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Hong Kong Shue Yan University

Name of Organization

Name of Department

Name of Student

Period of Internship

Please ¢>v ”’in the box

Internship Evaluation Form

Department of Journalism and Communication

( Student Number:

Grade
Items

Excellent
A
(10 marks)

Good
B
(8 marks)

Average
C
(6 marks)

Fair
D
(4 marks)

Poor
E
(2 marks)

Not
Applicable

Quality of Work

Analytical
Ability

Ability of
Expression

Creativity

Responsibility

Punctuality

Self-initiative

Collaboration




Comments on the student’s performance:

Student’s performance to be improved:

Supervisor’s Signature :

Name :

Title :

Company Chop

Date :

Please send back on or before 15 September 2022 by email to jourintern@hksyu.edu or post to:
RHB306, Research Complex High Block, 6 Wai Tsui Crescent, North Point. (Attention to Ms. Janice
LAI)
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BEER

Professional Internship

Brian N. Baird. (2013 ) . Internship, Practicum, and Field Placement Handbook: A
Guide for the Helping Professions 7th Edition. Routledge; 7 edition

Kiser, P. M. (2012) . The human services internship : getting the most from your
experience. Belmont, CA: Brooks/Cole, Cengage Learning.

Ernest Enabulele (2018 ) . Interview Preparation and Success Tips: A Detailed Guide

on How to Answer Interview Questions and Bag That Dream Job! Kindle Edition.
By Amazon Digital Services LLC

Code of Ethics

1. SPJ Code of Ethics, by Society of Professional Journalists
( http://www.spj.org/ethicscode.asp )

2. (CHEEEEHEFERE ) BEEEnY - FENETBAERE
EARTH LIEEE R SR e LEHE
( http://www.presscouncil.org.hk/ch/web _ethics.php )

3. (BEEBCASENEREFZ AR AR AR EEE A
HikK > 2008-2011.

Writing References

L (BB R ERRSE RS EER) > BB RS B AR A
Hihk > 2008-2011.

2. CHrEAREHTFEER) BB RSB ERRE 2 TR - 2008-2011.
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BEEEERH2022
AT = FEEE
BEEENEZHE

RPRaE S BE B R A R SRIRIEARGE - EEE LE > 2HEEEH
SR VVREEIEER H - A REIEHBIRYE BB s - SIE TS

SEEEHFEERIEWT ¢
FE4H 5] (JOUR) = Electronic media

JOUR 341 Digital News and Information Production

2. ¥E45] (JOUR) = Printed media
(1) JOUR 300 News Editing

(2) JOUR 380 Business and Financial Reporting or JOUR 350 Feature Writing

3. ¥rE4R1 (JOUR) &
NEEESEER] (PRA) = TV/ Audio-visual Production

(1) JOUR 201 Audio-visual Production

(2) JOUR 310 Storytelling or JOUR 301 Intermediate Audio-visual
Production

4, NBEES4EF] (PRA) = Publicrelations
(1) PRA 320 Public Relations Disciplines
(2) PRA 350 Public Relations Writing or PRA 340 Event Management

5. NFESEA] (PRA) = Advertising
(1) PRA 330 Advertising Strategies and Design

(2) PRA 310 Advertising Copywriting or JOUR 395 Social Media and
Networked Communication

13
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Tentatively Schedule for Internship 2022

Step Structure Task

Jan-Feb, 2022 Plan Choose job relevant to subjects studied
HKSYU
Arrangement

or Your own source

Feb, 2022

Connect

Interview
Arrangement

All students have to complete Internship
Plan and submit CV

Option A :-Summer Internship
Students apply for internship positions via
HKSYU

Option B : Self-Sourced Internship
Get Notification from HKSYU about
approval of your Job App.

Option C: Semester Internship
Students apply for internship positions via
HKSYU

Feb-Aug, 2022

Action

Internship Period

Day One onboard: bring along 2
documents

A) Internship Evaluation form

B) Minimum Wage Waive doc. (cap.608)
(Employer’s retention for legality reason)

Sep, 2022

Review

Internship students have to submit their
own Internship Report (B %)

14
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Internship Tutoring Activities
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2022.10 HEAREE ZEMEER
2022.11 HEARSE BEHA T SREEEE G S A0
2022.11 HEARFE A EEFZ
2022.11 HIEAfFE AR
2022.12 HEAREE AT B AR

