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|. Purpose of the Internship Program

A primary goal of the Master’s Program in Environmental Management is to foster specialists capable of
functioning in various settings by equipping them with comprehensive knowledge and skills needed for
resolving conflicts and managing environmental issues.

Master’s program students' internship program accept placements of at a wide range of institutions such as
United Nations agencies, international NGOs, government, private organizations, and overseas universities.
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I1. Internship Program Implementation Guidelines for Students

1. Requirements for the master’s degree

Credits for “Internship Program I” (8 credits) and “Internship Program II” (2 credits) are required by all
students seeking to earn the master’s degree in GSGES.

2. Eligibility for participation

The program is for students enrolled in GSGES.

3. Administration and supervision

The internship program is coordinated and administrated by the internship program committee, chaired and
staffed by members of GSGES.

Students are supervised over the program of their internship study by at least two supervisors:
i) The academic supervisor responsible for their general study program at GSGES or in their respective

departments.
* A supporting academic supervisor may be nominated by the academic supervisor where necessary.

ii) An internship supervisor at the host organization/institution.

4. Role of the academic supervisor(s)

The academic supervisor(s) undertake the following duties:

1))

2)
3)

4)

5)

To consult with the host organization/institution on the student’s behalf and prepare an Internship
Program Agreement (Form-3) for signing by the host organization/institution and GSGES (If you plan
to go more than two organizations/institutions, you have to submit the necessary documents for each
one). .

To prepare the student for participation in the internship program.

To liaise between the student and the host organization/institution and internship supervisor at the host
organization/institution on various aspects of internship program implementation; provide the student
with guidance as needed; and provide supplemental support to ensure the smooth implementation of the
internship program.

To visit the host organization/institution at least once during the period of the internship program in
order to provide on-site guidance for the student. An Internship Program Survey Report (Form-9) must
be submitted to the GSGES administration office as an assessment of this on-site guidance, upon
completion of the visit.

To assess the student’s performance throughout the internship program and assign credit accordingly
based on the submission of “Internship Program Evaluation Form (Form-14), etc.

5. Role of the internship supervisor at the host organization/institution

The duties of the internship supervisor at the host organization/institution include the following.

1)

2)

3)

To work with the academic supervisor(s) on the preparation of an Internship Program Agreement and to
provide guidance to the student during the period of internship.

Upon completion of the program, to prepare an Internship Program Evaluation Form (Form-14). The
Internship Program Evaluation Form (Form-14) is to be submitted to the student’s academic
supervisor(s).

To communicate as necessary with the student’s academic supervisor(s) on matters related to the
internship program, and to cooperate on any necessary adjustments to the program made during the
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student’s placement at the host organization/institution, in order to assist in the program’s smooth
progression.

6. Period of internship

There are two types of internship programs as follows. In principle, students should select “Long-term
internship program.” However, double-degree program students can select “Short-term internship program.”

1) Long-term internship program
Students on the long-term internship program accept placements of at least three months in duration at a
wide range of institutions. The period of internship is required to be not less than 90 days. It may be
divided into two or more periods as long as it meets the minimum requirement of 90 days in total. If you
plan internship programs at two or more organizations/institutions, you have to submit the necessary
documents for each one.

2) Short-term internship program
Students on the short-term internship program accept placements at a wide range of institutions.
Short-term students may also work in university laboratories in Japan. The period of internship is
required to be not less than 30 days. It may be divided into two or more periods as long as it meets the
minimum requirement of 30 days in total. All students opting to take a short-term internship program
are required to prepare a preliminary master’s research report (see Section II, 12) after completing the
internship program.

The schedule of internship should be determined with consultation among the student, the academic
supervisor(s) and the internship supervisor at the host organization/institution.

7. Selecting the host organization/institution and decision of program

The student should submit the Internship Program Survey Form (Form-2) to the academic supervisor(s).
The choice of host organization/institution selected as a place of internship is determined on the basis of the
wishes of the student in discussion with his/her academic supervisor. Discussions generally take place during
the first semester of the Master’s Program and take into account i) the host organization/institution, ii) period
of the program, and iii) contents of the program, and related matters.

After the content of the Internship Program Survey Form (Form-2) is confirmed by the internship program
committee, the student’s academic supervisor(s), the internship supervisor at the host organization/institution
and the student shall confer on further details of the study program. Based on this discussion, the academic
supervisor(s) and the host organization/institution should next sign and enter into an Internship Program
Agreement which sets out the specific terms and conditions of the internship program being entered into by
the student (Form-3, Section VII.). The student must also submit an Internship Pledge signed by the student
and the dean of GSGES (Form-5) to the host organization/institution.

Note: Host organization/institutions should first sign a memorandum of understanding (MOU) with GSGES
in the form of an “Internship Program General Memorandum of Understanding” (Form-1). According
to this memorandum, “Internship Program Agreement” (Form-3) should be prepared. These MOU and
agreement must be approved by the dean of GSGES and a representative of the host
organization/institution, and must be submitted to the GSGES administration office at least seven days
before the start of the internship program.

8. Making changes to an internship study program

Any changes to the details of an student’s study program defined in the “Internship Program Agreement”
(Form-3) (for example, an extension of the period of internship, changes to the content of the study program,
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etc.) must be informed to the GSGES administration office. An “Internship Program Change Request Form”
(Form-8) is provided for this purpose. Students occasionally need to conduct internship at an additional host
organization/institution along with an existing internship program to facilitate further study. In such cases, a
new Internship Program Agreement must be prepared by GSGES and a signatory of the new host
organization/institution on the student’s behalf.

