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COURSE SYLLABUS

Internship
Shanghai, China

Course code: INTS 380

Suggested US semester credit hours: 3
Contact hours: 120

Delivery method: Face to Face

Course length: Semester

Overview

The Alliance for Global Education offers students the opportunity to enroll in our Internship course and earn
academic credits while acquiring valuable hands-on professional experience. Alliance for Global Education
internships are designed to help you achieve three main goals.

First and foremost, the purpose of the Alliance for Global Education internship experience is to bring
together the best of academic and experiential learning—allowing you to pursue an area of interest to you
both through faculty-supervised research and writing and through immersion in a professional context that
is relevant to your broader intellectual interests. The Internship course is designed to help you balance and
bring together the academic study of an area with its real-world applications, while at the same time
allowing you to develop valuable professional skills, develop a holistic understanding of the field in which
you work, and network with professionals in your chosen field—culminating in a research project related to
your work that consolidates what you have gained over the course of your internship experience.

Second, doing an internship will help you experience what it is like to work in China. Over the course of your
internship, you will adjust to a workplace culture that may be quite different from what you have
experienced before, adding valuable cross-cultural and culture-specific skills to your professional
competencies. Many employers and graduate programs highly value candidates with experience working in
diverse environments. Taking on the challenge of working overseas helps you demonstrate your adaptability
and resilience.

Third, doing an internship will help you improve your Chinese language skills. In some placements, the
working language is Chinese, while in other placements, the working language is English. Regardless of the
working language at your internship placement, you will be using both your Chinese and your English
language skills. We encourage you to use your Chinese language skills as much as possible, and we will help
you develop strategies to improve your Chinese skills on the job.



Course Description
INTS 380 Internship (3 Credits)

All students with at least three semesters of Chinese may apply for an Alliance internship, with the
understanding that placements are highly competitive and other foreign languages or professional skills may
assist in the placement process as well. Interns are placed in Chinese, joint-venture, or foreign-owned
companies and not-for-profit organizations. Interns spend approximately 10-12 hours per week at the
internship site and complete a final academic paper (10-12 pages) and with an accompanying oral
presentation. Internships are supervised by a faculty advisor who meets with students at least twice
individually and at least three times as a group. This course comprises a minimum of 120 contact hours
throughout the semester.

Internship Course Requirements

Internship course deliverables include:
1. Work Journal — completed daily; to be submitted three times over the course of the term
2 Detailed proposal and outline for your final paper (1-2 pages)
3. Oral presentation on your placement and academic paper (accompanied by PowerPoint)
4 Final paper on your academic research topic (10-12 pages)

Grading

You will receive a letter grade upon completion of the course. This letter grade appears on your official
transcript for the Alliance for Global Education program. Alliance for Global Education programs follows a
standard grading policy well-accepted by most US educational institutions.

Your grade will be based on the following:

Work performance 15%
Work journal 15%
Oral presentation 20%
Final paper 50%

The grade for your final paper, which takes into account your preparation with your faculty advisor and the
written work itself, contributes 50% of your grade for the course. The faculty advisor grades all components
of your performance in the course except the evaluation of your work performance by your supervisor at the
internship placement, which contributes 15% of your final grade for the course.

Excellent A 93-100% Good B+ | 87-89% Acceptable C+ 77-79%
A- | 90-92% B 83-86% C 73-76%

B- | 80-82% C- 70-72%

Unsatisfactory | D+ 67-69%

D 63-66%

D- 60-62%

Failing F <60%




Class Meetings

You are required to attend three class meetings over the course of the term. These meetings include the
Faculty Advisor, often the Resident Director, and the other students enrolled in the Internship course. Class
meetings include classroom-based sessions as well as field visits.

You will also have two individual meetings over the course of the term with the Faculty Advisor to help you
develop your academic project. You may meet with your Resident Director as often as required.

