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Regulations for Internship Course of Practice in Health Management
Department of Healthcare Administration, Asia University
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Implemented following approval at the second department meeting on March 22, 2006

Amended following approval at the sixth department meeting on April 29, 2015

Amended following approval at the eighth department meeting on June 5, 2024
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Article 1: Purpose

The internship course of Practice in Health Management is designed to enrich the practical learning

experience of undergraduate students in the Department of Healthcare Administration at Asia

University (hereinafter referred to as "the Department™). These regulations serve as guidelines for the

implementation of tasks related to this internship program/course.
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Article 2: Scope and Applicants

1. Scope: The internship course referred to in these regulations is mandatory with 4 credits and
consists of 320 hours for internship duration. The application and allocation for internship
institutions, internship planning, report submissions, and performance assessments shall adhere
to these regulations.

2. Applicants: Students enrolled in the internship course and related department personnel.
This course is mandatory for seniors in their first semester, with preparatory work conducted
during their junior year. The off-campus internship occurs during the summer break between the

junior and senior years, and oral presentations and written reports take place in the first semester
of the senior year.
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Article 3: Course Enrollment and Allocation
1. Course Enrollment Requirements: Students must have obtained two-thirds of the required credits
(College Core Courses + Department Required Courses + Department Elective Courses) by the

end of

the first semester of their junior year (five semesters in total) to be eligible for off-campus

internships. Exceptions may be granted by the Student Practical Learning Committee for
individual transfer students.

2. Criteria for Selecting Internship Institutions: In principle, hospitals that have passed teaching
hospital evaluations, accommodation-based and community-based long-term care facilities that
have passed evaluations, and health organizations recognized by central ministries or local
government are qualified to be internship institutes. Any other internship institutions not
mentioned above must be approved by the Student Practical Learning Committee before they can
be considered as cooperative institutions for student internships.

3. Principles for Allocation of Internship Institutions: Due to limited openings, the Department
prioritizes students' preferences based on average grades from the first four semesters (excluding
general education and mandatory language courses). Students with higher grades will receive
preference according to their internship placement choices. Allocation results will be announced
at the Internship Allocation Meeting.
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http://ha.asia.edu.tw/ezfiles/8/1008/img/1389/133572477.pdf
http://ha.asia.edu.tw/ezfiles/8/1008/img/1389/108742082.pdf
http://ha.asia.edu.tw/ezfiles/8/1008/img/1389/180413246.pdf
http://ha.asia.edu.tw/ezfiles/8/1008/img/1389/3381868.doc
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Article 4: Responsibilities and Authorities
1. Course/Internship Program Instructor:
a. Organize an Internship Application Meeting during the first semester of junior year to explain
the internship process.
b. Provide students with the "Student Internship Learning Guide" (Healthcare Institution
Management Program/Long-Term Care Management Program) (Appendix 1) for reference.
c. Organize an Internship Allocation Meeting by the end of the first semester of junior year.
d. Organize a Pre-Internship Meeting by the end of the second semester of the junior year.
e. Grade internship reports and summarize feedback. The instructor is primarily responsible for
reviewing and improving the program.
2. Enrolled Students:
a. Submit the "Internship Institution Application Form™ for the internship course to the department
office by mid-semester in the first semester of junior year.
b. Submit an internship plan by the end of the first semester of junior year. However, the actual
internship content is subject to the institution's arrangements.
c. Complete the check-in procedure on time and submit the "Student Internship Attendance Sheet"
(Appendix 2), "Student Internship Assessment Form™ (Appendix 3), and related documents (such
as headshots, health examination reports, etc.).
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d. Adhere to the rules and attendance regulations of the institution during the internship period.
Any violations confirmed upon investigation will be dealt with according to university regulations.
e. Fill out the "Student Internship Weekly Report™ (Appendix 4) every week and send it to the
internship mentor.
f. After the internship, participate in the oral presentation of the report as required and submit a
written report.

3. Department Administrative Assistant:
a. Compile student applications for review by the Student Practical Learning Committee and
assist with internship allocation.
b. After the initial paperwork, communicate with institutions using the "Internship Institution
Survey Form™ to arrange internship allocations.
c. Request the Student Practical Learning Committee to assign an internship mentor for each
institution.
d. Announce and notify students of the internship time, location, required documents, and related
matters.
e. Confirm students' internship institutions and assist in completing the internship contract.
f. Assist the department in insuring students against accidental injuries before the internship and
provide insurance proof to the intern students before the internship.
g. Assist the course instructor in organizing the presentation after the end of the internship and
collecting student internship reports.