9. Responsibility for costs

Students shall abide by the terms of the “Internship Program Memorandum of Understanding” (Form-1) and
“Internship Program Agreement” (Form-3), agreed through consultation between the student, host
organization/institution and GSGES with regard to any travel, commutation, and accommodation expenses
required for participation in the internship program.

After the internship program was prepared, "Travel Cost Survey Form" (Form-6) and "Request for Bank
Transfer Form" (Form-7) should be submitted if required.

10. Responsibility for safety

All students must acquire Student Accident Insurance (GAKKENSALI) and Student Liability Insurance
(GAKKENBAI)/Personal Liability Insurance for Students (GAKUBAI) prior to the beginning of
internship program. (Refer to Section IV. Insurance Coverage for Students Participating in the Internship
Program) All students must submit “Emergency Contact Information” (Form-18).

Students working abroad must purchase overseas travel insurance that provides unlimited cover for
medical and rescue expenses. All Japanese students with not less than three months stay abroad must submit
Overseas Residential Registration (ORR) in the embassy or consulate of the country and those less than three
month must register Ministry of Foreign Affairs (MOFA) Overseas Travel Registration (Tabi-reji, in
Japanese only, https://www.ezairyu.mofa.go.jp/tabireg/). All international students should also take a similar
action for your safety.

11. Confidentiality and personal conduct

All information relating to the host organization/institution obtained during the period of internship must be
considered as confidential, unless permission for disclosure is granted by the host organization/institution.
The host organization/institution may demand compensation for damages incurred by any unauthorized
revelation of confidential information made by the student. The above-mentioned matters can be included in
"Program Agreement" (Form-3).

12. Required reports

Students must submit the following reports. Failure to submit any of the documents listed below will
adversely affect grade evaluation and accreditation. Students may also be instructed by their academic
supervisor(s) or internship supervisor at the host organization/institution to submit other reports, in addition
to the reports listed here. Students should comply fully with all such requests.

1) Internship Start-up Report
All students must submit the start-up report (free format) by e-mail to the academic supervisor(s) within
seven days from the beginning date of the internship.
Student’s name, date, name of the host organization/institution, and contact address/phone number must
be indicated in the report.

2) Internship Daily Study Reports (Form-10)
Study reports describing the student’s daily duties in the internship program should be prepared each
day of program implementation and submitted to the student’s academic supervisor(s). Although
Form-10 is provided for this purpose, other formats may also be used, as long as the required
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3)

4)

5)

6)

information is included. Students should note that the host organization/institution may also require
daily reports submission from the student over the internship program. In this case, copies of the reports
can be submitted to the academic supervisor(s) in place of the original daily study reports. Students
should comply with the instructions of their academic supervisor(s) and, where necessary, internship
supervisor, with regards to the method and timing of submission.

Interim Internship Report (Form-11, only for students on long-term internship programs)

Students should prepare a mid-term report (“Interim Internship Report” Form-11) summarizing
information about the status of internship program implementation and the interim results of internship
program study for submission to the academic supervisor(s). Although Form-11 is provided for this
purpose, other formats may also be used as long as the required information is included. Students should
verify the submission deadline and the method of submission individually with the academic supervisor.

Completion Report (Form-12) and Travel Cost Report (Form-13)

Immediately upon completion of the internship program, the student should prepare a short report
(“Completion Report” Form-12) summarizing the student’s activities and impressions of his/her
program of internship study. Within seven days of the completion of the internship program, the report
must be submitted to the academic supervisor(s) and "Travel Cost Report Form" (Form-13) must be
submitted to the GSGES administration office.

Internship Report (only for students on long-term internship programs)

After completing the period of internship, the student must submit a full report to his/her academic
supervisor(s) and the internship supervisor at the host organization/institution. The accomplishments
achieved through the internship program should be summarized in this report. Refer to the guidelines
for preparing Internship Report given in Appendix-2. This report must be submitted to his/her academic
supervisor(s) and the internship supervisor at the host organization/institution within one month upon
completion of the internship program.

Preliminary master’s research report (only for students on short-term internship programs)

Based on the internship experience, the student must prepare a preliminary master’s research report,
which includes the research outcome during the internship period, as well as an outline of the master’s
thesis, research progress, and a research plan. Refer to the guidelines for preparing a preliminary
master’s research report given in Appendix-3. The preliminary master’s research report must be
submitted to his/her academic supervisor(s) and the internship supervisor at the host
organization/institution by the designated submission deadline.

13. Evaluation of grades

Grades are assigned by academic supervisor(s) and the student program committee. The chief examiner
should be the student’s academic supervisor. If a supporting academic supervisor has been assigned to the
student, that person shall serve as the sub-examiner. At least one of the examiners must be the GSGES
academic staff. Grade assessments are primarily based on the following:

1) Required reports

< The submission of Students to Academic supervisor(s) >

Reports Long | Short | Completed by Submitted to

a | Internship Daily Study Reports (Form-10) o o Determined by academic Academic
supervisor(s) supervisor(s)

b | Interim Internship Report (Form-11) o Submitted once during the Academic
internship program (around half supervisor(s)
period has passed)

