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This manual is intended for use by the supervisors and students of a Master's Internship/Work 
Placement of the Universiti Utara Malaysia Master of Business Management (MBM) programme. 
This manual contains information about the type of Internship/Work Placement, assessment of the 
Internship/Work Placement and a number of practical matters.  
N.B. This manual is to be read together with the ODMX6996 Internship/Work Placement syllabus. 
 
 
Organizations that are interested in providing an Internship/Work Placement can get in touch with 
the contact persons below:. 
 
Ms Rozita Ramli, Assistant Registrar rrozita@uum.edu.my 
Prof. Dr. Nurwati Ashikkin Ahmad Zaluki (MBM Programme Director) nurwati@uum.edu.my 
OYAGSB Internship/Work Placement Unit 04 9287192 / 04 9287194 
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1 General description of the Internship/Work Placement  

The Master's Internship/Work Placement provides students with an opportunity of exploring the 
practical field in which managers work and of expanding his/her network. It provides an organization 
with a (cheap) way of deploying a manager on the point of graduating on an important “job/project”. 
Furthermore, a project is open to a broad interpretation, varying from writing an advisory report or 
carrying out field investigation to designing or testing a tool, training or assessment. Another option 
is to combine the Internship/Work Placement with the Business Consultancy Project Report. For 
the Internship/Work Placement it is particularly important that a student works on a complex project 
(at an academic level) and that the project has a managerial component and that it also fits within 
the theme of the relevant specialization. The final interpretation of an Internship/Work Placement 
takes place based on an Internship/Work Placement plan and agreements are recorded in writing 
in advance. 

1.1 General criteria for an Internship/Work Placement  
The programme has formulated a number of criteria that must at least be fulfilled if an 
Internship/Work Placement is to be regarded as a suitable Internship/Work Placement for MBM 
students at UUM. These criteria are:  

• activities are carried out within the organization providing an Internship/Work Placement 
that are appropriate for the programme (as recorded in the programme aims); 

• the trainee must be given an opportunity of returning to the university during the 
Internship/Work Placement in order to hold discussions with the internal supervisor; 

• the trainee must be given an opportunity to carry out the business consultancy project(s) 
during the period of the Internship/Work Placement and to write the reflective report; 

• the organization must be prepared to spend time on counselling the trainee, and a local 
(external) Internship/Work Placement supervisor must be available who also acts as the 
main contact for the internal UUM supervisor; 

• clear written agreements must be made in the Internship/Work Placement agreement (see 
Appendix 1) between the external supervisor and the trainee about reciprocal rights and 
obligations; 

• agreements must be made between the organization and the trainee about such aspects 
as: temporary workplace, working hours, facilities and provisions that the organization 
offers, rules and procedures with which the trainee must comply, discussion moments and 
formats, etc.;   

• the Internship/Work Placement must provide the trainee with an opportunity to form a 
picture of the organization, also outside the immediate work environment, within the context 
of becoming orientated within the trainee's ultimate occupational field. 

1.2 Internship/Work Placement hours 
A Master's Internship/Work Placement amounts to 6 credit hours, which is the equivalent of 240 
hours. The Internship/Work Placement is (generally) included in the Master's programme as a single 
continuous period. This means the Internship/Work Placement lasts 5 days a week (45 hours) 
during one semester (14 weeks). In consultation (external supervisor, internal UUM supervisor and 
student), it is possible, where necessary, to depart from the number of days spent on the 
Internship/Work Placement and/or the period (for example, by combining an Internship/Work 
Placement and the Master's business consultancy report). In most cases spending less than 3 days 
a week on an Internship/Work Placement is generally considered undesirable, as it would be 
detrimental to the continuity of the Internship/Work Placement. 

1.2.1. Combining Internship/Work Placement and Business Consultancy Project 
If the Internship/Work Placement is combined with the Business Consultancy (BC) project, the 
Internship/Work Placement will generally take place prior to the Master's BC. This allows a student 
to become acquainted with the organization and tasks, and - prior to the Master's BC - the student 
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can carry an Internship/Work Placement project with more practical relevance, and which will 
specifically benefit the organization providing the Internship/Work Placement.  
 
If desirable (for a specific Internship/Work Placement project), the Internship/Work Placement can 
also be carried out (more) parallel to the Master's BC, which will involve more integration between 
the Internship/Work Placement and the Master's BC. This could involve the Internship/Work 
Placement project being in preparation of the Master's BC, or as a supplement to it. In that case, 
prior to the Internship/Work Placement, together with the internal UUM supervisor and the external 
supervisor, the student should record concretely in the Internship/Work Placement plan (see 
paragraph 2.2.1) the details of the proposed timeframe of the Internship/Work Placement and the 
BC project in the Master's year (while still remaining a feasible study programme for the student 
(circa 12 Credit hours per semester). 
 