Time Commitment

You will spend 10-12 hours per week at your placement. You should be aware that the time required to
complete this course will be greater than the time required for the other courses that offer the same
number of academic credits. In addition to the required weekly work hours, you need to commute to and
from your internship placement. In Shanghai, travel times can be up to an hour or an hour and a half each
way. You should be aware that in many cases the most appropriate placement will be in one of the business
districts far from the SUFE campus. Some organizations require that you complete all of your hours on-site,
while others allow you to complete some of your hours off-site. Overall, though, you should be prepared to
invest more time in the internship experience than with traditional academic coursework.

Are internships paid or unpaid?
All internships are unpaid. Some organizations may proactively offer a modest stipend to cover your lunch
and daily transportation costs.

Internship Placements

We have placed previous Alliance students in internships across a variety of fields, including business,
education, environmental protection, public health and the nonprofit sector. Placements depend on
organizational availability and students' background experience, professional skills, and Chinese language
ability. Internship placements may be quite competitive; usually, students with advanced Chinese language
skills and strong work experience have a better chance of being placed at a more competitive organization.
However, we will make every possible effort to place students with lower levels of language skill in
appropriate settings as well. Final internship decisions are made in Shanghai, based on placement availability
and candidate interviews.

It is important to understand that internships are not as common in China as they are in the U.S. You might
be the first intern to have been placed with your particular organization, and the placement could have
taken many weeks to arrange. We do our best to find the most suitable placement for you, based on the
Internship Intent Form that you submitted as part of your application to the Alliance for Global Education’s
Shanghai Program, but semester internships cannot be guaranteed, nor can placements at a student’s first
choice for summer and semester internships be guaranteed.

Interviews

After reviewing your Internship Intent Form, we identify a suitable placement for you, individually matched
to your expressed interests and learning goals. In most cases, you can expect to have an interview with your
proposed placement organization during your first or second week in China. Prior to your interview, you will
be given detailed information about the host organization and any further background information that may
assist with your interview process. However, you are also encouraged to research the organization on your
own. If there have been any relevant changes to your background, qualifications, or academic interests since
you submitted your application, you must tell your Resident Director during your first meeting.



Internship interviews vary considerably in style. The purpose of the interview will be to establish your
suitability for that particular placement. You should therefore treat it as the equivalent of a job interview
and present yourself as well as possible. The placement organization is not under any obligation to offer a
placement if you do not fulfill its requirements. The interview may be held in English or Chinese.

Confirmation of Placement

Usually you will be informed within a week after the interview whether or not you have been accepted for
the internship placement. In some cases, you will be told at the interview; in others, the organization will
want to consider your application in more detail, interview other candidates, or discuss specific
arrangements first. When the placement is confirmed, you will sign an Internship Learning Contract with
your Internship Supervisor (see Appendix). As soon as the placement is confirmed, you will start working 10-
12 hours per week at your placement.

It is important to ensure that you make every effort to fit in to your place of work as quickly and
unobtrusively as possible. You cannot expect to be given responsibility unless you demonstrate early in your
placement a willingness to be adaptable and, above all, reliable. Previous Alliance students who have
demonstrated their commitment to their work have been rewarded with increasing levels of responsibility,
more opportunities to take part in interesting activities, and outstanding letters of recommendation.

Changes in Placement

You may find after some time on the job that your internship placement does not seem to be a good fit for
your learning goals. If this is the case, please raise your concerns with your Resident Director immediately.
Your Resident Director will help you troubleshoot the situation, liaise with your internship placement, and or
attempt to identify an alternative placement if that is appropriate and/or possible. Please be aware that
alternative placements may take some time to arrange, however, and the need for a second interview will
mean additional delay and uncertainty. Given these factors and the competitive nature of internships in
China, it may be advisable to find a way to make your current placement work—flexibility and adaptability
are, after all, an important part of the skill sets you acquire through living, studying, and working abroad!