¢ | Completion Report (Form-12) o o Within 7 days upon completion of | Academic
the internship program supervisor(s)

d | Internship Report o Within one month upon Academic
completion of the internship supervisor(s)
program
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e | Preliminary master’s research report o Within one month upon Academic
completion of the internship supervisor(s)
program
f | Flat file that a, b, c, d (Short-term a,c,e) are | © o By Internship debriefings Academic
put into™! supervisor(s)

< The submission of Supervisor(s) to GSGES administration office >
Reports Long | Short | Completed by Submitted to

g Internship Program Evaluation Form o o Internship supervisor : Internship supervisor: to
(Form-14)%? within 14 days upon academic supervisor(s)

(Academic supervisor(s) ask Internship completion of the internship Academic supervisor(s)
supervisor to make,—Academic supervisor(s) program : to GSGES
submit to GSGES administration office ) Academic supervisor(s) : administration office
by Credit report

h Evaluation Form of oral examination (Only o o By evaluation of grades GSGES administration
Academic supervisor(s) ) office

i Flat file that a, b and ¢ (Short-term a and d) o o By evaluation of grades GSGES administration

are put into (Only Academic supervisor(s) ) office

] Evaluation Form of Internship Report o o By evaluation of grades GSGES administration

office
#¢1  The detail will be announced at the orientation.

22 Internship supervisor(s) should complete “Internship Program Evaluation Form” (Form-14) and
send it to the academic supervisor(s). The academic supervisor(s) should report the grade of the
Internship Program I together with the internship program evaluation form to the GSGES office.

2) Internship Program |
Credit for Internship Program I is assigned on the basis of the student’s successful completion,
submission of the above-mentioned documents and oral examination, which will be in principle
conducted in the second semester. Students should confirm the details of the oral examination to the
academic supervisor(s).

3) Internship Program II
Credit for Internship Program II is assigned on the basis of the student’s presentation at the internship
debriefings, which will be in principle conducted in the third semester (please see below) and
attendance at the debriefings during the first and second year of the master’s program. At least five
times attendance to internship debriefings (including his/her presentation) will be required.

14. Internship debriefings

The internship program committee organizes a series of debriefings, which will be in principle held at
GSGES in the third semester, to provide a forum for master’s students who finished internship program to
report back upon their experiences and what they have achieved through the internship program. These
debriefings generally take place in the first semester of the academic year and offer master’s students in
preparation the opportunity to learn about the wide variety of internship options, prior to choosing their own
place of internship. Each debriefing is 15 minutes including 5 minutes discussion. English/Japanese are
allowed in oral and presentation slides. The hand out should be prepared by printing slides. If the slides are
all in Japanese. English as well as Japanese handouts need to be prepared.

15. Presentation of achievements

Students must seek prior approval with the host organization/institution and academic supervisor(s) on the
content of any presentation to be shared in a public forum (academic conference, academic journal, etc.)
which reports on achievements realized through the internship program.
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16. Waiving the internship program participation requirement

Students whose culminated work experience meets the following conditions may apply to the internship
program committee for permission to waive the Master’s Program in Environmental Management internship
program participation requirement.

1) The student must be employed in work related to environment management at the time of his/her
application. Alternatively, he or she must have culminated at least three years of relevant work
experience in the case of waiving the long-term internship program requirement, or two years of work
experience in the case of waiving the short-term internship program requirement.

2) The culminated work experience must be in a field related to environment management.

If these conditions are met, the student should next fill out an “Application to Waive the Internship Program
Requirement” (Form-17), and submit it to the GSGES administration office by the end of the first month of
the first semester. A resume (curriculum vitae, free format) should be submitted together with the application
form. Students will next be invited to give a presentation (15 minutes) describing the nature of their work
experience with a particular focus on any skills in environmental management gained during the work
experience, in front of a panel of the internship program committee. Presentations are followed by a short
oral assessment in 5 minutes, during which students are expected to answer questions from the internship
program committee members, relating to the content of their presentation. If the application is accepted,
Internship Program I will be waived. Still, the students are requested to conduct Internship Program II.
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I11. Supplementary Information Relating to the Internship Program

This section offers additional information on a number of important aspects relating to the internship
program. All students are requested to read this section carefully prior to commencing the internship
program.

1. Items required before commencing your internship

1)
2)
3)
4)
5)

6)
7)

8)

“Internship Program Implementation Guidelines” along with all the relevant forms, relating to the
internship program

Hanko (personal seal)

Student ID card

Health insurance card (to be carried in areas outside the student’s home prefecture). If the student cannot
carry the insurance card itself, the student should carry a copy of the insurance card number.
Documentation showing that the student has personal accident insurance and third-party liability
insurance (see Section IV).

All the documents and materials necessary for the internship

Any personal items needed if the host organization/institution requires relocation on the part of the
student.

Other miscellaneous items as instructed by the student’s academic supervisor(s) and/or the host
organization/institution.

2. Points to be checked before your internship

)
2)

3)

Students must have a good understanding of their place and program of internship and strive to acquire
the basic knowledge and skills required for their internship study prior to commencing the internship.
Students should make realistic activity plans prior to commencing the internship that are manageable
and achievable within the time constraints of the program period.

Students should be prepared to submit in advance any documentation such as a health certificate or
proof of insurance cover, if requested to do so by the host organization/institution.

3. Conduct during your internship

The internship program relies on the cooperation of GSGES and the host organization/institution for its
smooth implementation. It also depends on the positive, constructive attitudes of its student participants.
Students are asked to put the same kind of energy and enthusiasm into their internship as they put into other
aspects of their coursework. Students are asked to:

1)

2)

3)
4)

5)

6)

Abide always by the rules and regulations of the host organization/institution, and act in accordance
with the instructions of the internship supervisor at the host organization/institution.