1.3 Internship/Work Placement project and additional activities 
A Master's Internship/Work Placement encompasses an Internship/Work Placement project and 
additional activities. The Internship/Work Placement project takes up 50-80% of the time, the 
additional activities and/or tasks expected of the student by the organization providing the 
Internship/Work Placement take up 20-50% of the time. During the Internship/Work Placement, the 
organization providing the Internship/Work Placement is expected to allow the student time to work 
on the BC project and to draw up a report on it.  

1.3.1. Internship/Work Placement project 
Before starting the Internship/Work Placement, the student should have formulated, together with 
the external supervisor and the internal UUM supervisor, a clear and concrete ‘Internship/Work 
Placement project’. The Internship/Work Placement project should be a project or an assignment 
that can normally be carried out by a manager in the occupational field and which will benefit the 
organization providing the Internship/Work Placement.  
The following criteria apply to the Internship/Work Placement project:  
• It involves a clear project that provides an opportunity for scientific research. It is a Business 

Consultation project that could be carried out by a manager in the occupational field. 
• Scientific and relevant professional literature are used when carrying out the Internship/Work 

Placement project and making decisions. 
• There must be a clear and concrete Internship/Work Placement project before the   

Internship/Work Placement commences. 
• The level of the Internship/Work Placement project should be compatible with the knowledge 

and skills the student can be expected to have in the Master's phase of the programme. This 
means that the tasks carried out by the student must be of an academic level. 

• The organization providing the Internship/Work Placement must benefit from the 
Internship/Work Placement project. 

• It must be possible to realize the Internship/Work Placement project, including reports, within 
the time available (240 hours, 6 credits) and within the agreed timeframe. 

• The student must be able to carry out the Internship/Work Placement project with a high level 
of independence. 

 
Examples of Internship/Work Placement projects are: writing a policy plan or an advisory report; 
designing a website; designing a course; developing a manual; developing an assessment 
instrument; or writing a research report/scientific article/systematic review/case study. 

1.3.2. Additional activities 
In addition to the Internship/Work Placement project, before starting the Internship/Work Placement, 
the student formulates the additional activities and/or tasks that the organization providing the 
Internship/Work Placement expects of the student. The student takes part in the regular work of the 
(supervisor within the) organization. Additional activities can involve all kinds of 'jobs' for the 
organization. The student is responsible for finding the right balance, during the Internship/Work 
Placement, between carrying out (practical) additional activities and working on the (demarcated) 
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Internship/Work Placement project.  
Examples of additional activities during a Master's Internship/Work Placement are: 
• providing (part of a) course, a workshop or lecture; 
• providing material for a course, workshop or lecture; 
• testing (new) products or instruments; 
• attending training or educational events, e.g., symposia; 
• attending discussions/meetings of the section/department. 
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2 Supervision and assessment of the Internship/Work Placement 

2.1 Supervision during the Internship/Work Placement  
During the Internship/Work Placement the student will be supervised by an external supervisor and 
an internal UUM supervisor. The organization providing the Internship/Work Placement appoints an 
external supervisor who is responsible for the supervision, care and guidance of the trainee within 
the organization. The external supervisor has enjoyed a university education and is, preferably, a 
manager. The internal supervisor of the UUM is a lecturer within the MBM programme, from the 
OYAGSB Resident Faculty, who is responsible for supervising (in the background) and the student's 
final assessment. A high level of independence is expected of a student when carrying out the 
Internship/Work Placement project.  

2.1.1 Contact moments with external supervisor and internal UUM supervisor 
When starting the Internship/Work Placement, a plan should be drawn up regarding contact and 
submission date(s) for the Internship/Work Placement. The student is responsible for recording 
submission dates for the Internship/Work Placement, after discussion/harmonization with both 
supervisors, in the Internship/Work Placement plan. The student is also responsible for determining 
and harmonizing how often contact should take place with the external and internal UUM 
supervisors during the Internship/Work Placement, and also record this in the so-called 
Internship/Work Placement plan (see 2.2.). Although the student can indicate how often he/she will 
(need to) contact the supervisors, a guide for the number of appointments with a student is a 
minimum of two and a maximum of five appointments for the internal UUM supervisor (depending 
on progress and functioning).  
 
In addition, it is up to the internal UUM supervisor and the external supervisor to agree on how often 
they will contact one another during the period of the Internship/Work Placement. Clearly, it is 
advisable to at least have contact before the Internship/Work Placement starts, either by telephone 
or face-to-face (if the travelling distance is reasonable), and at the end of the Internship/Work 
Placement, for the purpose of evaluation and assessment.  

2.1.2. Internship/Work Placement guidance workshops for students 
As a means of supporting an Internship/Work Placement, the student attends Internship/Work 
Placement guidance workshops that focus on professional conduct and functioning professionally. 
During the Master's Internship/Work Placement, as a young professional, the student is taking 
his/her first steps in his/her future occupational field. In addition to scientific skills, an 
Internship/Work Placement draws in particular upon professional skills and an Internship/Work 
Placement offers an optimum opportunity of developing these skills further. An important goal is to 
articulate the learning experiences encountered, to reflect upon them and to formulate 
consequences for future action and further professionalization. The workshops are linked to the 
Internship/Work Placement in order to start this learning process and to support it during the course 
of the Internship/Work Placement. The workshops help the student to formulate and work on 
personal learning goals (that the student actually records in the Internship/Work Placement plan), 
get the student to think about the role of trainee in the Internship/Work Placement institution 
involved, offer a system for reflection, allow the student to exercise these skills and help the student 
to give shape to the form and contents of the reflective report (see 2.2), in which all of the above 
are discussed.  
 