Supervision of Internships

You will receive close support and supervision from Alliance staff and faculty, as well as from your Internship
Supervisor. Here is a brief summary of the roles of the people you will be working with over the course of
your internship:

e The Faculty Advisor is primarily responsible for leading the academic component of the Alliance
Internship course. As described above, the Faculty Advisor meets with students individually and as a
group over the course of the term, offers guidance on the required oral presentation and academic
research project, and evaluates students’ performance in the course.

e The Resident Director coordinates internships. The Resident Director works with the Faculty Advisor

to identify possible internship placements and organize class meetings and field visits.
e The Internship Supervisor works day-to-day with you at your internship placement. He or she

introduces you to the workplace, guides you in your daily work activities, and supervises your
performance onsite. In addition, your Internship Supervisor prepares your Internship Placement
Evaluation, which determines 15% of your grade in the course.



Internship Deliverables

Work Journal

You are expected to keep a weekly work journal throughout your internship, and submit it to your Faculty
Advisor and Resident Director 3 times over the course of the term. This will allow the Faculty Advisor and
Resident Director to follow your progress and help address any problems that you might be encountering.

This is to be an analytical journal. This means recording your experiences, and then adding your thoughts,
reflections, interpretations and analyses of your experiences. Part of the emphasis should be on cross-
cultural experiences. If you have worked in American work settings, what differences do you observe
between American and Chinese workplaces? What similarities do you see? What is difficult or challenging
about those differences, and what do you think you can learn from them?

Your journal should include:

e Arecord of your activities, observations and interpretations. There should be an entry for each
time that you go to your placement. Each entry should begin with a description of what you did that
day. You should use your work journal to record your activities each time that you attend your
placement, as well as your observations of what is happening around you. What are your reflections
on what you observe? How does it differ from what you are accustomed to? In what ways does it
represent differing approaches and values? That is, how do you interpret your experiences?

e A complete picture of your organization. You will build this up gradually over time. In China, it is
best to get to know people and develop a relationship before attempting to do this kind of research.
However, you will be able to acquire a certain amount of information indirectly, prior to conducting
interviews later in your stay. By that time, you should be able to answer just about any question
asked of you about your organization.

e Conclusions. What are your general observations now that you have had a brief experience of a
Chinese workplace? What are the strengths and weaknesses of your organization? What problems
do you think it might need to solve in the future? What are your expectations for its development?
What have you learned about Chinese people and Chinese society from your experience? What
have you learned about your area of academic interests?

Suggestions for Journal Keeping

Anyone who regularly keeps a journal will tell you that it is crucial that you make entries as close as possible
to the time of the events you are describing. This is true for research note-taking as well: if you are in a
situation where you cannot take notes on the spot, find yourself a quiet corner as quickly as possible and
note down everything you can remember. If time is pressing, writing down headings will help you recall what
you heard. You can write a full account later in the day. The reason for stressing this point is that journal
entries and research notes written later are much different from those written at the time: you begin to edit,
to have second thoughts, to elaborate and rationalize — all freshness is lost. Thus, in the case of your
internship journal, you should take notes at your placement if possible, but in any case be sure to write your
day’s entry that evening.



Oral Presentations

You will be expected to introduce others to your internship organization. What kind of organization is it?
How is it structured? How large is it? What products or services does it provide? Who are its customers or
beneficiaries? What role does it play in its sector? What comparative advantages does the organization
have? What disadvantages?

You will also be expected to share your academic project with others. Why did you select the topic that you
selected? How did you go about researching your topic? How did your experience at your internship
contribute to your understanding and knowledge of that subject area?

We highly recommend that you use PowerPoint slides and/or other visual aids to make your presentations.

Final Paper

The academic project is intended to bring together the academic and experiential components of your
internship experience. It should span the personal, professional, and intellectual elements of your internship
experience, and be self-reflective while at the same tine placing the experience within broader, national,
cultural, economic, and academic contexts.