HES - =28y AT EAERETEGPAN -

BEE%EHE

HH

1. EEHE (Soft Copy » F#kMoodle) * By ok H A Al #30H -
2. BEEH—H (A4Size WAAR) - A LAAEETY - (EEE
) A B E BRI

3. BRI (HRIEBGTEIELTEEE B RETE AT
FU[EZE Ms. Janice Lai - jourintern@hksyu.edu )

4. 5 A DL (ER A ROR s b —OFe

Fff{41 - Internship Report submission form

Ff{4-2 : Internship Report cover sheet

FF4:3 © Internship Report Extract (A4 Size » ‘B E % > TRASEZRFFIIMN)

*5H1C#H & LAPDF_E# 2 Moodle » WHEHEFHRUSBA » —HFERERTT - HEE
e  HFRTENUSBA - —HRALRTT -

IR FSAELG210 SHrEEEBRE M AE - LD
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HEEEHS — Internship 2022
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Bachelor of Arts with Honours in

Journalism and Mass Communication

AR, (HB) 2l

JOUR 403 Professional Internship

_gy #-’? 3,;3

ERIELpEH . 2022#97 xxP
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PHBong Kong Shue Pan Bnivergity

WAI TSUI CRESCENT, BRAEMAR HILL,
NORTH POINT, HONG KONG
TEL: 2570-7110 (10 LINES) FAX: 2806-8044
Website: http://www.hksyu.edu
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B

Department of Journalism and Communication

Internship Personal Particular

Student No 195XXX

kA

Name ( English) Chan Tai Man, Manie

Name ( Chinese) N

Sex Female
Date of Birth 1/1/2000
Contact Phone No | 91111111 (mobile) , 21111111
(home)
Email 195xxx@hksyu.edu.hk
Address Room 11, Winning House, Winning
Estate, Win Ning, HK
Year Year 3
I O e Ol
b EHZ#HT{E IMC HKSYU 2022 gorl
Career goal / objectives and expectations of the internship:
Public Examination Results - Languages:
HKDSE
Chinese Language 5** English Language ( Syllabi B ) 5
Courses Taken with Grades
First Year Chinese B/B Computer Graphic Design & Pub A
Use of Putonghua in Jour & Comm | B/B English News Writing & Reporting A
News Reporting & Writingin B Digital News & Information Prod B+
Chinese
Current Social Issues in Hong Kong | B+ Business and Financial Reporting A
Governing Hong Kong A News Editing B+
Principles of Advertising & A- PR Disciplines A
Marketing
English Usage B+ PR Writing B+
English Writing B+
Education Background

25



09/2004-Present

Year 1-Year 3 Hong Kong Shue Yan University

09/2002-05/2004

F.6-F.7 ABC Secondary School

09/1996-07/2002

F.1-F.5 ABC School

Working Experience in Related Fields

06/2005-09/2005

Clerk, ABC Centre
Responsibilities: Collect information from newspapers

Achievement: Produced 2 newsletters for the department

01/2006-01/2006

Receptionist, Far East Ltd.
Responsibilities: Collect information from newspapers

Achievement: Produced 2 newsletters for the department

07/2002-09/2002

Receptionist, Level Advertising Ltd.
Responsibilities: Collect information from newspapers
Achievement: Produced 2 newsletters for the department

Awards

2005 - 2007

Best Student Award, Hong Kong Shue Yan University

Extra-Curricular Activities / Voluntary Work Experience

10/2006-Present

Editor, Shuo Online ( Student Practicum Online Newspaper )
and Our Voice ( Student Practicum Newspaper ) of Hong

Kong Shue Yan University

10/2005-05/2006

Reporter, Shuo Online ( Student Practicum Online
Newspaper ) and Our Voice ( Student Practicum

Newspaper ) of Hong Kong Shue Yan College

11/2002-10/2003

Vice Chairman, Student Union of Ningnan Secondary School

09/1999-07/2000

Convenor, Volleyball Team of Belilios Public School

09/2000-07/2001

Student Instructor, Volleyball Club of Belilios Public School

07/2002-09/2002

Receptionist, Top Level Advertsing Ltd.

Language Skills

English: Good in spoken & written skill
Chinese: Good in written skill
Putonghua: Fair in spoken skill

Computer Skills

Word, MS Excel, MS PowerPoint, Photoshop & Adobe Premiere Chinese Word
Processing: Quick ( #Ef ) , 50w.p.m.; English Typing: 100 w.p.m.