2.1.3. Supervision during an internal UUM Internship/Work Placement 
If the student participates in an Internship/Work Placement within the UUM as part of the research 
of a lecturer or a researcher from business management (RF, AP or Professor), the UUM is the 
organization providing the Internship/Work Placement and the lecturer/researcher concerned is the 
student's internal (1st) supervisor. This 1st supervisor is responsible for the care, counselling and 
supervision of the trainee, as well as for assessing the student. In addition to the internal (1st) 
supervisor, a business lecturer will be appointed as 2nd (internal) supervisor. This 2nd supervisor 
does not fulfil a (major) role in carrying out the Internship/Work Placement and/or assessing the 
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Internship/Work Placement, but is only involved (by the internal supervisor and/or the student) in 
the Internship/Work Placement if problem situations arise during the internal Internship/Work 
Placement. This could involve, for instance, (complex) problems in carrying out the Internship/Work 
Placement, contact between the student and the internal supervisor, or the (unexpected) absence 
of the internal supervisor.  

2.2 Assessment of the Internship/Work Placement 
The assessment of the Internship/Work Placement is based on the learning goals of the 
Internship/Work Placement: in the Internship/Work Placement the student has demonstrated being 
capable of … 
1. a large degree of independence in interpreting, planning and carrying out an Internship/Work 

Placement project and reporting on it, at the level of a newly qualified professional, and to the 
satisfaction of the external Internship/Work Placement supervisor; 

2. theoretically demarcating, and substantiating with findings from the literature, the tasks carried 
out during the Internship/Work Placement; 

3. articulating, verbally and in writing, learning experiences gained during the Internship/Work 
Placement, reflecting on these and formulating consequences for future actions and further 
professionalization; 

4. behaving professionally in the work situation, whereby professional behaviour is characterized 
by precision and a quality-conscious method of working, punctuality in relation to keeping to 
agreements, coping adequately with feedback, collegiality and appropriate social behaviour, 
using forms of communication and language in keeping with the situation in practice and where 
necessary (independently) adjusting his/her own behaviour. 

 
 
For the Master's Internship/Work Placement, the student submits the following (individual!) 
documents for assessment:  

- an Internship/Work Placement plan (paragraph 2.1.1./page 9) prior to/upon 
commencement of the Internship/Work Placement 

- an Internship/Work Placement report (paragraph 2.2.2/page 9.): the written report 
resulting from the Internship/Work Placement project 

- a reflective report (paragraph 2.2.3./page 10) 
 
At the end of the Internship/Work Placement (on behalf of the organization providing the 
Internship/Work Placement), the external supervisor issues advice and a substantiated 
assessment based on relevant assessment criteria. The internal UUM supervisor assesses the 
Internship/Work Placement (partly based on that advice), giving it a mark. The diagramme on the 
next page shows which assessment components are used, which assessor is involved (external 
and/or internal supervisor), which learning goals and assessment criteria apply and what the 'results' 
are. The assessment forms to be used can be found in the appendices. The internal UUM 
supervisor should pass on the final mark for the Internship/Work Placement to MBM Director by 
means of a rubric. The internal supervisor stores the assessment forms in his/her administration 
(within the department). 
 
In the event of an unsatisfactory assessment for the Internship/Work Placement, the student 
discusses with the internal and external supervisors whether the option of submitting a supplement 
is open. If this is the case, no more than a 6 can be awarded in the overall assessment. The 
supplement/revision will be submitted no more than 4 weeks after the date of the first assessment. 
If the revision is again assessed as unsatisfactory, the Internship/Work Placement cannot be 
included as part of the student's study programme. In that case the student should contact the MBM 
Director as soon as possible. 
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The following diagram reflects the assessment components, mentioning the assessor, the 
'evidence', the learning goals it was used to examine, the assessment criteria and the results. 
 

