TERMS AND CONDITIONS OF NUS SCHOOL OF COMPUTING STRUCTURED
INTERNSHIP PROGRAMMES

1. Objectives of Internships

Internships provide opportunities for students to gain hands-on experience by applying
domain knowledge and skills learnt in their course of study in a real-world environment.
Through the internship experience, students can develop new knowledge, acquire
industry-relevant competencies, and inculcate life skills and good work values to help
them adapt quickly and effectively to working life upon graduation.

Internships also give students insights into the career opportunities and pathways in the
sector through interactions with their workplace mentor and colleagues in the company.

NUS School of Computing (Hereafter known as the “School”) Structured Internship
Programmes consist of the following:-

Advanced Technology Attachment Programme

Digital Transformation Leadership Programme

Student Internship Programme

Mindef-CyberNSF Work-Learn Programme / Co-operative Education Programme
Master of Computing (General Track) Capstone Internship Programme

Master of Science (Digital Financial Technology) Capstone Internship Programme

2. Learning Outcomes

When planning the internship job scope, a company should take into consideration the
following intended learning outcomes.

Upon completion of their internships, students will be able to:

Apply related domain knowledge and skills in the workplace;

Apply problem solving, analytical and critical thinking skills in the workplace;
Demonstrate learning agility and adaptability in the workplace;
Communicate clearly and effectively in different workplace contexts;
Collaborate and interact positively with people from diverse backgrounds;
Demonstrate good work ethics and professional values;

Reflect on career and professional learning plans.

3. Internship Job Scope & Training Plan

An intern’s job scope must be related to his/her course of study. This will allow him/her to
achieve the internship learning outcomes specific to his/her course of study. Once an
internship placement has been confirmed, the company should adhere closely to the
agreed internship job scope and placement terms.

4. Duration
The duration of internship varies from 12 to 28 weeks. For details of the exact dates and

the respective school internship coordinators, please view the internship timeline at
https://www.comp.nus.edu.sg/industry/intern/employers/.



https://www.comp.nus.edu.sg/industry/intern/employers/

5. Working Hours

NUS School of Computing takes a serious view on the hours of work to protect the
interns’ safety, mental and physical health. Companies are required to comply with the
requirements of the Employment Act of Singapore or the jurisdiction in which the
internship is performed, especially with regards to hours of work, overtime and rest days.
Interns are generally expected to follow the operation hours of the company. However,
the interns should not work more than 12 hours a day or 44 hours a week.

Companies must:

e Inform NUS School of Computing before the start of internship if shift work is
required;

e Ensure reasonable rest days between shift work is given;

e Provide interns with a reasonable break time for meals;

e Provide interns with overtime pay or off days in lieu for work done beyond working
hours and/or on a public holiday.

Please refer to https://www.mom.qov.sq/employment-practices/hours-of-work-
overtime-and-rest-days on the hours of work, overtime and rest days.

6. Internship Allowance

The minimum internship allowance is $S$1,200 per month. The average internship
allowance ranges from S$1,500 to S$1,600 per month, and is exempted from Central
Provident Fund (CPF) contributions. Allowances are to be paid monthly by the company
to the student without any demand, deductions or set-off.

For overseas internships, companies are recommended to provide a monthly allowance
or other forms of assistance to defray the intern’s accommodation, travel and living
expenses.

7. Workplace Decorum & Respect

Companies are expected to provide an inclusive work environment where employees
and interns are treated with respect and valued for their contributions regardless of their
gender, race, religion and disabilities.

All interactions with the interns shall be conducted in a professional and respectful
manner and caution should be taken against any conduct that demeans, intimidates,
threatens, harasses or causes any physical or emotional harm. All forms of bullying or
explicit or suggestive harassment, be it verbal, physical and/or sexual, will not be
tolerated by the School.

Any reported cases of misconduct will be investigated and NUS School of Computing will
not hesitate to report serious offences to the Police and/or other state authorities, if
necessary.

8. Workplace Accommodation & Accessibility

To better enable persons with disabilities to work and maximise their potential in
employment, NUS School of Computing encourages employers to make their
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workplaces accessible and where needed, to provide reasonable accommodations for
the individual. NUS School of Computing will engage the company to discuss special
arrangements, if necessary.

Workplace Internship Supervision

It is the responsibility of the company to supervise the intern’s work to ensure the

standard of work meets the requirements of the company. To maximise the intern’s
contribution to the company and to optimise the learning value of the internship, we
require the participating company to provide a Company Supervisor for each intern.

Should there be any issue of misconduct, emergency, accident or need for clarifications,
the Company Supervisor is advised to contact the School as the first point of escalation.

10. Role of Company Supervisor

10.1.