Your paper should be about 10-12 pages, structured according to your outline and organized into logical
sections. We will expect you to:

e Ask an interesting question

e Construct a coherent argument using evidence to support your points

e Demonstrate your ability to use a range of sources in independent research

e Demonstrate in-depth knowledge of your chosen subject area

e Tie in the experiential elements of your internship experience with the academic subject you are
exploring

It is only possible to do your academic project justice if you start work early and work methodically
throughout the program. Your Faculty Advisor and Resident Director can give you good advice on the
methodology, structure and presentation of your project — so use them to help you write the best paper you
can!

How to Choose Your Topic

In general, we recommend that you choose a topic that interests you. This course offers you a lot of
flexibility to explore something that you are personally interested in learning more about. That said, your
topic must be related to the work that you are doing in your internship placement. Topics indirectly related
to your specific work but directly related to what your organization does are acceptable.

We also recommend that you choose a topic that is not excessively ambitious. You may wish to write about a
broad topic (e.g., endangered species conservation), but you will need to break it down to a more specific
analysis (e.g., community participation in Amur leopard conservation efforts in Jilin Province).

You will be expected to submit your topic and a detailed outline of your final paper well in advance of the
final project due date. We do this to make sure that you have plenty of opportunities to discuss your ideas
for topics and get feedback on how to proceed before you sit down to write your research paper.



How to Find Information about Your Topic
You may find important information about your topic:

e At your internship placement (e.g., office library, documents, journals, websites);

e From people around you (e.g., your supervisor, colleagues, customers or beneficiaries);
e Electronic library resources (e.g., electronic databases, online journals);

e Physical library resources (e.g., books, journals, periodicals).

Be sure to find out where information for your project is located as soon as possible in case there is a
waiting/appointment/delivery time involved. Your Faculty Advisor and Resident Director may be able to help
you here.

How to Choose Your Research Method
Your academic project may follow one of the following formats:

e Report

e (Case Study (e.g. person with an illness; company with a particular strategy; policy with a particularly
controversial aspect)

e Research Study

e Video/Audio/Model

e Other? (Please discuss with your Faculty Advisor and Resident Director)

How to Structure Your Paper
In structuring your paper, you may wish to:

e Draw on your internship experience to provide ‘real life’ examples of theories in practice. (This is
invariably a very effective approach).

e Draw on theories/academic concepts to critique how particular activities are conducted at your
internship workplace. (This is also a very effective approach).

e Discuss the relative merits and disadvantages of particular concepts and argue your own conclusion.
(This is often more difficult than the first two options).

Your Faculty Advisor and Resident Director will advise you on an appropriate balance between researched
concepts and your own original work. You should keep your advisor informed of your progress on a regular
basis.

Citing Sources

When you are preparing your paper you will need to consult published reports, books, journals, company
documents, conference documents, websites etc. and it must be clear which of the points you make are your
own and which are drawn from the ideas of others. IDENTIFY THE SOURCE OF EVERY NON-ORIGINAL
THOUGHT. Guidelines for ensuring academic honesty are provided in our Code of Academic Integrity.

In preparing your citations, you may choose a style that is appropriate to your field (APA, MLA or ASA). When
you submit the outline for your final paper, you will need to include mention of the citation style that you
intend to follow.



Human Subjects

As you are conducting interviews, please also be aware of ethical guidelines for conducting research using

human subjects. This is spelled out in our Guidelines for Human Subject Research, but the rule of thumb is

that your research should not cause harm to anyone participating in it. Please be aware of and sensitive to

these concerns, and discuss any questions with your Faculty Advisor, Resident Director, or home school

Academic Advisor.

Some Final Tips for Preparing Your Academic Paper

Plan the structure of your project before you start writing. Make sure that it follows a logical line of
reasoning.

Express your thoughts clearly and concisely, always ensuring that it relates to the topic you're
addressing.

If you are using a text or texts, quote to illustrate your points. Remember to keep a thorough and
accurate record of the sources that you have used.

Always distinguish between your own words and those of others.