Component Assessor 'Evidence' Learning 
objectives:  
(see para. 
1.4) 

Criteria: Results 

Preparation 
Appendix 2 

Internal + 
external 
supervisors 

Internship/Work 
Placement plan 

1 concrete expectations; realistic planning; 
recorded contact dates for discussing 
progress  
 

Fulfilled, 
conditional 

   4 relevance; feasibility; distinction between 
discipline-related, academic and 
personal goals; appropriate/logical 
motives for the goals set 
 

 

Advice and 
substantiated 
assessment of 
the trainee by 
the 
organization* 
Appendix 3 

External 
supervisor 

Internship/Work 
Placement 
business 
consultancy 
report, 
professional 
behaviour/functi
oning  

1 
 
 
 
4 

meticulous and quality-conscious work; 
punctuality in respect of keeping to 
agreements; coping adequately with 
feedback; collegiality and appropriate 
social behaviour; using forms of 
communication and language in keeping 
with the situation in practice; degree of 
self-guidance 
 

Substantiated 
assessment/a
dvice for 
internal 
supervisor and 
student  

The 
department's 
assessment of 
the 
Internship/Wor
k Placement 
Appendix 4 

Internal 
supervisor 

Internship/Work 
Placement  
business 
consultancy 
report, 
professional 
behaviour/functi
oning  

1 fulfils a requirement; practical use; 
systematic method of work; answers 
Internship/Work Placement project; 
(partial) solution; business research 
problem; applied methodology; correct 
analyses; discussion; relevance and 
feasibility recommendations; degree of 
independence 

Rating 

   2 structure/report content; lay-out/APA; 
legibility/comprehensibility; references to 
literature 

 

   3 theoretical depth 
 

 

    4 meticulous and quality-conscious work; 
punctuality in respect of keeping to 
agreements; coping adequately with 
feedback; collegiality and appropriate 
social behaviour; using forms of 
communication and language in keeping 
with the situation in practice; degree of 
self-guidance 
 

 

Reflection 
Appendix 5 

Internal 
supervisor 

Reflective report 4 description of the organization providing 
the Internship/Work Placement; relevant 
learning experiences; in-depth reflection 
on learning goals; relationship with 
professional development 

Fulfilled 

* If the student is doing an internal Internship/Work Placement with a lecturer/business researcher, the internal supervisor is the 
organization providing the Internship/Work Placement and this component does not apply. 
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2.2.1 Internship/Work Placement plan 
When starting the Internship/Work Placement the student draws up an (individual) Internship/Work 
Placement plan (see Appendix 2 for the format of the Internship/Work Placement plan). The student 
describes: 

• the motives for doing a MBM Internship/Work Placement; 
• the organization providing the Internship/Work Placement; 
• the place and/or function of the Internship/Work Placement within the organization; 
• the expected additional activities within the organization; 
• the Internship/Work Placement project to be carried out which will result in a research 

(/design) question; 
• a list of substantiated personal, academic and (professional) substantive learning goals; 
• the plans relating to contact and submission date(s). 

 
The external and internal UUM supervisors assess this Internship/Work Placement plan prior to the 
Internship/Work Placement. The internal UUM supervisor is responsible for establishing whether a 
clear project is described that involves scientific research, and whether the project encompasses a 
level in keeping with the knowledge and skills expected of a student in the Master's phase of the 
programme.  

2.2.2 The Business Consultation report 
During the Internship/Work Placement, the student carries out a business management-related 
Internship/Work Placement project. When completing the Internship/Work Placement, the student 
submits an (individual) Internship/Work Placement report in which he/she answers, in writing, the 
research question/goal of the Internship/Work Placement project. If the Internship/Work Placement 
project involves writing a research report/article about the research carried out, then the written 
research report/article will serve as the report on the Internship/Work Placement. 
The Internship/Work Placement report is intended for the masters programme, so it clearly states 
which tasks the student has carried out, how this involved the student making use of his/her 
knowledge and skills, and which scientific literature and professional literature was effectively used 
to substantiate the choices made/actions and decisions. Furthermore, based on the results of the 
Internship/Work Placement project, the student makes recommendations for the organization. The 
report comprises the following components:  
- Cover sheet 
- Summary  
- Introduction 
- Background  
- Issues 
- Recommendations 
- Discussion and Conclusion  
- References 
The student can find a description of the various components in the student's manual for the 
Internship/Work Placement. As a rule of thumb, for the size of the report we suggest about 5-10 
pages (excluding the cover sheet, the contents and the appendices). Both the external supervisor 
and the internal UUM supervisor assess (certain aspects of) the Internship/Work Placement report, 
based on the forms that can be found in the appendices (3 and 4).  
 
* Confidentiality:  
If the organization providing the Internship/Work Placement has comments relating to the confidentiality of the 
Internship/Work Placement report, the student must mention this (in a frame) on the cover of the report. If 
comments are made relating to certain sections of the report, the student acts as dictated by the circumstances, 
in consultation with the internal UUM supervisor and the external supervisor. Confidentiality means that only 
internal UUM supervisors and possibly members of the review committee can access the report. The review 
committee investigates the quality of degree programmes. The review committee is entitled to request 
examination questions, Bachelor assignments, reflective reports, Master's theses, etc. The UUM is obliged to 
grant access to the data concerned on the grounds of agreements made. 
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2.2.3 Reflective report 
During the Internship/Work Placement the student becomes acquainted with how the organization 
works and how it functions. The student, as a trainee, has a certain position or function within the 
framework of an Internship/Work Placement. In this position, the student fulfils certain 
Internship/Work Placement tasks and it is important that the student, as a trainee, can indicate how 
that went and what he/she has gained or learned from the process. This is recorded in an (individual) 
reflective report. Formulating (personal) learning goals is also covered in the Internship/Work 
Placement guidance workshops for students (see also 2.1.2.). The reflective report encompasses 
the following components: 
- Cover sheet 
- Summary 
- A description of Internship/Work Placement experiences based on the Internship/Work 

