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I. Purpose of the Internship Program
The 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.
Arrangements have been made with a wide range organizations including United Nations
agencies, international NGO’s, government bodies, private organizations, and overseas
universities to serve as hosts for internship training.

Il. Internship Program Implementation Guidelines for Students

1. Course acquisition requirements
Internship Program is compulsory for all GSGES students. The requirements are as stated
below.

Master’s program : Credits for “Internship Program I” (8 credits) and “Internship
Program II” (2 credits)

Doctoral program : 10 credits for “Internship Program”

2. Role of the academic supervisors

During the Internship Program, students should follow instructions of their academic
supervisor and supporting supervisor as well as of their supervisor at the host
organization/institution.

Their roles are as follows.

B The academic supervisors and the supporting supervisors

To negotiate and arrange host organizations/institutions for students, to prepare an
MOU (Form-1) with new host organizations/instutions, and to prepare an Internship
Program Agreement (Form-3) for signing by the host organization/institution and GSGES
(If the student plans to go to more than two organizations/institutions, he/she has to prepare
the necessary documents for each one).

The MOU and Internship Program Agreement must be submitted to GSGES
Administration Office no later than 1 month before the internship startss, since it must
be signed by GSGES dean and the host organization/institution.

After the conclusion of the MOU/agreement, each of the training institution and the
school should keep the MOU/agreement.

xPlease note that students receiving Japanese Government Scholarship who wish to
apply for need-a proxy seal during the internship program must have the MOU/agreement
signed at least two months prior to the start of theinternship program.

If you wish to apply for a proxy seal, please submit a internship program from your
supervisor to the GSGES office at least two months prior to the start of your internship
program.

Also, if there are changes after the Agreement was made, e.g. the extendation of the
internship period, “Internship Program Change Request Form” (Form-8) must be
submitted to the GSGES Administration Office

1) To educate the student for participation in the internship program before the
Internship starts.

2) 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.

3) 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
a}(lilmipistration office as an assessment of this on-site guidance, upon completion of
the visit.

4) To assess the student’s performance throughout the internship program and assign
((:]];f‘edit acc)ordingly based on the submission of “Internship Program Evaluation Form
orm-14), etc.

5) The academic supervisors and the supporting supervisors should consult and
support the internship.
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B Role of the internship supervisor at the host organization/institution
The internship supervisor is chosen among the host organization/institution by the
agreement of the intern student, the academic supervisor and the supporting supervisor.
The duties of the internship supervisor at the host organization/institution include the
following.
1) To work with the academic supervisors and supporting supervisors on the preparation

of an Internship Program Agreement (Form-3) and to provide an opportunity of the
internship activity and instruct the student during the period of internship.

2) 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.

3) 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 student’s placement at the host organization/institution, in
order to assist in the program’s smooth progression.

3. Period of internship

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

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

Program Period Purposes Reference
Master’s | Long-term To engage in projects at host
program ( 90 days or | institutions and improve the
more) practical, technical skills, and the
environmental management skills.
Short-term To find 1ssues on the global | Double Degree students
( 30 days or | environment ~and  regional | can choose the short-term
more) environment during the internship | internship.  After the
experience, and improve academic | internship, the intern
development skills. students should prepare a

research plan and its
conduction for master
thesis, and the preliminary
master’s research report
that compiled how to make
use of the report and
achievements of
Internship.

Doctoral | 150 days or | To achieve and improve practical
Program | more proble-solving skills based on the
personal instruction during the
internship outside of the university

X Internship period can be devided into two or more periods as long as it meets the minimum
requirement of 90 or 150 days in total. If astudent plans internship programs at two or more
organizations/institutions, he or she has to submit the necessary documents for each one.

4. Selecting the host organization/institution and decision of program
The host organization/institution and the internship program that students engage in is
determined as follows.

1) The student should consult with the academic supervisor and submit the Internship
Program Survey Form (Form-2) about the followings: the host organization/institution , the
schedule and the period, the contents of internship, to the academic supervisors and the
supporting supervisors.