Strive to form good personal relationships with the internship supervisor at the host
organization/institution as well as any other individuals working at or with the host
organization/institution.

Behave in a respectful manner at all times. This includes daily interactions such as customary greetings.
Observe designated working hours and times of study. If the student is late or absent owing to sickness
or some other cause, he/she should notify the internship supervisor at the host organization/institution. If
the student must switch days of study, the student should work with the internship supervisor at the host
organization/institution to make the necessary schedule adjustments.

Exercise sufficient care and consideration when handling and storing any documents, materials, or
goods belonging to the host organization/institution. Students must take special care to ensure that all
documents, materials, and goods are returned or left in good order at the end of the internship program.
Maintain close contact with the academic supervisor(s) and with the internship supervisor at the host
organization/institution throughout the program. It is the student’s duty to consult with his/her academic
supervisor(s) and supervisor on any points that require clarification.
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7) Submit reports as and when necessary, by any deadlines that are set.

4. Response in the case of accident or trouble

In the case of accident or trouble, students must contact the internship supervisor at the host
organization/institution and the academic supervisor(s) to seek instruction and advice. All students should
take out insurance cover before starting their internships (see Section 1V), and ensure that they submit all
required documents to claim for it in the unfortunate case of accident or some other trouble covered by the
terms of the insurance package.

Especially, in case of emergency such as terrorist attack and disaster happening in the visiting area, students
must discontinue internship and return to Japan or take other ways to ensure their safety first. If students
have a problem related to their evaluation (e.g. shortage of internship days) due to the emergency, the
internship program committee will consider a relief measure in response to students’ request.

5. Points to be checked at the end of the internship

Thanks should be offered to the internship supervisor at the host organization/institution and all other
persons directly involved with the student’s participation in the program upon completion of the internship
program. Students should inform all persons concerned of the completion of their internship, and ensure that
they have returned all documents and properties that they have been using during the course of their
internship. They should also clean up any workspaces they have used before leaving.

6. Points for students traveling abroad

1) Any student whose program will be implemented at an overseas organization, or who has been
instructed by his/her host organization/institution to participate in an overseas trip, is required to notify
the GSGES administration office. Students should submit a Notification of Overseas Travel Form
(Form-16).

2) Students should seek instruction from the academic supervisor(s) or the internship supervisor at the host
organization/institution with regard to travel procedures, such as the acquisition of necessary visas, etc.
before proceeding with any necessary procedures.

3) Students should note that it is their responsibility to verify overseas safety information issued by the
Ministry of Foreign Affairs, etc, prior to making their trip. They should also take any necessary
measures in the event of an accident, illness, etc., while overseas. Students must submit Pledge
(Form-15) concerning oversea travel to the GSGES administration office.

4) All students working abroad must purchase overseas travel insurance prior to departure (see Section I'V:
Insurance coverage for overseas internship study).

5) All Japanese students with not less than three months stay abroad must submit Overseas Residential
Registration (ORR) in the embassy or consulate of the country, and those less than three month must
register Ministry of Foreign Affairs (MOFA) Overseas Travel Registration (Tabi-reji, in Japanese only,
https://www.ezairyu.mofa.go.jp/tabireg/). All international students should also take a similar action for
your safety.

6) Prior to departure, students working abroad should collect safety information from sources such as local
governments and private travel agencies.

7. Applying for a commuter certificate

Many students commute by train to the host organization/institution. Discount student rates are available for
students purchasing commuter passes, if students apply through Kyoto University for a commuter pass for
off-campus study 40 days prior to the day on which the pass is needed, by using the “Request for a
Commuter Certificate Form”. It is available from the GSGES web site or the GSGES administration office.
Students should note that it takes time for the university to arrange the pass with the corresponding railroad
companies on a student’s behalf: for this reason, students should ensure that their negotiations with the host
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organization/institution are completed at least 40 days prior to the day on which the pass is needed.

Notel: Students should submit an updated application form if there is any change in the student’s address,

dates
at which the internship commences and finishes, commuting route, etc., during the internship period.
Note2: If the host organization/institution bears your travel expenses, you might not be able to apply for a
commuter pass.
Note3: As an exceptional case, you might be able to obtain a student discount for commuter pass only by
presenting your Student ID card to the transportation company. You should check it by yourself in
advance before you proceed with this application.
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IV. Insurance Coverage for Students Participating in the Internship Program

1. Taking out Student Accident Insurance (GAKKENSALI), Student Liability Insurance (GAKKENBAI)
and Personal Liability Insurance for Students (GAKUBAI)

In order to carry out the internship program without fear of liability, all students must take out two kinds of
insurance prior to commencing the internship program.

Japanese students must join the “Student Accident Insurance (GAKKENSAI)” (*1) and the “Student
Liability Insurance (GAKKENBAI)” (*2). On the other hand, international students must join the “Student
Accident Insurance (GAKKENSAI)” (*1) and the “Personal Liability Insurance for Students (GAKUBAI)”

(*3).

(*1)“Student Accident Insurance” (GAKKENSAI in Japanese); which provides insurance coverage for
students while pursuing their learning and/or engaging in their researches at the university. As the
internship program is regarded as a curricular activity, should the student have an unexpected accident
during the internship program, he/she could be covered by this insurance within its coverage.