Placement project and additional activities 
- Reflection on the Internship/Work Placement learning goals that were proposed 
- Analysis of Internship/Work Placement supervisor's feedback on professional behaviour 
- Future: formulating new learning goals for further professional development 
- Annex 
The student can find a description of the various components in the student's manual for the 
Internship/Work Placement. As a rule of thumb, we suggest about 5-10 pages for this report 
(excluding cover sheet, contents, appendices). The reflective report is assessed by the internal 
UUM supervisor based on the assessment form in Appendix 5.  
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3 Practical matters 

3.1 Formal arrangements and facilities 
A student who is preparing for his/her Internship/Work Placement is confronted with various formal 
regulations. Every organization has its own policies, so it is impossible to discuss all the different 
arrangements. Students should themselves inquire about formal arrangements at the location of 
the Internship/Work Placement. Some tips can be given about a number of general points:  
 
Internship/Work Placement agreement 
Three parties are involved in the Internship/Work Placement: you as the trainee, the department 
and the organization providing the Internship/Work Placement. It is important that these parties 
reach an agreement about responsibilities, rights and obligations. The responsibilities, rights and 
obligations can be recorded in the Internship/Work Placement agreement (see Appendix 1). It 
depends on the organization whether a supplementary employment contract is concluded with the 
organization. In some cases the student has to sign a secrecy statement in which the student 
declares that he/she will not disclose any information about the organization. However, this secrecy 
statement may not go so far that the department is unable to obtain a reflective report. Restrictions 
may apply regarding the degree to which the report is accessible to third parties.  
 
Internship/Work Placement compensation 
As far as compensation for the Internship/Work Placement is concerned, any extra costs resulting 
from the Internship/Work Placement will not be at the expense of the department. Furthermore, the 
point of departure is that changing extra costs to the trainee should be avoided as far as possible. 
Extra costs are costs incurred above the normal study costs that apply for the degree programme 
and affiliation with the UUM. Should any obligatory costs occur (such as vaccination) the student 
should contact the organization providing the Internship/Work Placement to make agreements 
about compensation.  
 
Ill health and absence  
In the event a student is ill during the period of the Internship/Work Placement, the student informs 
the external supervisor immediately, and also, in the event of prolonged illness, his/her internal 
supervisor. In the event of prolonged illness or absence, the external supervisor can discuss the 
consequences with the student and the internal supervisor. Extending the period of the 
Internship/Work Placement could be considered or not including the Internship/Work Placement - 
or only to a limited degree. 

3.2 Personal matters and insurance 
As a student you should organize personal matters relating to your participation in the 
Internship/Work Placement position in good time. This could include such matters as: insurance, 
accommodation, forwarding post, etc. 
 
If Internship/Work Placement compensation is provided, the student will generally be insured under 
the social insurance laws as a trainee. In that case, premiums for social insurance will be deducted. 
During the Internship/Work Placement the student is often compulsorily insured on the grounds of 
the Health Insurance Act. The insurance taken out by many students continues to apply even after 
the Internship/Work Placement has ended. 
 
Because not all organizations have taken out a liability insurance, the UUM has taken out liability 
insurance for all its students (with a personal deductible for the student of stipulated amount per 
event). This means that during the period of the Internship/Work Placement the student is insured 
for statutory liability. In any case, as a student, you should find out whether you are sufficiently 
insured before the Internship/Work Placement! For further information, see the website of OYAGSB 
or Bursary. Students can also make use of the travel insurance that the university has taken out for 
its employees and students. This insurance is valid for 6 months at the most, but does not cover 
vacational activities such as diving, skiing, etc. It is often possible to take out a relatively cheap 
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supplementary insurance.  

3.3 Contacts 
For supplementary information about Internship/Work Placements, get in touch with the following 
contacts.  
 

 Contact Email 
Administration Ms Rozita Ramli rrozita@uum.edu.my 
MBM Programme Director  Prof. Dr. Nurwati Ashikkin 

Ahmad Zaluki 
nurwati@uum.edu.my 
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Appendix 1  Internship/Work Placement agreement  
(submit to: the internal supervisor and the external supervisor (for an external Internship/Work Placement)) 
 

Provider of 
the 
Internship/Wo
rk Placement:  Organization: 

 

And 
Trainee:  Student number:  

 
student of MBM at the Universiti Utara Malaysia, have entered into the following agreement: 
 
Article 1.  
The provider of the Internship/Work Placement provides the trainee an opportunity of doing an Internship/Work Placement 
within the framework of his/her degree programme (6 Credit, 240 hours) during the period  
From____________________________to_____________________________, for  ___________hours, weekly   

Work days: ________________________________, work times: ____________________________________________, 
With the organization: ______________________________, department/sector: 
________________________________________. 
 