JMC 22 (CV)

26




(RETEREG) (5 608 2)'HEER ) FEASE

Confirmation of “student intern” status under the Minimum Wage Ordinance (Cap. 608)

B3R
Note
U TR R Pt (T TR D @R Ok FiE) ($608%) pd v R -
REE S WE-REUET E
(a) e B AP » BFE AL FRT PRI v ZF2REDEI P GTF P2 T MR ORT o d 3
B ART ha i &
(D) A¥dE  Fh-BPFP > LF AL EIPRI o ZF 2 REDETR2AA0 KT AT Wikl

T s ;5%}‘&*}?—?#&‘\23’&? 1 %
L RS E R SR TG T B RE R e B A B

The Confirmation of “student intern™ status (“Confirmation”) applies to a student intern as defined in the

Minimum Wage Ordinance (Cap. 608). “Student intern” means:

(a) a student undergoing a period of work arranged or endorsed by an education institution in connection
with an accredited programme! being provided by the institution to the student; or

(b) astudent resident in Hong Kong and undergoing a period of work arranged or endorsed by an institution
in connection with a non-local education programme? being provided by the institution to the student,

for which the work is a compulsory or elective component of the requirements for the award of the academic

qualification to which the programme leads.

AIBEIFTI AT R YR Wl 4 (B (FOTR) TR w7 s dmy BAR gl A -
{E—T_Frﬁgl 'Fﬁp La8aRy ﬁk‘f#_,]_ AR 33§ﬁﬁl+ mvﬁ‘ﬁ—(v ﬁ‘ﬁ-%<§’"q‘—l [ EH) R2iEe TRV B
RO ETEEDFY) HEDERT - ZRTPHEIPLIRT c dmRIF bRy 44 o
FRFVYER DL Mg B ART :rm; FL oo

Statutory Minimum Wage does not apply to a student intern. Under the Employment Ordinance (Cap. 57), the
employer shall keep a document (or copy of a document) issued by an education institution showing thatthe
period of work is arranged or endorsed by the education institution in connection with a programme being
provided by the education institution to the student intern thatis of a kind covered by the definition of “student
intern” in section 2 of the Minimum Wage Ordinance. This Specimen Confirmation is for education institutions’
reference in confirming the identity of the student intern and particulars of the work as arranged or endorsed.

é%%%ﬁﬁ%ﬁ&#l&*%” ﬁgﬁa%F*ﬁﬁH%m%’uﬁ%%iﬁﬁﬂ¥* W T RE
kbl oded TR B F Y EE R (hFE) PR :%’wétﬁ'rﬁpﬂ*'i“afr’ HRRE
(%@%yu%ﬁ%°¥a¢ﬁ'$ VYRR s R AR M b PR Fo %?mﬁfﬁﬁ“l
et TERGEZY 0 F LT R R BT RE CE R RN M TR HA A o MR R R
FEFAE PRV ER TR v MR T A

Public officers of the Labour Department (LD) of the Government of the Hong Kong Special Administrative
Region conduct inspection visits to places of employment to ensure employers’ compliance with ordinances
administered by the LD.  Employers taking on student interns are required under the Employment Ordinance
to provide employees’ information and records, including the Confirmation (if applicable), for inspection by
public officers of the LD when necessary. Should there be any suspected contravention of any relevant ordinances
in connection with the work provided by the employer to the student intern, the information provided in the
Confirmation may be used by the LD for law enforcement purpose. The LD may also transfer the information to
relevant government departments and authorities for further investigation. Government departments and
authorities may contact the education institution concerned to enquire about the information on the student intern
as provided in the Confirmation.

LFEERE 'L See footnote 1 in the Confirmation.

2 Q,EEFME I‘I'FI— 2 - See footnote 2 in the Confirmation.

27 SMW-1(8/2017)



(RETEREG) (5 608 2)'HEER ) FEASE

Confirmation of “student intern” status under the Minimum Wage Ordinance (Cap. 608)

TAERAHT BRI RART U TR A NS - BOTN > bS AR TR LR A RE (K1 T

V'>”T#pmpﬁcﬁiwﬁ“v'pf’&§jﬁq‘fj‘i‘37 B (G*ZERTER T
BADT LE)RFELIE A P1 R R RETERDEFT R T  BAHRE R DA F R

This is to confirm that the specified period of work for the following student at
(name of organisation or company employing the student intern) is arranged or endorsed by this education institution in connection
with a programme that is of a kind specified in the Minimum Wage Ordinance and being provided by this education institution to
the student, for which the work is a compulsory or elective component of the requirements for the award of the academic
qualification to which the programme leads.

FYEROB AT 2B gz A fri el 2 % P GnT cha i
Personal particulars of the student intern, the name and the kind of programme enrolled as well as the period of work being
arranged or endorsed
FE(E )
Name (in block letters)
AERELE | ERY G
HK Identity Card/ Passport* No.
I i3 3f AR HAR LA
Programme Enrolled Name of the programme:
#AZHE %] Kind of the programme' (;ﬁ-:é’ﬁn@ 4 7% B Please select appropriate box)
O (&% #A2) 2P $15:=% ae!
(local programme) a full time accredited programme!
OEF-+¥ KT HE) 2P 4F = L FRE DT HAR?
(non-local education programme) a full-time programme of education at the
level of degree or higher?

