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WORK-INTEGRATED EDUCATION
PARTNER ORGANISATION REGISTRATION FORM

	ORGANISATION INFORMATION

	Name of Organisation:
	
	

	Address:
	
	

	Organisation Email:
	
	Website:
	
	

	Tel:
	
	Fax:
	
	

	Nature of Business:
	
	Products/Services:
	
	

	Number of Staff (Approx.) in Hong Kong:
	
	No. of Staff Worldwide (If applicable):
	
	

	Organisation Information Enclosed:
	( Business Registration Cert. ( Annual Report/Brochure/Pamphlet 
	

	
	


	INTERNSHIP DETAILS (Please use additional sheets, where applicable)

	Internship Position/Title:
	
	

	Number of Placement(s):
	
	Nature:
	( Full-Time  ( Part-Time  ( Ad-Hoc  ( Project
	

	Duration of Internship (DD/MM/YYYY): 
	From
	
	To
	
	

	Contract of Employment will be issued?   ( Yes  (please provide a copy for internal reference) 
( No
	

	Allowances (HK$):
	
	( per hour  ( per day  ( per week  ( per month  ( fixed sum
	

	Other Benefit(s):
	
	

	Location of Internship (If different from above):
	( Hong Kong           ( China               ( Overseas
	

	Discipline(s) of Study Required:
	( Accountancy
( Accounting & Finance 

( Financial Services
( Management


( Management & Computing 
( Shipping & Transport Logistics

( Marketing
( Supply Chain Management

( Marketing & Design
( Engineering – Electronic/Information
( Engineering – Industrial/Systems
	Year(s) of Study Preferred: 
( 1

( 2

( 3
( 4
	

	Job Descriptions

(Please use additional sheets if necessary):
	
	

	Job Requirements

(Please use additional sheets if necessary):
	
	

	
	


	CONTACT INFORMATION

	Contact Person for Further Details:
	( Mr ( Miss ( Ms ( Mrs
	
	

	Position/Title:
	
	Department:
	
	

	Tel:
	
	Mobile:
	
	

	Email:
	
	Fax:
	
	

	
	


	
	
	
	
	

	Company Chop with Authorised Signature
	
	Name
	
	Date


Please return this form via fax or email to:

Work-Integrated Education Section, Faculty of Business

Tel: (852) 3400-3561 / 3400-3562
     Fax: (852) 2264-1809     Email: fbwie@polyu.edu.hk
Please visit www.polyu.edu.hk/fb/wie for this form and WIE details.
	Notes for Organization

	Employer Involvement
Work-Integrated Education programme is part of the student’s curriculum and a required component for their graduation eligibility; Workplace supervisors play a pivotal role in mentoring, training and developing our students. While we do not encourage “hand-holding”, we do request supervisors to:

· Monitor student progress and give constructive feedback to students to help them learn 

· Appraise student performance at the end of the internship period 

· Provide a reference letter/certificate for students who demonstrate good performance 

· Keep the Faculty be updated on the student's progress

Student Selection Process 
We understand that organisations want to be involved in the process of selecting the best candidates for WIE placement.  Students will normally be short-listed by the Faculty according to the employer's selection criteria and students' availabilities.  Employers will then make a final decision from the short-listed students. As a general guide, it takes about two weeks for the Faculty to generate a short-list after we open up the job placement for student application.

Compensation and Minimum Wage Ordinance 
The provision of compensation and/or benefits is at discretion of employers. We do encourage employers to provide students an allowance for meals and transport.  Please note that statutory minimum wage does not apply to student interns as well as work experience students during the period of exempt student employment.  Please refer to the Notes for Student Employees and Employers - http://www.labour.gov.hk/eng/news/pdf/Notes_for_Student_Employees_and_Employers.pdf
Mandatory Provident Fund (MPF)
If there is an employment relationship between the student and the offering organisation for a continuous period of not less than 60 days, the offering organisation is required to enroll the student into an MPF scheme. (http://www.mpfa.org.hk).

Insurance
The University has in place a Group Personal Accident insurance policy covering students taking on placements locally or offshore, except all PRC citizens who reside & work in China will not be covered within the territory of China. 
(http://www.polyu.edu.hk/wieinfo/modx/index.php?id=96)
Personal Information Collection Statement (PICS)

The University pledges to meet fully, and where possible exceeds internationally recognized standards of personal data privacy protection, in complying with the requirements of the Personal Data (Privacy) Ordinance. The personal data collected in this form will be used for internship-related purposes and viewed by designated staff of The Hong Kong Polytechnic University and student(s) ONLY. Strict confidentiality will be observed and no personal identity will be revealed.
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