10.2.

10.3.

10.4.

10.5.

10.6.

10.7.

Plan and discuss the internship requirements with the School. Ensure that the
intern’s job scope meets the objectives and intended learning outcomes of the
internship.

Orientate and help the intern settle into his/her role in the organisation and
ensure that the intern is aware of the organisation’s employment policies, rules,
regulations and requirements including:

department functions and various roles in the department;
workplace health and safety, including safe management measures;
emergency, and accident reporting procedures;

dress code, attendance policies, working hours and overtime work,
break/lunch times;

e medical and other approved leave;

¢ non-disclosure policies and handling of confidential information/data;
e other relevant company policies and guidelines.

Orientate the intern on his/her job role and ensure that the intern understands
the job role as well as the learning objectives and development skills in relation
to specific job tasks.

Provide the necessary resources or equipment required for the intern to perform
his/her task or execute the projects.

Guide the intern on his/her assigned tasks and provide timely and an appropriate
level of feedback of the work undertaken during the internship.

Ensure that the intern is at all times treated with dignity and respect by all parties
both within and outside the organisation.

The Company Supervisor is to communicate with the School on matters
pertaining to the intern’s progress, performance and well-being, including any
issues of misconduct for appropriate follow-up actions. The Company Supervisor
will also have to evaluate the intern’s work and performance based on the
specified criteria and guidelines as communicated by the School. These include
review of the initial objectives, and monthly evaluations.



10.8. Upon completion of the internship, the Company Supervisor is encouraged to

provide a testimonial for the intern if he/she has made a positive impression
during the internship.

It is recommended that the Company Supervisor should possess:

e good knowledge of the career pathways within the company and in the
industry;

e 5 years or more relevant industry experience and technical knowledge.

11. Attendance & Leave Matters

It is compulsory for interns to complete their Internship Programme. The intern is
required to record his attendance at work.

At the earliest possible opportunity, an intern is to inform his/her Company Supervisor of
his/her absence via a phone call or an email. Other than sick and compassionate leave,
approval for annual leave and any other approved leave must be made in consultation
with the School.

For overseas internships, interns must seek prior approval from the Company Supervisor
and School if they wish to leave the host country for any reason, such as visa renewal
and vacation.

11.1.

11.2.

11.3.

11.4.

Sick Leave

Generally, interns should not be required to work extra day(s) or extend
internship to make up for medical leave. For exception cases such as prolonged
medical leave, companies should inform and seek consent from NUS School of
Computing on any make-up arrangements (if applicable).

For overseas internships, companies are expected to comply with the health
advisories issued by the relevant authorities in the respective jurisdictions.

Compassionate Leave

Compassionate leave is allowed for the bereavement of parents, grandparents
and siblings for a maximum of 3 days only. A copy of the death certificate for the
deceased should be attached to the Attendance Sheet and submitted to his/her
Company Supervisor and the School.

Leave of Absence

Leave of absence is solely for official obligations and not for personal obligations.
The intern may be required to take leave to fulfil certain institutional, national or
statutory obligations, such as competitions, medical check-up required by
MINDEF, official School events and others, during the internship. In these cases,
the intern is required to seek approval from the Company Supervisor and the
School.

Annual Leave
Companies are encouraged to give interns annual leave in accordance with their
human resource policies or accord the following recommended leave:

Recommended Annual Leave for Interns
| Internship Period | <12 weeks | >12 weeks |




11.

| Amount of Annual Leave | 3 Days | 1 Day per 4 weeks |

Overseas Work Trips

NUS School of Computing appreciates overseas working opportunities being made
available to our interns during their internships. However, we would request companies
to see to the following:

11.1. Company Supervisor to inform and seek prior approval from the School if an
intern is required to travel overseas during the course of his/her internship;

11.2. Ensure that the intern will be accompanied during the period of travel and that
there is no travel advisory against travel to the country of destination;

11.3. Ensure the intern’s safety throughout the period of travel;

11.4. Provide support and ensure the intern is accompanied if he/she falls sick during
the work trip and is not fit to travel back to Singapore.

11.5. Provide and arrange for the intern’s visa and exit permit, if required, as well as
comprehensive travel and work injury insurance during the period of intern’s
travel; and

11.6. Provide and arrange for air tickets and accommodation, transport and other
necessary essentials including internship allowance during the period of intern’s
travel. The travel details should be provided to the School prior to travel.

12. Visa & Work Pass Requirements

13.

Non-Singaporean students holding a valid Student Pass issued by the Immigration and
Checkpoints Authority (ICA) do not need a work pass to work as interns in Singapore as
their internships constitute part of their course requirements. For more information,
please refer to https.//www.mom.qov.sg/passes-and-permits/work-pass-exemption-for-
foreign-students.