2) 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 conclude “Internship
Program: Memorandum of Understanding” (Form-1) as much as possible and confer on
further details of the study program. Based on this discussion, the academic supervisor(s)
and the host organization/institution should enter into an Internship Program Agreement
(Form-3, Section VII.), which sets out the specific terms and conditions of the internship
program.. After checking the content of Internship Program Agreement, students must
also submit Internship Pledge (Form-5) signed by the student and the dean of GSGES to
the host organization/institution.

-4 -
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5. 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 details of internship program is determined, students should submit "Travel Cost
Survey Form" (Form-6) and "Request for Bank Transfer Form" (Form-7) to their laboratories if
required.

6. Responsibility for safety

All students must sign up for Student Accident Insurance (GAKKENSAD and Personal Liability
Insurance for Students (GAKUBAI) prior to the beginning of internship program.

If the contact information registered in KULASIS differs from the contact information during
the internship period, students need to notify theirlaboratores of the changes and clarify their
contact information.

Students going abroad must purchase overseas travel insurance that provides unlimited cover
for medical and rescue expenses in addition to the above-mentioned insurance. All Japanese
students who stay abroad for three months or longer must submit Overseas Residential
Registration (ORR) to the embassy or consulate of the country.Those less than three months must
register Ministry of Foreign Affairs (MOFA) Overseas Travel Registration (Tabi-reji*, in Japanese
only). All international students should also take a similar action for your safety.

*https://www.ezairyu.mofa.go.jp/tabireg/)

7. Confidentiality and personal conduct

All information relating to the host organization/institution obtained during the period of
internship must be considered as confidential. 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 areincluded in Internship Program:
Memorandum of Understanding, besides it can also be included in "Program Agreement" (Form-
3) as necessary.
However, it will be included in Program Agreement if conclusion is only in Program

Agreement due to circumstance of host organization/institution.

8. 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.



9. FHEICHES IR
WS4 12, S IRk,

DM, HALDOFEE L

EEF

KT
B L B 0T

HFHORMEEZLTITI &,
i, fEEHE

CHEST 2L

BEEEED» RO S DPYIMNCHREF ORI 2 E#HMN T o hTw 255
7z, RHEHEE, TEMRE L 2 3SR E T2 2 &,

e % R - 728561, B
- XRIFEHE., WHERE

i, ZDERICES T L,

fERE | IRH%
R =8 8| 8
s &= Woal e # Erfan]ica: | EZ
BEHA #=X & § ; g;ﬁ
£ v &2 —VHHE BHERE © 1 5> A B £ <. l%ﬁ%i#ﬁ@ﬁm%%%$
K1 | ICBE 9 52— O O | pomEERAE R, X |GA& T2 AT CICkiET 3 2 e
HE Ufikste, 1@ %2,
P ES EST
Fist-2 1%2 > HE o o W il
4 h— L WHERE D 1 5 AR £ [ 2 51 2 B DS (B o4 % 17 9 B
Kx-3 |o=iEICET 3 0O @) T, BXUKE%. 18 Gl A E LTS L,
W N aE Z e,
&
By |4 | BEEE O O WHERERE 2> 5 R SN 723556 D AR H
Z@ (W& %58 % oh E A IRE HEREE 2> & ko & 786 o AfEH
M ket -5 | mnmsrs) 259 |O O
=
-6 |REZ=mHAEE |O O fHEBAE 2 JEE FT
BT [SBiTRAkEE [O O WHERAE 2 8 R
Ava—viHERIRE®E T H [ 4 v 2 — v HHERIGIC B 7- 0 . FHER
aw | 1> E-VFE | o o LA TORIBIRI A 8 E - SR
BARAIR & BT 3, K4, HEF. WS
B, HARLCIE, HTRATDE L,
o | - [EsLEmEZRE (O O WEAMBFIE DS HEE L7 [ #8450 8 20 H B BBFIE 2 i 5 54
?% 15 IIE, WEERRER. ARE L b
% % A L 0 MR,
5 T
o W
P
S
A v R—VHHE 25 FHE IR 2 2 1 HEHHESLHEN A 2 &, MEEZED
-8 | 7ns5LEE O O 2T 2 U 2 BRI B
i
v 2=V HHE 5K [e1 530 15 1 1 L 42
o %jﬂ:; > HHE o o KA A I VR LR,
i i
& WHEE A ICEOA, 4 v & — v IHE
E-S WKEBT2BHOEBNEY T LD LT
e — S EHE
o (2= EE ol o L. 7, DHEHN & O IO %
i FHMT LN TV BEAIL. 2%t
322 %@8D5
. WHEIIRI R 1 [EHH A v & — v IHED ERERS, & X OB
%k - VR — HHE
B | freaa o] |0 (MO 2 50 1 ZHERL | ERROHIEEE % L0 5, ¥EL
FEE 72 & &) SR OB A 1E R
RX- |14 vx2—rHE |O O WHER T 7T HUPNICRE [ 4 v 2 — v IHEKR TR, &% L T
12 |#&THREE DERERTE X OCHHE 71 2T Lo
il BHIE RIS 2R A £ L0 5,
%1%& RBREE O O WHER T 7 HBLA BRI % 52T B B D BAER
Tl 13
B (12— O O | WHER BT « HER T ﬁ%%?%u‘mhﬂﬁﬁ X0 {ERL
14 |HEE % 14 HLLK L. {5l E 2 RS
R E  piERSRE C