Article 2. 
The provider of the Internship/Work Placement provides the trainee with the instructions, facilities, workplace and other 
facilities that are necessary for allowing the Internship/Work Placement to take place properly during the time that has 
been agreed for the Internship/Work Placement.  Agreement with the trainee has been reached on: 

Work place:  

Internship/Work Placement compensation  per month  [   ] gross  /  [   ] net 

- from which will be deducted:  

Entitlement to holiday pay: [   ] no 
[   ] yes,     
RM   

Arrangements for illness / absence:    

Travelling expenses: [   ] no 
[   ] yes,     
RM  

Facilities:  

Leave arrangements:    

(special, for UUM study obligations, etc.) 

Other:    
 
Article 3. 
The organization providing the Internship/Work Placement appoints an external supervisor who is responsible for the care, 
guidance and supervision of the trainee, as well as maintaining contacts with the UUM's internal supervisor.  
 
Article 4. 
The provider of the Internship/Work Placement takes into account possible training days planned by or for the department 
and other activities that are obligatory for the trainee within the framework of the degree programme and allows the trainee 
the opportunity of participating in these. 
 
Article 5. 
The provider of the Internship/Work Placement will instruct the trainee to carry out tasks that are appropriate: 
- within the context of the Internship/Work Placement and the education profile for the MBM programme; 
- to the level (of knowledge and skills) of the trainee; 
- within the available time, 240 hours, including reporting. 
 
Article 6.  
The trainee discusses his/her Internship/Work Placement business consultancy report with the external supervisor. If the 
provider of the Internship/Work Placement disagrees with the contents of the report, insofar as this relates to the organization 
providing the Internship/Work Placement, the provider of the Internship/Work Placement contacts the internal supervisor and 
an appropriate arrangement will be agreed jointly. 
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Article 7. 
The provider of the Internship/Work Placement allows the trainee to fulfil a clearly specified Internship/Work Placement 
project (for at least 50% of the available time), whereby specific use can be made of the (design and/or research) skills and 
knowledge of the trainee. 
 
Article 8. 
The trainee will comply with the guidelines and rules indicated by the provider of the Internship/Work Placement or its 
representatives in relation to times of attendance, safety regulations, clothing regulations, illness, absence and leave and 
other guidelines that apply within the organization. 
 
Article 9. 
The provider of the Internship/Work Placement is entitled, after consulting the internal supervisor or another representative 
of the Psychology programme, to terminate the Internship/Work Placement (agreement) if the trainee does not comply with 
current general and/or specific rules and regulations.  
 
Article 10. 
The trainee will treat as confidential information that he receives within the framework of the Internship/Work Placement 
and which he/she can reasonably be expected to know is confidential.  
In reporting, the trainee will comply with the agreements agreed in advance on confidentially and secrecy of information.  
 
Article 11. 
The Internship/Work Placement will be completed under the supervision of the Universiti Utara Malaysia, MBM 
programme, based on the agreements made between the provider of the Internship/Work Placement and the department.  
 
Article 12. 
The trainee should report absence due to illness or other reasons as soon as possible to the external supervisor or the 
person within the organization providing the Internship/Work Placement who is in charge with reporting illness within the 
organization. In the event of prolonged absence (longer than one week), the internal supervisor should also be informed.  
 
Article 13. 
The trainee can be obliged to pay full or a partial compensation for damage or injury suffered by the provider of the 
Internship/Work Placement if this damage or injury is due to gross fault or negligence on the part of the trainee. 
The trainee is obliged to take out insurance for the duration of the Internship/Work Placement (unless it has already been 
taken out) for medical expenses and statutory liability for private individuals. The Universiti Utara Malaysia accepts no 
liability other than that which is accepted based on the statutory liability insurance it has taken out and to up to a maximum 
that is paid out by the insurance company concerned.  
 
Article 14. 
This agreement can be amended after consultation between the organization providing the Internship/Work Placement, the 
MBM programme and the trainee and after agreement has been reached concerning any amendments. 
 
Article 15. 
Special provisions: 

 

Drawn up and signed in triplicate,  

On behalf of the trainee,  

Name:  

Place, date:  

 
Signature: 

 
 
 

  

On behalf of the internal supervisor (MBM 
programme), 

On behalf of the external supervisor (organization 
providing the Internship/Work Placement), 

Name:  Name:  

Place, date:  Place, date:  

Signature: 

 

 
 Signature:  
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Appendix 2 Internship/Work Placement plan  
To be assessed/approved by the internal supervisor and (for an external Internship/Work Placement) the external supervisor 

 
Complete below, under 1, the general details and then describe the requested 
information per component (2. – 7.). The maximum amount is indicated between 
parentheses per component. 
 