For overseas internships, companies must ensure that proper visas are obtained prior to
the commencement of the internship. Companies and interns are responsible to check
with the respective immigration authorities on the visa requirements for the host country,
and ensure compliance.

Workplace Safety & Health

Under the Workplace Safety & Health Act, all companies must, as far as reasonably
practicable, protect the safety and health of employees, including interns. In addition,
there are specific industry sectors where companies assume the responsibility to ensure
that their employees, including interns, attend and pass the required safety orientation
courses before they engage in work.

Companies must ensure that interns are:

1. properly briefed on the workplace health and safety protocols/guidelines at the
start of their internship;
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14.

15.

16.

2. provided with the necessary personal protective equipment/footwear/gear and
briefed on safety guidelines prior to performing the specific task or function at the
work site;

3. guided and reminded of the risks and safety precautions, especially in high risk
work areas;

4. supervised by trained and experienced personnel while performing their tasks;

5. not placed in any hazardous/dangerous situation at the workplace.

In-country Support and Emergency Response for Overseas Internships

In addition to requirements on Safety at the Workplace, companies offering overseas
internships are required to provide a safe working environment at the host country where
interns can work without risk to their health, safety or welfare. In the event of an
emergency at the host country including, but not limited to natural disaster, health-related
emergency, state of emergency, civil disorder and terrorism where the interns’ safety is
of concern, Company Supervisors are required to exercise due diligence and account for
the interns’ safety and location. The Company Supervisor must also inform the School
immediately so that timely assistance could be sought from the Singapore embassy if
necessary.

Insurance Coverage

All full time NUS matriculated undergraduates, graduates, non-graduating students and
continuing professional education students are obliged to subscribe to the university’s
medical insurance scheme. This scheme provides all full time students with basic medical
and personal accident insurance coverage.

15.1. Group Personal Accident
Group Personal Accident insurance is provided for all full-time students. Please
refer to https./nus.edu.sg/uhc/billing-insurance/student-insurance for details of
coverage.

15.2. Work Injury Compensation
All full-time students on internship are insured under the Work Injury
Compensation Policy.

15.3. Public Liability
The Public Liability Policy is in place to indemnify NUS School of Computing
against any legal liability in respect of its students when they are attached to any
firm/organisation/establishment during their internship.

15.4. Travel Insurance
For overseas internships, interns are required to purchase their own travel
insurance to cover the entire duration of the overseas internship.

Disciplinary Cases

Companies are not to carry out any formal inquiry or investigation, or invoke any
disciplinary or other punitive action in relation to the intern without prior natification to the
School. In the event of any alleged incident(s) of mischief, wrongdoing, wrongful
behaviour or misconduct by the intern at work, whether intentional or unintentional, the
Company Supervisor is to surface the incident(s) to the School. The School is to be
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17.

18.

19.

20.

permitted to be involved in such investigation or inquiry and the follow-up actions to
resolve the matter.

Personal Data Protection

As part of our administrative services, we collect and process information to support and
provide better internship experiences for our students and companies. Any personal data
shared with us may be used by the University or other Government agencies, so as to
serve you in the most efficient and effective way unless such sharing is prohibited by
law. To safeguard your personal data, all electronic storage and transmission of personal
data are secured with appropriate security technologies. Please rest assured that all
information is managed in accordance with the prevailing laws on personal data
protection of Singapore.

Self-sourced Internships

Students would need to seek the School’s consent if they wish to self-source their own
internship. The self-sourced internship must be at arm’s-length where no related family
members are employees or directors of the company, and meet the following criteria:
e Takes into account the student’s skills, interests, and values;
e Has well-defined job scope and training plan;
e Related to the student’s course of studies and fulfil the internship learning
outcomes;

Has terms of engagement comparable with other internships sourced by the School.
protection of Singapore. matter.

Termination of Internships

Employers and students should complete the entire internship period or the mutually agreed upon
period.

In case of early internship termination by either party, notice must be given to the School before
a termination notice is issued. With the termination, the student would receive an unsatisfactory
grade for the internship unless special considerations are applied.

The School reserves the right to initiate early termination of an internship at its discretion.
Applicability

These Terms and Conditions apply to all graded internships between the School and the
Company. Besides confidentiality and non-disclosure agreements and Contract of
Service for employment, the intern is not obligated to sign any contract, indemnity form,
or legal documents.

Unless otherwise agreed in writing, any other conditions shall not apply. Any
amendments to the agreed placement terms (including job scope, allowance and work
arrangement) and/or any deviations from these Terms and Conditions must be agreed
upon in writing by the School.