(*2)“Student Liability Insurance” (GAKKENBAI in Japanese); covering third-party disasters or accidents
for students while pursuing their learning and/or engaging in their researches at the university. This
insurance offers coverage against injuries caused to a third party or damages made to property of
another person during the duration of the internship program, for which the student is legally obliged to
pay compensation.

(*3)“Personal Liability Insurance for Students” (GAKUBAI in Japanese); this insurance widely covers the
compensation liability against accidents which may occur in daily life. If the student happens to injure a
third party or cause a damage to property of another person during the internship program, his/her
compensation liability for the third party could be covered by this insurance.

Students must also make sure to fully understand the details of their insurance coverage prior to commencing
the internship program.

Students should join the insurance at the time of enrollment. A brochure regarding insurance coverage and
the various premiums has been enclosed in the package which has been mailed to the newly enrolled
students prior to the time of enrollment. In principle, you should buy both insurance plans for two year
period, which provide coverage for the whole duration of the master’s program. The payment should also be
paid in a lump sum at the beginning of the coverage period.

Additional information is available at the Student Affairs Division, on Yoshida Campus, Kyoto University
(TEL: 075-753-2533).

As for the “Personal Liability Insurance for Students (GAKUBAI)” plan, you should contact Clock Tower
co-op shop of Kyoto University Co-op (TEL: 075-771-6211).

#1: If you buy the “Student Accident Insurance (GAKKENSAI)” or the “Student Liability Insurance
(GAKKENBALI)” after the date of April 1%, you will be covered by the insurance from the next
day of the purchase, and be covered until March 31% of the academic year in which you will
complete your master’s course.

#2: As for the “Personal Liability Insurance for Students (GAKUBAI)”, only University Co-op members can
buy it. You must join the Kyoto University Co-op first, and then buy the insurance. For joining the
University Co-op, you will need 4,000 JPY to pay.

In addition, if you buy the “Personal Liability Insurance for Students (GAKUBAI)” plan after April

1*, you will be covered by the insurance from the next day of your purchase, and be covered until
4pm on April 1%, the next day of your completion of your master’s course.
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#1:The coverage of “Student Liability Insurance (GAKKENBALI)” is as follows;

Kinds of activity Regular curriculum, Internship programs conducted as a sort of school event or
extracurricular activities, Practice of nursing care, Teaching practice, Childcare
practice, Volunteer activity, and school commutes.

This coverage does not include the practice related to Medical treatment such as
Clinical practice or Nursing practice.

* Personal injury
insurance

* Property damage
liability insurance

The total amount of insurance coverage of Personal injury insurance and Property
damage liability insurance is limited to 100,000,000 JPY.
(It covers either accidents occurring inside or outside the country.)

#2 The coverage of “Personal Liability Insurance for Students (GAKUBAI)” is as follows;

Kinds of activity 1) Daily life

2) Regular curriculum, Internship programs conducted as a sort of school event
or extracurricular activities, Practice of nursing care, Teaching practice,
Childcare practice, Volunteer activity, and school commutes.
This coverage includes the practice related to Medical treatment such as
Clinical practice or Nursing practice.

* Personal injury
insurance

* Property damage
liability insurance

The total amount of insurance coverage of Personal injury insurance and Property
damage liability insurance is limited to 100,000,000 JPY per accident.
(It covers either accidents occurring inside or outside the country.)

2. Insurance cover for overseas internship study

GSGES is currently registered as a member of Japan IR & C Corporation Support System. Japan IR & C helps
universities to prepare their students for any contingency overseas by providing additional support for
individuals who encounter accident or sickness (including mental problems), and who are in need of help in
foreign countries.

To get support from this IR&C, students participating in overseas internship programs or students who are
instructed to participate in overseas travel by the host organization/institution must purchase Overseas Travel
Insurance that satisfies the following requirements (Travel insurance with a credit card is not allowed).

(Requirements)

* Insurance Company must have Japanese subsidiary (e.g., AIU Insurance Company, Chubb Limited, Futai
Kaigaku®% and so on).

+Unlimited cover for medical and rescue expenses is guaranteed.

#% Reasonable cost because KU comprehensive discount can be received. This Pamphlet is available
at GSGES office and the information can be also accessed from GSGES Web site of KULASIS.

All GSGES students must submit the copies of Insurance Certificate and the relevant forms to GSGES.

Students who join “Personal Accident Insurance for students pursuing Educaion and Research
(GAKKENSAI)” can join this insurance “Futai Kaigaku.” During the internship program, GAKKENSAI
covers death benefit. This “Futai Kaigaku” insurance isavailable for private trip such as sightseeing.

(Remarks: You can't get the compensation from GAKKENSAI when you go abroad on a private trip)

3. Handling of accidents

In the event of an accident, the student must promptly contact the internship supervisor at the host
organization/institution as well as the academic supervisor(s) and seek instruction and advice. Students
should note that the failure to immediately report a serious problem or accident could result in insurance
payment not being made. If a claim is to be made, the student must provide the following information to the
Student Center of Kyoto University and to the claims department of his/her insurance company:
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1)
2)
3)
4)
5)

The time and date of the accident
The place at which the accident took place

The names, ages and contact details of the accident parties

The cause of the accident
The degree of injury and/or damage
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V. Bylaws Related to the Master’s Program in Environmental Management Internship
Program

Enacted April 24 2002. Revised April 1 2004, April 1 2007, April 1 2008, April 1 2009 and April 1 2011.