1. General Internship/Work Placement details 

Student's name:  Student no.:  

Home address during the 
Internship/Work Placement   

 

Email:  Telephone:  

Internship/Work Placement 
organization:  

Internship/
Work 
Placement 
address: 

 

Name of the internal 
supervisor:  Tel: 

 Email:  

Name of the external 
supervisor:  Tel: 

 Email:  

Position:  
Departme
nt:  

 

Credit Hour-value of the 
Internship/Work Placement: 6 credits 

Internship/Work 
Placement 
period:  

 

Absence (due to 
holiday/subjects): 

 

Total Internship/Work 
Placement hours: 240 hours 

Work days/hours in Internship/Work 
Placement position: 

 

 
 
2. Motives for the Internship/Work Placement (max ¼ page) 
 
3. Description of the organization providing the Internship/Work Placement (max 1 page) 
 
4. Description of the Internship/Work Placement position (within the organization) and 
expected additional activities (max 1 page) 
 
 
5. Description of the Internship/Work Placement project 
5.1 Introduction (max ½ page) 
5.2 Research problem, goal & research question (max ½ page) 
5.3 Method (max 1 page) 
 
6. Learning goals 
6.1 Personal learning goals (max ½ page) 
6.2 Academic learning goals (max ½ page) 
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6.3 Substantive learning goals (max ½ page) 
 
 
7. Planning and agreements on supervision and submission dates (max 1½ page)  
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Appendix 3 Organization's substantiated assessment and advice to the trainee 
To be completed by the external supervisor (where applicable)  

Student's name: 
 

Student number 
 

Organization 
 

 
External supervisor 

 

 
Internal UUM supervisor 

 

 
 

 

 

 

 

 

 

Internship/Work 
Placement report 
 

General assessment (circle as appropriate) 
 
Unsatisfactory - adequate - more than adequate – good – very good - excellent 
 
Comments/substantiation per component 

to what degree does the 
Internship/Work Placement  
fulfil a perceived need of the 
organization? 

 
 
 

 
to what degree is the 
Internship/Work Placement 
(now or in the future) 
potentially useful? 

 
 
 
 

to what degree did the trainee 
realize the goal as articulated 
in the Internship/Work 
Placement plan? 

 
 
 
 

To what degree did the 
trainee make relevant 
recommendations for the 
organization? 

 
 
 
 

To what degree are the 
trainee's recommendations 
feasible? 

 
 
 
 

 
 

Assessment of the Internship/Work Placement organization/external supervisor) 
Provide a substantiated assessment of the trainee for the components/criteria indicated 
below.  

Assessment Mark  
Unsatisfactory <6 
Adequate 6 
More than 
adequate 

7 

Good 8 
Very good 9 
Excellent 10 
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Professional 
behaviour/functioning 
 

General assessment (circle as appropriate) 
 
Unsatisfactory - adequate - more than adequate – good – very good - excellent 
 
Comments/substantiation per component 

To what degree was the 
trainee's work meticulous and 
quality-conscious, whereby 
the agreements made were 
kept? 

 
 

 
 
 
 

To what degree is the trainee 
able to deal with and process 
feedback on his/her own 
actions? 

 
 
 
 
 
 

Describe the trainee's 
interaction and characterize 
the language he/she uses 
with colleagues and 
supervisors. 

 
 
 
 
 
 

Did the trainee prove capable 
of adjusting the process 
(him/herself) in the event of 
any stagnations? 

 
 
 
 
 
 

To what degree is the 
realization of the 
Internship/Work Placement 
project due to the trainee's 
own initiative, insight and 
application?  

 

 
 

What compliment and/or 
advice would you give this 
trainee for the future? 
 

 
 
 
 
 

 
Date:   

  
 

 
Signature of the external supervisor:  
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Appendix 4 Department/internal supervisor's assessment of the Internship/Work Placement 
To be completed by the internal supervisor  

Student's name: 
 

Student number 
 

Organization 
 

 
Internship/Work Placement 
hours  

 

 
Internal UUM supervisor 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. INTERNSHIP/WORK 
PLACEMENT PROJECT 
Criteria: 

ASSESSMENT COMMENTS 

The trainee adopted a systematic, 
scientifically responsible working 
method in elaborating upon the 
Internship/Work Placement project. 

<6     6     7     8     9     10        

The Internship/Work Placement 
project that was designed answers 
the issues as formulated in the 
Internship/Work Placement plan. 

<6     6     7     8     9     10        
 
 

The Internship/Work Placement 
project makes a useful contribution 
to a (partial) solution of a relevant 
business research topic. 

<6     6     7     8     9     10        
 
 

The Internship/Work Placement 
project fulfils a perceived need on 
the part of the organization and has 
potential for use 

<6     6     7     8     9     10        
 
 

Partial grade for component 1.  

Assessment: 
This assessment form of the Internship/Work Placement for the Master of Business Management is 
comprised of 3 components that are weighted equally for determining the mark for the Internship/Work 
Placement: 
Internship/Work Placement project (weight: 1/3), Internship/Work Placement report (weight: 1/3) and 
Professional behaviour/functioning (weight: 1/3) 
Per component, each criterion should be assessed with a round number. Each criterion carries equal 
weight. The numbers per component will be rounded up to half-numbers. The final mark for the 
Internship/Work Placement is a (rounded off) whole number, the average of the three components. 
 