9. 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.
Documents are to be submitted to your laboratory or supervisor.
! _From To
SR i . £e£zQ
ubmissi:bocumen ° ‘T Aol A
on _ format Form g g a Enw Submission period References
. S 2 wn
period g @ _
‘Form-1 :Internship Program H@) O Month prior to the  In case Japanese
:Memorandum of ' © istart of the : Government Scholarship
Understanding internship and prior : students apply for a proxy
to the signing of the : seal, the MOU must be
agreement. : concluded at least two
i i : th ior to the start of
o :Another copy after ﬁigrnzlﬁgor o the start o
P :concluding MOU 5
Form-2 Internship Program O O Submit prior to the
Survey Form start of the
internship program
Form-3 :Internship Program O O 1 month prior to the  In case Japanese
Agreement start of the Government Scholarship
internship students apply for a proxy
Anoth ft seal, the MOU must be
nol Zlf Col?}la €T concluded at least two
>3 conciuding the months prior to the start of
§’ agreement Internship
[¢] H H
g Form-4 Curriculum Vitae O O Use only when host
g ; : organization/institution
=] i requires.
m:r i i
S Form-5 Pledge O O Submit when Only if submission is
© I th conclusion of the required by the host
omplance wi agreement. organization/institution
various rules to
Internship institution)
Form-6  Travel Cost Survey 1e) O 2 weeks prior to the
Form internship
Form-7 :Request for Bank O O 2 weeks prior to the
Transfer Form internship
‘Free Internship Start-up O ‘Within 7 days after @ Submit the report to the
:Report i :the internship starts : academic and supporting
supervisors about the status of
internship. Students’s name,
. date, host institution, and
: contacts are needed.
TP Form-15 Pledge O O Before you leave : Necessary if internship is
=x § S : conducted overseas for thre
%A ® i months or longer. After the
E § : agreement is concluded,
s < o : supervisors need to submit
253 _ this form to the GSGES office
) E i - : with the original copy of the
E & i : : agreement
=3 o Form-8 Request for @) O ASAPif changes Submit when the internship
= g amendment to the program period/content is to
B8 ‘Internship Program 7 “be changed
5 . — -
S ‘Internship Program @) O Submit after the
-Survey Report i completion of
:on-site guidance
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SlmeISSIéDocument TT T o0 A iod |
on Form ‘5 0 :0 v @) Submission period - References
. format S o0 m :
period E i< i< n :
H : L wn
. 1919
5 Form-10 : Internship Program Daily: O O Entries needs to be made
S Study Revort daily duringThe program
= y hep period., If the same kind of
& report is required by the
= OSt . . . . .
= organization/institution,
@ students can substitute the
2 report for this form.
= : .
'S - Form-11 :Internship Program O O Submit when the Submit once during the
Interim Report internship program _internship program
period/content is to (around half period has
be changed passed).
Note: Not compulsory for
master short-term
students
g Form-12 Internship Program O O Submit within seven : prepare a short report
] Completion Report days upon summarizing the student’s
5 po;nple‘ﬂpn of the activities and impressions
CE internship program o). . .
> - program of internship
5 . I i - study.
S ) . 4 orithi Only when needed
Form-13 . Internship Travel Cost @) O Submit within seven
Report Form days upon
- completion of the
-internship program
Form-14 ' Internship Program O O Internship Internship supervisors
Evaluation Form supervisor * within should complete this and
144 send it to the academic
ays upon supervisors. The academic
completion of the supervisors should report
internship program ' the grade of the internship
Academic with evaluation form to the
. . GSGES.
supervisor(s) :
by Credit report
Appendix Internship Report O O Within 1 month Summarize the
1 after the internship accomplishments through
the internship referencing
Apprendix-2 and submitit
to acadmic and internship
supervisors
:Apprendi: Preliminary master’s O: 0 - Ask individually Only for master’s students
x-2 : research report P ‘about the duedate on short-term internship
: ~and way of program.
submission Submit a report about
: achievements, an outline of
preliminary research for
thesis making use of its
achievements, research
progress, and a research
plan referencing Appendix-
3.