Purpose

Article 1. These bylaws define the required items related to the internship program of the Kyoto
University Graduate School of Global Environmental Studies Master’s Program in Environmental
Management.

Host organizations and institutions, etc.

Article 2. The national or local public institutions, international institutions, businesses, etc. (hereafter, “host
organization/institution””) which are to serve as the place of study for the internship program, shall
participate in negotiations with the faculty of the Graduate School of Global Environmental
Studies (hereafter “GSGES”). If an agreement can be reached with an organization/institution, that
organization/institution shall be approved for the program by the dean of GSGES.

General Memorandum of Understanding

Article 3. Internship agreements negotiated by GSGES and the host organization/institution shall be
formalized under the terms of an “Internship Program: General Memorandum of Understanding”
signed by both parties to the agreement.

Period of internship

Article 4. A long-term internship program shall last at least three months. A short-term internship program
shall be at least one month. Internship programs may be divided into two or more periods as long
as they are of the required length in total.

Selection of the host organization/institution and selection of supporting academic supervisor
Article 5. 1) The host organization/institution for a student (hereafter “intern”) participating in the internship
program shall be chosen by the intern in consultation with his/her academic supervisor at
GSGES.
2) The supporting academic supervisor may also be assigned as necessary, from among school
faculty and faculty from cooperating fields.

Internship Program Agreement and Internship Pledge

Article 6. An Internship Program Agreement must be signed by GSGES and the host organization/institution
for every student intern. This agreement sets out the specific terms and conditions of the internship
program being entered into by the intern. The intern must also submit an Internship Pledge to the
host organization/institution through the dean of GSGES.

Items requiring compliance during the internship period

Article 7. During participation in the internship program, the intern must comply with various regulations,
such as employment regulations, determined by the host organization/institution, and must comply
with the instructions of the person supervising their participation in the internship program at the
host organization/institution (hereafter, “internship supervisor at the host organization/institution”).

Change of internship program content

Article 8. If, during the period of the internship program, there is a change in the content of an internship
program, the intern must report the change to his/her academic supervisor(s). An “Internship
Program Change Request Form” must be submitted to the GSGES administration office at the
same time.

Internship monitoring and evaluation
Article 9. 1) The academic supervisor(s) must visit the host organization/institution at least once during the
period of internship to provide on-site support and guidance for the intern. After the completion
of the on-site support/guidance, the academic supervisor(s) must submit an Internship Program
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Survey Report to the internship program committee.
2) The supporting academic supervisor shall also serve as a sub-supervisor in the evaluation of
intern grades.

Internship report

Article 10. Upon the completion of the period of internship, the intern must submit an internship report to
both the internship supervisor at the host organization/institution and to the academic
supervisor(s).

Confidentiality
Article 11. The intern must never disclose any confidential information obtained during the period of
internship.

Miscellaneous

Article 12. In addition to the bylaws listed in Articles 1-11 of this document, further items deemed necessary
to the internship program may be defined separately on a case-by-case basis, upon negotiation
between GSGES and the participating host organization/institution.

Supplementary Provisions

1.These bylaws shall be in effect as of April 24, 2002.

2. In accordance with these bylaws, the number of credits for the internship program and the recommended
timing for participation in the program, etc., are defined as shown in the Curriculam Guidelines .
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V1. Internship Program Forms

| Form | Completed by | Submitted to Remarks
Prior to commencing your period of internship
Internship Program | GSGES, host GSGES administration This form should be exchanged
Memorandum of | organization/ institution office and host between GSGES and the host
Form-1 Understanding (Sample) organization/institution organization/institution.
(One copy to be kept by each
party)
Internship Program Student Academic supervisor(s) Submit prior to the
Form-2 Survey Form commencement of the internship
program
Internship Program Academic supervisor(s), GSGES administration This form should be exchanged
Agreement (Sample) host office and host between the university and the
Form-3 organization/institution organization/institution organization/institution when
(One copy to be kept by each | conclusion of the agreement.
party)
Curriculum Vitae Student Host organization/ Use only when host
Form-4 Instituti L . .
nstitution organization/institution requires.
Internship Pledge Student Host organization/ Submit when conclusion of the
Form-5 Instituti
nstitution agreement.
Travel Cost Survey Student GSGES administration office Submit prior to the
Form-6 Form commencement of the internship
program
Request for Bank Student GSGES administration office Submit prior to the
Form-7 Transfer Form commencement of the internship
program
Emergency Contact | Student GSGES administration office Submit prior to the
Form-18 | Information commencement of the internship
program
During your internship period
Internship Program Academic supervisor(s), GSGES administration office Submit when the internship
Change Request Form internship supervisor at program period/content is to be
Form-8
the host changed
organization/institution
Internship Program Academic supervisor(s) GSGES administration office Submit after the completion of
Form-9 Survey Report on-site guidance
Internship Program Student Academic supervisor(s) Entries made daily during
Form=10 1 pily Study Report implementati
y Study Repo program implementation
Internship Program Student Academic supervisor(s) Submit once during the internship
Form-11 | Interim Report (Long-term) program (around half period has
passed)
After completion of your internship
Internship Program Student Academic supervisor(s) Submit within seven days upon
Form-12 Completion Report completion of the internship
program
Internship Travel Cost Student GSGES administration office Submit within seven days upon
Form-13 | Report Form completion of the internship
program
Internship Program Internship supervisor at GSGES administration office After the completion of internship
Evaluation Form the host program, the submission should be
Form-14 organization/institution Internship supervisor— Academic

supervisor(s)—GSGES administration
office

Prior to commencing your period of i

nternship (if your internship

is to be held overseas)