Rating Significance 
<6 Unsatisfactory 
6 Adequate 
7 More than 

adequate 
8 Good 
9 Very good 

10. Excellent 
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(average of 4 items) 

2. INTERNSHIP/WORK 
PLACEMENT CASE STUDY 
REPORT 
SUBSTANTIVE CRITERIA 

ASSESSMENT COMMENTS 

The case issue was concretely 
specified and the social relevance 
of the case issue was clearly 
indicated. 

<6     6     7     8     9     10        

The relevant key concepts and 
theories have been described and 
the significance for the case issue 
is clearly indicated. 

<6     6     7     8     9     10        
 
 
 

The chosen approach has been 
substantiated in accordance with 
the case issue, the theoretical key 
concepts and preconditions that 
exist in practice. 

<6     6     7     8     9     10        
 
 
 

The analyses, proposed analyses 
or set-up of a formative or 
summative evaluation are correct 
and the logical result of the case 
issue. 

<6     6     7     8     9     10       

The approach and the results have 
been critically assessed in the 
discussion and conclusion, 
resulting in an interpretation of the 
significance of the outcome of the 
project and an answer to the 
research problem. 

<6     6     7     8     9     10       

The recommendations are relevant, 
concrete, feasible and the logical 
result of the discussion of the 
project.  

<6     6     7     8     9     10        
 
 
 

CRITERIA CONTENT AND DESIGN 

The report's content is logical and 
consistent with a focused 
accountability for the research or 
design process. 

<6     6     7     8     9     10       

The APA norms for scientific 
reporting were applied correctly. 

<6     6     7     8     9     10        
 
 

The use of language is correct and 
an academic style of writing was 
used. 

<6     6     7     8     9     10        
 
 

Partial grade for component 2. 
(average of 9 items) 
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3.PROFESSIONAL 
BEHAVIOUR/FUNCTIONING 
 

ASSESSMENT COMMENTS 

To what degree was the trainee's 
work meticulous and quality-
conscious, whereby the 
agreements made were kept? 

<6     6     7     8     9     10        
 
 
 

To what degree was the trainee 
able to deal with and process 
feedback on his/her own actions? 

<6     6     7     8     9     10        
 
 
 

Describe the trainee's interaction, 
communication and collaboration 
with those involved (e.g., the 
supervisors). 

<6     6     7     8     9     10      
 
 
 
 

Did the trainee prove capable of 
adjusting the process (him/herself) 
in the event of any stagnations? 

<6     6     7     8     9     10      
 
 
 

To what degree is the realization of 
the Internship/Work Placement 
project due to the trainee's own 
initiative, insight and application? 

<6     6     7     8     9     10      
 
 
 
 

Partial grade for component 3. 
(average of 5 items) 

 

 

What compliment and/or advice 
would you give this trainee for the 
future? 

 
 
 
 
 

 

FINAL ASSESSMENT 
Total (add components 1 to 3 
incl.)/3 (rounded up to a whole 
mark) 

  

Internship/Work Placement MBM: course code ODMX6996 
 
Date:   

  
 
Signature of the internal supervisor:  
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Appendix 5 Internal supervisor's assessment of the reflective report 
To be completed by the internal/UUM supervisor 

Student's name: 
 

Student number 
 

Organization 
 

 
Internship/Work Placement 
hours  

 

 
Internal UUM supervisor 

 

 

Criteria: ASSESSMENT COMMENTS 
Contains a clear description of the 
Internship/Work Placement organization and the 
role of the trainee. 

¨ FULFILLED 
¨ NOT FULFILLED 

 
 
 
 

The learning goals were listed, substantiated 
and analyzed clearly.  

¨ FULFILLED 
¨ NOT FULFILLED 

 
 
 
 
 

For each learning goal at least one relevant 
learning moment was systematically described 
and analyzed whereby attention was given to 
the student's behaviour and role, and the 
behaviour and role of the other person (e.g. 
supervisor, client, etc.) and the context of the 
Internship/Work Placement.  
For both academic and discipline-related 
learning goals, a relevant learning moment was 
described for one of the learning goals (student's 
choice). 

¨ FULFILLED 
¨ NOT FULFILLED 

 
 
 
 

Collaboration with colleagues and feedback from 
supervisors was analyzed and correlated with 
the student's professional behaviour. 
 

¨ FULFILLED 
¨ NOT FULFILLED 

 
 
 
 
 

Attention was given to future professional 
development in the form of new learning goals.  

¨ FULFILLED 
¨ NOT FULFILLED 

 

Total assessment of the reflective report 
 

¨ FULFILLED 

¨ NOT FULFILLED 
 

Date:   
  

 
Signature of the internal supervisor:  

 
    

 
 