Employ the language of formal presentation and do not use slang.

Avoid abbreviations

Keep to page limits.

Use standard margins, fonts and formatting.

Provide a bibliography.

Don’t be afraid of using the first person point of view, but do so thoughtfully, carefully, and
effectively, as an additional source or perspective that informs your experience and conclusions.
Using the first person is a key element in bringing an experiential dimension to your academic work,
but it must be done thoughtfully and framed carefully.

Your internship placement is not:

Important Note

> Contracted to help with your academic project, only your allocated supervisor is
obliged to give you advice about your project, which must be done outside of your
placement duties/premises;

To divulge information that is sensitive or confidential;

To be compromised in any way by your project,

To be asked for “time off” to finish work on your academic paper.

YV VYV




The Alliance for Global Education | Internship Learning Contract
AERRECH IR | S I PR

Student Name 4% &: Term:

Internship Placement SE3J 84y

Supervisor's Name AR A A: Title BR#f:

Address it

Tel BiF: Fax £ &.:

E-mail BFE5E:

Website 23 &) Rk

Working Schedule T#EZ#E:

Monday Tuesday Wednesday Thursday Friday

A L2 2= 23 2y iR

Work Assignments THERZA :

1.

Student Signature 4 X &: Date HHA:

Host Supervisor TR AZA: Date HES:




The Alliance for Global Education | Internship Placement Agreement
SRR | 2 DWW

l, (Student Name) hereby accept an internship placement with

(Organization) beginning on

In doing so, | accept the following: REZIAEBTUTHRE

| will be present at the placement according to the schedule decided upon with the host supervisor
and approved by the Resident Director. ¥ & RSL > B {U 13T AR Alliance 1 B EEH B IARI BT E
, BT INE

e | will inform the host supervisor in the case of my absence. AWM FEES ML , RIFRIBEHEY
BUEENTE A

e | will dress appropriately and observe the placement site rules. F{F& %S4 H B3 BT B HN
BHE,

e | will be present at the internship placement for approximately 10 hours per week. FARIEFESR &
LA LE 10 NMhat.

¢ | will endeavor to complete all assigned work in a professional and conscientious manner and will

respect professional discretion and confidentiality where necessary and appropriate. This will extend

beyond the term of the internship. BFBHAFWENERNSERTERREHRMN TEES EXT
BRHAMKIERGERGT™ PRI B UABLEE,

e | will inform my Resident Director of any problems that arise from the placement and, any changes
with the internship placement. ZE3X S 2y A RIBENAREST TELHEER , BERTEH
Alliance T B £ 1E.

| understand that the main purpose of my internship placement is an educational one. | realize this is not
a job, but an opportunity for me to learn more about Chinese organizational behavior and work culture.
As such, | am aware that, from time to time, some of my duties may be considered clerical or repetitive. |
further understand that my supervisor will be asked to evaluate my work habits, the quality of my work,

sense of professionalism, and commitment to learning, and that this will contribute to my grade. &7 %
EREIINEIEBNR T ENMZMATFEN THERE, RAEXOXEIFTERLTE , BEXERFET
THPEITEEUNNS, REBRARN -BIXI ITHETEREEMSES. REFBRIILENUR
RAFKBRIPEROTETS . THRE. RUABHZIMED.

Student Signature: Date:

Host Supervisor: Date:

10



SUFE and Public Security Bureau documents

The next two documents are examples of those required by the Chinese government for all student
interns. We will provide you with the actual documents. You must have these filed and an additional
stamp added to your passport and residence permit in order to be legal. Please follow the example
provided.

The procedure for applying for your residence permit and internship stamp is as follows:

1) Physical check (RMB 470 Take 4 business days)

2) Make student resident permit in Visa office (RMB 400 Take 7 business day)

3) Fill the SHUFE internship forms and get the chop from Internship company.