F 15 Pledge Student GSGES administration office Submit if the internship program
orm= of overseas travel will be conducted overseas
Notification of Student GSGES administration office Submit if the internship program
Form-16 .
Overseas Travel Form will be conducted overseas
Waive the Internship Program requirement
Application to Waive Student GSGES administration office Submit if you request waiving the
Form-17 | the Internship Program internship program because you

Requirement Form

already have the work experience

S If you plan to go more than two organizations/institutions, you have to submit the necessary documents for each one.
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VII. For reference

[ Appendix-1]

@ For Long—term Interns
(Example for April Enroliment)

Internship program implementation flow-charts

Internship program committee, academic
supervisor (s)

Intern

at the place of internship

Host institution/organization supervisor

Other requirements

Available host
institutions/organizations for
internship program
Arrangement by

Internship debriefings by
students back from their
internships

Guidance
(Middle April)

Outline of the program

Insurance contract

Idea of the program by examples

# Approach from

academic supervisor(s) I

Discussions held

Internship Program: Memorandum of Understandin;

(Form=1)-Outline of the program

Application

the school

Details decided

Finalization of the individual
internship program outline with

between the intern and Details
academic supervisor (s)
Meeting

the academic supervisor(s)

v

§ t

Submission of Internship Program
Survey Form(Form-2) (The end of May)

Approval by the internship
program committee

Academic

—|-Discussions continue with the academic
supervisor (s) until the host institution/
organization is decided.

—Report to the committee as soon as the
host institution/organization is decided.

Internship Program Agreement (Form—3)

Acceptance

supervisor(s) | g
<

;l Confirmation of the program |

v

3

Curriculum vitae *Internship Pledge

[In case of overseas travel]Pledge(Form—15),Notific

ation of Overseas

Travel Form(Form—-16)

Start of the internship

4 Meeting

'| content (early July) |
Notification/meeting
(Forms—4+5)
| Report to the GSGES meeting
Individual :
Arrangement of the details guidance I?reparatllon for the
R . internship program
of the internship program
Meeting ||< +
Orientation (early July) |
]
Travel Cost Survey Form (Form—6) ,Request for Bank Transfer
Form(Form-7) Emergency Contact InformationForm{Form-18)

Start of the internship
(early August or later)

ruction

evaluation
Internship Program

Internship Travel Cos!

On-site support/guidance SOUnpps;:/ (early August or later)
Submission of the Internship Program |  guidance Internship program Inst:
Survey Report (Form=9) > (at least 3 months) <
Other necessary support/guidance Internship Program Dail
Instruction for Internship Report |4 Study Report EForm—10§

y'y Internship Report
Internship Report (Fo

ms=10,11,1Z)
Report Form(Form—13) |

Internship Report

Evaluation Form-14

Instruction/supervision/

Form—8 when the program content or period
changed.

ill be

Academic supervisor(s)

Evaluation of grades

( February or later )
based on reports and oral exam
Approval in the GSGES meeting

> Oral examination |

Debriefings
from April (next year)
Preparation

Internship Program Evaluation Form

(Form-14)

Special
lectures

Environmental
Management
Seminar

—Participation in
fieldwork
—Experimental
training
—Literature review

Thesis study
(Master's thesis)
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@ For Short—term Interns
(Example for April Enrollment)

Internship program committee, academic
supervisor (s)

Intern

at the place of internship

Host institution/organization supervisor

Other requirements

Internship debriefings by

v

Submission of Internship Program Survey

Form (Form-2) (The end of May)

deance. students back from their
(middle April) internshins
Available host ' il
institutions/organizations for Outline of the program  Idea of the program by examples
internship program
» | Approach from
Arrangement by N - " Y| the school
academic supervisor(s) Internship Program: Memorandum of Understanding
(Form=1)-Outline of the program

prTTs s i
! '
! '

'
i Discussions held H
! between the intern Detail Avplicati H

i etails pplication . X

! and a0§demlc 4 Details decided H
' supervisor (s) H
' Finalization of the individual !
' 4 internship program outline with !
! . the academic supervisor(s !
! Meeting P ) 1
! i
! '
! '
! '
! '
! '
! '
! '

-Discussions continue with the academic

A

Approval by the internship
program committee

Academic
supervisor(s)

supervisor (s) until the host institution/
organization is decided.

—Report to the committee as soon as the
host institution/organization is decided.