F ¥ B> 4L Internship Position
71 iTendp B Period of Work

A

f 7 A4 ¢ Name of Responsible Officer: P > Position:
% % Signature: i % signed for and on behalfof
& ¥

(# Tﬁ—%‘i ﬁﬁname of education institution)
¥ 41 p ) Date of Issue:

Chop o Eduestion st
4o TP H3 0 FE T A L Forenquiries, please contact the following person: op of Education Institution

¥+ Z Name: B%« i+ Position:

5 84S 1L Address of Education Institution:

Ui % 7 3% Telephone Number: % E 5575 Fax Number:
@ #8354t Email Address: = 1 Website:

* #1224 F o Please delete as appropriate.

DA (B T TR R P AT ERP DR P FlHE
(@) MR EHORERERE (BEETHE )
(b) & (Bl R EERIFERDD (F5925) MRIF 122 =3 [FREMA IR EBE S K&
() (& HHSRERRE (ZERED) (52797 ) 2 o 5 L 1 2R Rt ) BZRBIFENE LEERE -
The Minimum Wage Ordinance provides that “accredited programme” means a full-time programme that:

(a) isprovided by an education institution specified in Schedule 1 (see the list on next page);
(b) is a learning programme of a kind described in section 1, 2 or 3 of Schedule 3 to the Accreditation of Academic and Vocational Qualifications

Ordinance (Cap. 592); and
(c) if provided by a school registered or provisionally registered under the Education Ordinance (Cap. 279), is at the level of post secondary education

(within the meaning of that Ordinance).
2R (BT FER) TR T R dp SR R R AR R AR BT RN P RT PeAR o
The Minimum Wage Ordinance provides that “non-local education programme” means a full-time programme of education which leads to the award of a
non-local academic qualification which is at the level of degree or higher.
REFHEYFAET (BAFH (FE) ) (¥ 86 F)FHRER A FHRADEE -
Note: Data users Should comply w1th the requirements of the Personal Data (Privacy) Ordinance (Cap. 486) concerning data protection principles.

28 SMW-1(8/2017)
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(B2 FHo) HALEP ok i

Education institutions specified in Schedule 1 to the Minimum Wage Ordinance

H (EEBERERO) (F 444 B) RINEEZEAE

The Education University of Hong Kong established by The Education University of Hong Kong
Ordinance

(Cap. 444)

H (FHERERE) (5 1053 &) RIMNEFERE
University of Hong Kong established by the University of Hong Kong Ordinance (Cap. 1053)

B (EEETAREEE) (£ 1075 #2B) RUMNEEE T
The Hong Kong Polytechnic University established by The Hong Kong Polytechnic University Ordinance
(Cap.1075)

M (EBPSOREER) (5 1109 =) FLHEE P Uk
The Chinese University of Hong Kong established by The Chinese University of Hong Kong Ordinance
(Cap.1109)

B (FEZGRER) (F 1126 =) RINEBZGAE
Hong Kong Baptist University established by the Hong Kong Baptist University Ordinance (Cap. 1126)

H (EAMTRERM) (5 1132 F) RIBEERHAL
City University of Hong Kong established by the City University of Hong Kong Ordinance (Cap. 1132)

o (EBEEERERD) (£ 135 &) RUNEEEESEM
The Hong Kong Academy for Performing Arts established by The Hong Kong Academy for Performing
ArtsOrdinance (Cap. 1135)

B (FERRRER) (F 1141 B) RUNEERAE
The Hong Kong University of Science and Technology established by The Hong Kong University of
Scienceand Technology Ordinance (Cap. 1141)

B (EBABAEKEE) (£ 1145 Z) FHINFEARAZ
The Open University of Hong Kong established by The Open University of Hong Kong Ordinance (Cap.
1145)

H (BERARZEERD) (5 1165 &) RILHEFALE
Lingnan University established by the Lingnan University Ordinance (Cap. 1165)

R (L2 ) (58 320 =) sEies o & -2k
Approved post secondary colleges registered under the Post Secondary Colleges Ordinance (Cap. 320)

g (BENSBEEED) (F 1130 Z) 5 6Q)h)fER LAV
Bodies established under section 6(2)(h) of the Vocational Training Council Ordinance (Cap. 1130)

g (BERD) (F 279 &) sEMreliEes s Hy 2

Schools registered or provisionally registered under the Education Ordinance (Cap. 279)
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