4) Send the internship forms to SHUFE ICES, and ICES make the internship certificate (take 2 weeks)
5) Get the copy of internship certificate and application letter form SHUFE ICES

6) Go to visa office to make internship visa (RMB 200 Take 7 business days)

Here are the instructions of how to fill the SHUFE internship forms:
Form 1:

AEEZEHFRI B NVESERLS

REMEBRSINERZERFRIINE , BVLTFRIEBEMTHHM ( E=W. EWERA) |
HHBRE, BRXINAEEFE , NI NS ZEZRF AT , BEHETFREEXSDIEHA

AR ER,

REMEHMERELBLHEXAR.

Please get your internship company chop (B{EHE)

F_HA_H

AR BERREFLEEERIZEAUARER,

11



Form 2
NEBFERINE LR
MHAEEER :

%478 __Name of University: L BME KRS ( 2RE ) AEBHF4 (FRESE ;. __Passport
Name__E%E : _ Nationality__ ; ' %8 515 : _ Passport Number__;JE8¥ 75 : _ Resident Permit
Number__ ; #4%3K5|_Type of student: IFE4%__ ; Tl : _Major___ ) T : _Your internship first
dayandlastday_ £ B _HRZE_ #F A_HHEE , £ (&. M. BAX)_L£¥F (#HEH)
__Internship Company Address__ ( ttbiit ) B9__ Internship Company Name_ (3 {1)FF BRI ELE

3

BB

(REREFLEEELINE )
F_A_H

A NEREREREFEEER TZEALEURER,
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We will provide you with legal copies to be filled out, signed and chopped. These are examples for
your reference:

AEEZEHFRI B NVESERLS

REMERSINEFRZERFXNIMNE , BVE TFRIEEMTHHM ( E=W. EWERA) |
HhBIRE, BRXINAEEFE , XI NS ZEZFAME , BHETFREEXSDIEHA
AR ER,

REMEHMRELBEEXAR.

(BfEE)

__® A _H
HNEBFERNEIIESH
THABEER :

%] (¥RB ) NEBZE (PBRES EEE i<t I
EB¥AE =t | cEZ YF:__ & A BE % A HAHE\, #
(A, BABX)_ (#Fm) . (#ab)y®_ (B FERRIAHKEXY
EH.

B IER

(EREFEEERHINE )
F£_A_H

F NEAERREFAEERZET/URER,

13



The Alliance for Global Education | Internship Placement Final Evaluation
RERBH I |54 52 2 VP A

We ask that this form be completed by the host supervisor and submitted directly to the Alliance
Shanghai Center by

ES S AL T NS R I T Alliance Figrts .

Student Name 41tk 44

Internship Placement 52 >] FLfv:

Supervisor's Name 1 57 N4 TitleBR Az

Please provide us with your overall assessment of the student’s work. Your assessment will constitute
15% of the student’s final grade for the semester. (Please circle)

PRI A AR VAN o ARBOVEALRE o 2 2R 23S PP RS 15%

An outstanding student with excellent performance
FITHAR A

A good student who has made a good contribution through his/her work

B X RAI TAEA S I BTk

Acceptable, but the student’s performance could have done better

C o AR RBUATLL, (E S A — L

Most of the student’s work was not satisfactory
SRR TAEAS N R
This student’s work was entirely unsatisfactory

FHE I ERARRIA A NI

14



Comments: P4

Your overall impression of the student’s general performance (attendance, punctuality, dress,
relationships with the colleagues in the office, etc.): kX 225 BARAT NRIVEY (i Eh, RN, £,
IPAYNENEIEA P )

Comments regarding the student's approach to learning about Chinese business culture and his/her
intercultural development through this work experience: R¥} 24 5 > fp [ 4l SCAb A 2B
J7TH I EN G

Additional Comments: (please use the reverse side of the page as well, if necessary.)

FAbPPOY: (B2, EHRREmELES. D

Host Supervisor/ i 5t N4 Date/H #:

Please mail or e-mail the completed form to the Alliance for Global Education’s Resident Director.
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