an e-mail in case of approval.
V. The internship is marked as realised by an employee of the Department of Study Affairs.

Before leaving for internship:

I. The student makes a request for an internship.

e signsinin SIS and chooses the module Internships (fig. 1)

IE Admission 1%.;5? Admission requirements " Life-Long Education programs
@ Publications % Committees ? In¥ilationsiioystatelexamsland ﬁ?. Internships ‘.r Rozcestnik
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Fig. 1


https://is.cuni.cz/studium/eng/
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® The student clicks on “new” and fills in the information required.
Fig. 2

- Wednesday 10th April 2024, 8th learning week (even)

< 4 Internships (version: 74)
Study visits
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-

Faculty of Science

Testing environment - Testing environment - Testing environment

" Datain this database are refreshed every 1st an 15th day of every month with the data from the production environment.

* Department proposing study visit record [ Department of Zoology (1700) ~ | include external = & Only academic +
' 2 *Type:[— v
3 * Country: [— v
4 Foreign institution: ‘__ v | J 6]
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7 Note: ‘

8 Motivation Letter:

Submit application |i Cancel changes \

Obligatory information (fig. 2) is:

1. The department that is suggesting the internship — this should be filled in automatically if the
student has a department assigned.

2. Type of internship

Country of internship

4. The school abroad —if it is not included in the list, it is necessary to write the name of the
school in “Note” (point 1)

5. From (the beginning of the internship)

6. Until (the end of the internship)

w

Optional information is:
7. Note — e.g. name of the school that is not in the list (see point 3)
8. Motivation letter

9. Priority — not filled in

The request is sent by clicking on “Submit application”.
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Il. The supervisor/guarantor assess the request.

~ Filter:

Type: [ v

Country: [ v]

Foreign institution: | - "

Given name: | |

Sumname: | |

Students from the user's faculty only:
Supervisor's doctoral students only:
Type o sty :
R — P
Study programme: | Animal Physiology (P0511D030032) e
Animal Physiology (P0511D030031)
Anthropology (P1512)

Anthropology and Human Genetics (P0511D030035)
Anthropology and Human Genetics (P0511D030036) e v

Subject area: [Environmental Protection (OZP)
Analytical Chemistry {(N-ANALCH)
Analytical Chemistry (NANALD)
Analytical Chemistry {D-AANACH)
Analytical Chemistry {D-ANACH)

]
Department: [ v D include external & & Only academic
Pre-approval:
Study visit assessment: | - ~
Application status: [accepted by study department -
completed
rejected
returned for reprocessing
sended by department -
Spesification:
-
Fig. 3
- The supervisor/guarantor gets an e-mail together with a link to the detail of the request. Ot
can also be searched in SIS (fig. 3). Then the supervisor/guarantor assesses the request (fig.
4):
+ + Study # # Type # * Form # % Subject
+ 4 + 4 * 4 ++
visit ID S AL of study ofstudy area BEpSu U=
- Surname other
U 5 25704 Firstname, doctoral full-time |(D-ZO0O 31170 . . Antarc
Mar. internship
1 2
Fig. 4

ad 1) detail of the internship — all the information stated by the student
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ad 2) Clicking on “Pre-approval” gets the supervisor/guarantor to the approval process.

Student: Surname Firstname, Mgr
Type of study: doctoral
Department: Department of Zoclogy (1700)
Type: other internship
Country: Antarctica
Foreign institution: neurtena skola
From: 01.03.2024
Until: 09.04.2024
Mote: Test
Application status: sent by student
Last update: 10.04 2024 13:15
Performed by: Mgr. Firstname Surname

* Pre-approval: | Not approved v

Request pre-approval

* Reasons given

Approved

Not approved

Max length 1000 characters, typed 0, 1000 remaining.

; Save changes

Fig. 5

e The supervisor/guarantor either approves or declines the internship (fig. 5).

e In case of declining, it is necessary to explain the reason. Such request is completely declined,

the student would need to make a new request.

e The student and their given employee at the Department of Study Affairs gets an e-mail in

case of approval.

After the end of internship

lll. The student fills in the actual dates of the internship and uploads all the documents

necessary.

A. The actual date of the beginning and the end of the internship (even when it is the same as the

dates stated before) (fig. 7)
[ 59:54 [&] 5[

[ Detail_Eai )
Study visit info

Student: Surname Firstname, Mgr.

Study visits overview | New

Edit record
Student: Surname Firstname, Mgr.
Type of study: doctoral
Department: Department of Zoology (1700)
Type: other internship
Country: Antarctica
Foreign institution: neuréena skola
From: 01.03.2024
Until: 09.04.2024
Note: Test
Motivation Letter
[P Upload file:
Application status: accepted by study department
Specification: in the eriginal range
Last update: 10.04.2024 13:36
Performed by: Mgr. Firstname Sumame

Date of depariure: [13 33 2024 L [ — ] Save 3
Date of amival: [gg 04,2024 e
; Save changes

Upload attachments

Other document: 4 @

Upload a file ‘F Upload file and refer to supervisor

2 Student Information Sy... — m} x

23 is.cunicz/teststud/eng/lib/d... m @

Allowed filetypes are: PDF.

Fil Vybrat soubar ubor nevybran
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Fig. 7

1. Inthe list of the requests, the student chooses “Edit”
2. Writes down the dates.
3. Saves the changes.

B. The student uploads the documents. (fig. 8)

4+ # Type ++ Form % + Subject

S Shklyl g chident + # Department # # Type ## Country

visit ID of siudy ofstudy area
- Surname ih
)& | 25704  Firsiname, |doctoral fulme |D-ZOO 31170 OMer | Antarctica
— 17 Mgr. internship

Student: Surname Firstname, Mgr
Type of study: docteral
Department: Department of Zoology (1700}
Type: cther internship
Country: Antarctica
Foreign institution: neurtena skola
From: 01.03.2024
Until: 09.04.2024
Note: Test
Motivation Letter:
Priority:
Application status: accepted by study department
Specification: in the original range
Last update: 10.04.2024 13:29
Performed by:
Date of departure

2

Date of arrivi

3 | Save changes

1. The student chooses “Edit”.

2. Chooses uploading of documents.

3. Selects files from their computer.

4. And then submits those to the supervisor/guarantor. (Upload file and refer to
supervisor)

IV. The supervisor/guarantor approves the internship/requests additional
information/declines.

e The supervisor/guarantor is informed about new information and documents uploaded and
assesses the internship.
e Theycan:

O Approve the internship — after that, the Department of Study Affairs registers the
internship as completed (such internship can be included in the ISP of doctoral
students).

o Send it back to the student and request additional information — this needs to be
explained. The student gets a notification.
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o Decline the internship.

+ 4 Study +# Student ** Type

visit ID of study ¢
N Surname
= Q P5704 E{rgsrtname. doctoral  f;

Study visit info

Student: Surname Firstname, Mgr.
Type of study: doctoral
Department: Department of Zoology (1700)
Type: other internship
Country: Antarctica
Foreign institution: neuréana skola
From: 01.03.2024
Until: 09.04.2024
Note: Test
Date of departure: 12.03.2024
Date of arrival: 09.04.2024
Application status: accepted by study department
Specification: in the original range
Study visit assessment: submitted by student
Last update: 10.04.2024 13:41
Performed by: Mgr. Firstname Surname

[Other document: staz_OB.pde

Assessment and approval of requests following study visit

* Study visit assessment: | v

approved after study visit
) | rejected after study visit
7 sent back for revision

V. The internship is marked as realised by an employee of the Department of Study Affairs.
Such internship can be included in the ISP of doctoral students.