submit the necessary documents for each one.

10. Internship debriefings
The internship program committee organizes a series of debriefings, which will be in principle
held at GSGES in the third semester, to report on their experiences and achievements
As a rule, double degree students should do so before returning to their home countries, but
should follow the instructions of their academic Supervisor for details.
Master’s students who joined the short-term internship are required to report on the contents
of preliminary research report for thesis with a focus on Internship Program.
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BAnnouncement time
* Master's Program
Long-term Internship Program: Debreafing15 minutes,discussion 5 minutes
Short term Internship Program: Debriefing 12 minutes, discussion 5 minutes
* Doctoral Program
Debriefing 20 minutes, discussion 10 minutes
B Language
* Presentation: English or both English and Japanese
+ Slides: English or both English and Japanese

11. Grade assessments

Grades are assigned by internship supervisor(s) and the internship program committee. If a
supporting academic supervisor has been assigned to the student, that person shall be
included.Grade assessments are primarily based on the following:

1) Required reports
<From supervisor(s) to GSGES administration office >

Reports Long | Short | Completed by Submitted to
Internship Program Evaluation Form Internship supervisor : Internship supervisor : to
(Form-14)*?2 within 14 days upon academic supervisor(s)
completion of the Academic supervisor(s)
O @) internship program 1 to GSGES
Academic administration office
supervisor(s) :
by Credit report
Evaluation Form of oral examination By the deadline for GSGES administration
(Only Academic supervisor(s) ) o) O | credit report of the office
semester
Flat file that a, b and ¢ (Short-term a By the deadline for GSGES administration
and d) are put into (Only Academic 'e) e) credit report of the office
supervisor(s) ) semester
Evaluation Form of Internship By the deadline for GSGES administration
Report/ Preliminary master’s O O credit report of the office
research report semester

Academic supervisor(s) ask internship supervisor to fill out “Internship Program
Evaluation Form” (Form-14).The internship supervisor assesses the intern’s attitude,
achievements, the internship program, etc, and submit the form to the academic
supervisor or the supporting supervisor. The academic supervisor(s) should submit
the form to the GSGES office as an attachment to the grade report of internship I.
The following documents must also be submitted.

Internship Program Survey Report (Form-9) , Internship Program Daily Study Report

(Form-10) , Internship Program Interim Report (Form-11) , Internship Program
Completion Report (Form-12) , Internship Report (Long-term internships only) ,
Preliminary master’s research report (Short-term internships only) , Evaluation Form
of oral examination (Internship Program I ): Master’s program, Evaluation Form of
Internship Report/ Preliminary master’s research report (Internship Program II):
Master’s program, Evaluation Form of Internship Report: Doctoral.

2)Internship Program I (Master’s program)
After the completion of internship, oral examination is conducted for assessment by
supervisor(s) and supporting supervisor(s) based on the above-mentioned documents. The exam
is conducted in the second semester in principle.Students should confirm the details of the oral
examination to the academic supervisor(s).