4. Department Internship Mentors:
a. Mentor students during the internship period.
b. Fill in the "Off-campus Internship Guidance Record Form™ and return it to the department
office.
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Article 5: Selection and Responsibilities of Internship Student Team Leaders
1. Selection of Team Leaders: The course instructor shall select one to two team leaders for each
internship institution.
2. Responsibilities of Team Leaders:
a. Report the actual check-in situation on the first day of the internship to the department
administrative assistant.



b. Keep track of classmates’ movements and opinions during the internship. When necessary,
inform the internship mentor to promptly resolve any issues.

c. Serve as the liaison for conveying messages from the department, internship institution
supervisors, or personnel in charge to the intern students.

FA0E FARVOF L BEEER
g -?sﬁﬁﬂf'&7llf‘?b’ﬂ#f‘fp’)%f @ ?’B‘ﬁfﬁ— J’E_“?a J_IE“%—\;;bt’rrp%\ —L;J——’]{%,
R L L R S T . T T L

/,;;: o

>

Article 6: Recommendations for Rewards and Punishments During the Student Internship

The work and daily behavior of students during the internship should meet the standards of the
internship institution. The assessment of work performance and behavior will be uniformly conducted
after the end of the internship for rewards and punishments. In cases of particularly exceptional
circumstances or significant impact, immediate actions for rewards and punishments may be taken for
effectiveness.
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Article 7: Attendance and Evaluation of Internship and Course Grading

1.

2.

3.

E NN

Student Attendance Records: Students' attendance during the internship must be recorded on the
"Student Internship Attendance Sheet" (see Appendix 2) and signed by the internship unit
supervisor. After the completion of the internship, it must be submitted to the department office.
The principles for leaves of absence and absences are as follows (if the internship institution has
separate regulations, they may be applied):

a. Leaves of Absence

i. During the internship, leaves of absence must be applied for by filling in the "Student Internship
Leave Form™ (see Appendix 6) according to the Department's "Student Internship Leave
Regulations” (see Appendix 5).

ii. Whether to make up for the hours after taking leave shall be determined according to the
internship institution's regulations or the responsible supervisor's decision.

iii. If the total hours of leave exceed one-third of the total internship hours of the semester, the
student must retake the internship course.

b. Absences

i. For every hour of absence, 1 point is deducted from the total semester grade.

ii. If accumulated absence hours exceed (not including) 16 hours, the student must retake the
course.

iii. Absence hours, if agreed upon by the internship institution's supervisor, may be offset by
making up the hours.

Evaluation by the Supervisor of the Internship Institution: The supervisor of the internship
institution (or unit) will evaluate the student based on overall performance during the internship,
referring to the "Student Internship Assessment Form™ (see Appendix 3) provided by the
Department. The form will be returned to the department administrative assistant by email or fax
and serve as a basis for the course instructor to assess the internship grade.

Course Grades:

a. The evaluation by the internship institution accounts for 50% of the total semester grade for
the internship.

b. After returning to school, students must complete the internship report (oral and written)
according to the "Outline of Internship Report Content” (see Appendix 7). The internship report
and the overall performance during the in-school internship period together account for 50%.

c. Failure to complete the internship report as required by the regulations may result in a deduction
of the total semester grade, with serious cases requiring retaking of the course.
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Article 8: Review and Improvement of Internship Effectiveness
The department head, course instructor, and all internship mentors shall regularly review the
effectiveness of student internships for improvement. Specific approaches include:

1. Course Instructors:

a. After the internship ends, collect student feedback, such as asking students to fill out a "Student
Internship Feedback Form," to provide references for subsequent internship course planning and
improvement.

b. After the internship ends, collect feedback from the supervisors of the internship institution (or
unit), such as filling out an "Internship Institution Feedback Questionnaire,” to provide references
for future course design and teaching improvements.

2. Internship Mentors from Each Institution:

Visit the intern students during internships, care for and provide guidance. Also, assist in
compiling relevant opinions and reporting back to the department's Student Practical Learning
Committee or department head for further review and improvement.

3. The Department Head: Convene an internship meeting each semester to review and coordinate
internship work and give directions for related tasks.

4. If astudent is unable to complete the internship due to special circumstances, the Department will
assess the actual situation to provide support measures to help the student complete the internship
credits. Support measures include online professional courses, practice with clerical work,
designated readings, and submitting reflections and reports. If the reason for failing to complete
the internship can be attributed to the student's own negligence, including but not limited to
excessive absences, failure to properly improve tardiness or leaving early, etc., the internship
supervisor and the internship institution's feedback, upon the decision of the Student Practical
Learning Committee, may lead to a failure without providing support measures.
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Article 9: Credit Transfer

Whether the completion hours of overseas internships (such as the Study Abroad Program
sponsored by MOE) can be credited towards the internship hours of this course, should be
subject to professional review by the Student Practical Learning Committee based on the

content of the overseas internship.
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Article 10: Miscellaneous
1. Other matters not covered herein shall be discussed by the Department's Student Practical
Learning Committee and submitted to the department meeting for resolution.
2. These guidelines are to be implemented following approval at a department meeting and the same
applies to amendments.