Internship Program Agreement (Form—3)

Acceptance

Confirmation of the program

Notification/meé

Report to the GSGES meeting

Arrangement of the details of

Individual
guidance

content (July)

ting

Curriculum vitae *Internship Pledge

Preparation for the internship

the internship program

v

program and master’s thesis

(Forms=-4-5)

Meeting <

’—| Orientation (early July) |

Travel Cost Survey Form (Form—6) ,Request for Bar

k Transfer

Form(Form-7),Emergency Contact InformationForm(|

Form-18)

[In case of overseas travel]Pledge(Form-15) Notifica

tion of Overseas

Travel Form(Form-16)

Meeting

e N\ USSR
- - On-site Start of the internship Start of the internship
On-site support/guidance / (early August or later) (early August or later)
Submission of the Internship suppor‘t -
Program Survey Report (Form-9) guidance . Internship program ‘lnstruction Instruction/supervision/
Other necessary support/guidance 4 (atAIeast one monlth) evaluation
Instruction for Preliminary Master's Internship Program Daily Stud » | Internship Program Evaluation
Thesis Report (Form=10) v Form14

A Internship Report(Forms—10, 12) Internship Internship Repol 3

Travel Cost Report Form(Form=13)

Form-8 when the program
will be changed.

content or period Inté

Thesis research

Preliminary Master’ s Research Report

|
I
|
I
|
I
|
|
i
I
|
|
|
i
H A
|
I
|
I
|
I
|
|
|
|
|
|
I
|
|

Academic

Fotm (Form-14)

ernship Program Evaluation

Preparation of Preliminary
Master’ s Research Report

supervisor(s)

Evaluation of grades
(February or later )
based on reports and oral exam
Approval in the GSGES meeting

Debriefings
from April (next year)
Preparation

Preliminary Master’ s Research Report

Special
lectures

Environmental
Management
Seminar

—Participation in
fieldwork
—Experimental
training
—Literature review

Thesis study
(Master's
thesis)
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[Appendix-2] Preparing an Internship Report (applicable only for students on Long-term
internship programs)

Please prepare your internship report in accordance with the following instructions.

1. Contents
The report must contain the purpose, contents, results and discussion, and conclusions of your internship
program. The report should be written in simple and clear language, so that people outside your specific
research field can understand your achievement.

2. Language
The report must be written in English or Japanese.

3. Units of measurement
The use of SI units is strongly recommended.

4. Length
Approximately 6,000 English words (or 15,000 characters in Japanese) of text (without figures and
tables) are suitable for the main text. Please follow your academic supervisor’s instructions.

5. Format
- Use A4 size white paper.
- There is no specific rule for margins, font size, and layout, but the report must be well-organized.
- Figures, tables, and photos should be numbered and placed appropriately. Captions must be provided for
all figures, tables, and photos.

6. Submission
Prepare your internship report within one month upon completion of the internship program, and submit
two copies of your report to your academic supervisor(s), and one copy to the internship supervisor at the
host organization/institution.

7. After submission
You have to take an oral examination based on your report and presentation.
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[Appendix-3] Requirements for drafting a preliminary master’s research report (applicable only for
students on Short-term internship programs)

Please prepare your preliminary master’s research report in accordance with the following instructions.

1. Contents
Your preliminary master’s research report must outline the purpose and background of your thesis study,
your research progress (preliminary data, literature review, and so on), and your research plan as well as
your achievement during the internship study. It should be written in simple and plain language, so that
people outside your specific research field can understand it.

2. Language
The report must be written in English or Japanese.

3. Units of measurement
The use of SI units is strongly recommended.

4. Length
There is no page limit. Please follow your academic supervisor’s instruction.

5. Format
- Use A4 size white paper.
- There is no specific rule for margins, font size, and layout, but the report must be well- organized.
- Figures, tables, and photos should be numbered and placed appropriately. Captions must be provided for
all figures, tables, and photographs.

6. Submission

Prepare your preliminary master’s research report upon completion of the internship program, and submit
two copies of it to your academic supervisor(s), and one copy to the internship supervisor at the host
organization/institution by the deadline set by your academic and internship supervisors.

7. After submission

You have to take an oral examination based on your preliminary master’s research report and
presentation.
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Checklist for students

Date of task
completion

Prior to commencing your period of internship

1 Attendance at guidance/ first orientation session

2 Attendance at the internship debriefings made by senior students

Taking out Student Accident Insurance, Student Liability Insurance /

3 Personal Liability Insurance for Students

4 Submission of Ipternship Program Survey Form (Form-2) to your
academic supervisor(s)

5 Confirmation of Internship Program Agreement (Form-3)

6 Submission of Internship Pledge (Form-5) to your host
organization/institution

7 Attendance at the second orientation session

8 Submission of Travel Expenses Survey Form (Form-6)

9 Submission of Request for Bank Transfer Form (only in Japanese)
(Form-7)

10 SubI.ni.ssior.l of Emergency Contact Information to the GSGES
administration office (Form-18)

During your internship period

1 Requt your start-up of internship to your academic supervisor(s) by
e-mai

12 Submigsion of Daily Study Reports (Form-10) to your academic
supervisor(s)

13 On-site guidance provided by your academic supervisor(s) (Form-9)

Submission of Interim Report (Form-11) to your academic

14 supervisor(s)

After completion of your internship

Submission of Internship Program Completion Report to your
15 academic supervisor(s) within 7 days following the completion of
your internship program (Form-12)

Submission of Internship Travel Expenses Report Form within 7 days
16 following the completion of your internship program to the GSGES
administration office (Form-13)

Submission of Internship Report to your academic supervisor(s) and

17 internship supervisor at the host organization/institution

18 Submission of the paper file keeping all the documents (see I 13) to
your academic supervisor(s)

19 Post-internship presentation and oral interview

20 Presentation at an internship debriefing

Students participating in internships overseas should also complete the following tasks

Prior to commencing your period of internship

21 Obtain a visa and take any required vaccinations

Submission of Pledge (Form-15) and Notification of Overseas Travel

22 Form (Form-16)

Purchase overseas travel insurance and submission a copy of your

23 insurance certificate to the GSGES administration office
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