3)Internship Program II (Master’s program)
After the completion of internship, students make a presentation about their Internship Report
(for long-term internship) or Preliminary master’s research report (for short-term internship) at
the internship debriefings, which will be in principle conducted in the third semester (please see
below). Assessment is made based on the contents of the report, presentation, and attendance
at the debriefings during the first and second year of the master’s program. At least five times
of attendance to internship debriefings (including their ownpresentation) will be required.

4)Internship Program (Docter’s program)
Same as the above master's program. Follow your academic advisor's instructions regarding
when to give a presentation.
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12. Waiving the internship program participation requirement
Students whose 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 work experience must be in a field related to environment management. Especially,
doctoral students are expected to have an experience in international fields.

2) Students are required to fill out “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.

3) Students are required to pass the exam conducted by the internship committee.

4) The details of required work experience and the examination (presentation) are as follows.

program might be
partly waived.

Program | Peiod Work-experience Presentation | Q&A time Note
Master Long- | Three year or more 15 minutes 5 If the application is
term minutes | accepted, Internship
Program 1 will be
Short- | Two years or more waived.  Still, the
term students are
requested to conduct
Internship Program
I1.

Doctor Five years or more 20 minutes 10 The grade of the
Note: .in case the work minutes internship is
experience is between approved as
three years and four :
years, , the credits.
participation in
internship
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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.

The internship program is available helped by internship supervisor of host institutions and all
related staff. Therefore, students should engage in the program with earnest attitudes, set clear
purposes and achieve satisfactory goals. During the internship, students need to follow the rules
of host organizations/institutions and instructions of the internship supervisor. Please refer to
the basic points below that you should keep in mind.

1. Points to be checked before your internship

B Before internship
1) Students must have a good understanding of the host institution/organizaion and the
program of internship and strive to acquire the basic knowledge and skills required for their
internship study prior to the startof the internship.

2) Students should make realistic activity plans prior to the start of the internship that are
manageable and achievable within the time constraints of the program period.

3) If submission of documents are required by the host institution/organization such as a
health certificate and proof of insurance cover, be sure to submit them by the due date.

B During your internship
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) Behave in a respectful manner at all times keeping in mind that the internship is a part of
coursework.

2) 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.

3) 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. This includes daily interactions such as customary greetings.

4) 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
consult with the internship supervisor at the host organization/institution to make the
necessary schedule adjustments.

5) 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.

6) 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 the internship supervisor on any points
that require clarification.

B Points to be checked at the end of the internship
Students should express their gratitudes tothe 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.
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2. 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. Although
it is mandatory allstudents take out insurance cover before starting their internships (see
Section IV), insurance money is not paid without accident report.
For insurance, please refer to "IV. Insurance Coverage for Students Participating in the
Internship Program".
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.

3. 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 check Kyoto University's Leaflet for travelers abroad "Safe travels abroad".
Note that the Overseas Travel Notification is prepared by the GSGES office based on the
data submitted by the laboratory, so it is not required to be submitted.

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. well in advance

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. To
show agreement to this paragraph, students must submit Pledge (Form-15) concerning
overseas travel to laboratory as soon as your travel to overseas countries is confirmed.(The
form needs to be submitted to the GSGES office by the laboratory with the original copy of
the concluded internship agreement

4) All students working abroad must purchase overseas travel insurance prior to departure
and submit the copy of the insurance certificate to the GSGES office. (see Section IV:
Insurance coverage for overseas internship study).

5) All Japanese students whostay abroad for three moths or longer must submit Overseas
Residential Registration (ORR) to the embassy or consulate of the country. To confirm the
safty of students in case of emergencies like natural disasters, incidetns, and accidents,let
your laboratory know your address in the visiting countries. Those less than three months
must register Ministry of Foreign Affairs (MOFA§Overseas Travel Registration (Tabi-reji*,
in Japanese only,. All international students should also take a similar action for your safety.

*https://www.ezairyu.mofa.go.jp/tabireg/)

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

4. Applying for a commuter certificate
In principle, students should purchase a commuter pass for internship to commute to the host
organization/institution. In order to buy a commuter pass for internship at a discountstudents
need to have a commuter certificate. Refer to the following for how to issue one.

1) Submit “Request for a Commuter Certificate Form” to the GSGES by email two weeks prior
to the day the certificate is needed. (The form is in Internship Forms on Kulasis)

2) If the address of the host institution/organization, internship period, home address,
commutation route is changed after application, students are required to make an
application again.

Notel: It takes time for the university to issue a commuter ceritificate because the university
need to obtain permission from railroad companies. If the application is not made two
weeks prior to the desired issue date, the certificate might not be issuded in time.

Note2: If the host organization/institution bears your travel expenses, you might not be able
to apply for a commuter pass. As an exceptional case, you might be able to obtain a
student discount for commuter pass only by showing your Student ID card to the
transportation company. You should check the reqyirement 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 (GAKKENSAI), 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 (GAKKENSAD” (*1) and the
“Student Liability Insurance (GAKKENBAID” (*2). International students must join the “Student
Accident Insurance (GAKKENSAL” (*1) and the “Personal Liability Insurance for Students
(GAKUBAD” (*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 the start of the internship program.

Students are supposed to join the insurance at the time of enrollment. If you haven’t bought the
insurance, make an application immediately. In principle, students are required to buy both
insurance plans which covers them until graduation.

Contact information is as follows.

[Contact for inquiry ]

Insurance Contact TEL
Student Accident Insurance
(GAKKENSAD the Student Affairs Division, on

T . . . 075-753-2533
Student Liability Insurance | Yoshida Campus, Kyoto University
(GAKKENBAD
Personal Liability Insurance | Clock Tower co-op shop of Kyoto 075-771-6211
for Students (GAKUBAD” University Co-op

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).

Submit a copy of Overseas Travel Insurance Insured card to the GSGES administration office by
two weeks advance of Internship program.

(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. Itspamphlets are available
at GSGES office and the information can be also accessed from GSGES Web site of KULASIS.
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)
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3. Handling of accidents

In the event of an accident, regardless of whethere you are an victim or an offender, students
must promptly contact the internship supervisor at the host organization/institution as well as
the academic supervisor(s) and seek instruction and advice. Students are also required to report
the accident to the Student Affairs division and to the insurance agency. When making a report,
include the information below. Students should note that the failure to immediately report an
accident could result in insurance payment not being made. If you are to settle the problem our
of court, you need to consult with your supervisor and the insurance company in advance,
providing them with the following information:

1) The time and date of the accident

2) The place at which the accident took place

3) The names, ages and contact details of the parties involved

4) The cause of the accident

5) The degree of injury and/or damage
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V. Bylaws Related to Internship Program

Bylaws Related to the Master’s Program in Environmental Management Internship Program

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
?}lg(()} SLébmit an Internship Pledge to the host organization/institution through the dean of

ES.

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 Survey Report to the GSGES administration office.

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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Bylaws Related to the Doctoral Program in Environmental Management Internship Program

Purpose

Article 1. These bylaws define the required items related to the internship program of the Kyoto University Graduate
School of Global Environmental Studies Doctoral 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. An internship program shall last at least five months. The internship program may be divided into several
periods or it may be at two or more organizations/institutions, as long as it meets minimum requirement of
five months 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 Survey Report to the
GSGES administration office.
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 1, 2004.
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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VI.REFERENCE

[Appendix-1] 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.

-28 -



(2£&K-2] BLRERMRBREOERESR (EGHM2-CHEDH)
s L s (AT, #E#H) officd 7z o Tk, UTOFREHEEZHT 5 L,

. A &

FEBA v 2= IHED R S ELERC OEIRT E o cE 3 X i, A vx—viET m
77 LTHRLNEREED T, BhisfEos s L HN, S Co@ERIRT EirifEoLr va
—. Jiik. R, EELLY), SBROFEEZDLIPYVRTEHEHT AL L,

2. § &
AEEEIFHARED LIFHEECER T2 L,
3. B {f

HALIFFATE LT ST (EBRHRAL) AR 2 /AT 5 2 &,

4, _R—I¥Z%
WMEEDOR—VHEIZT1I0_—VEEL T2, 7L, 58%4E - TIBIBEZE» L HRIETRSH -
AT, FRICES T &,

5. & R
- I A4 PloaE AT 5 Z &,
- PHEEE  [BEUEREE] 22F I L,

c RHDOKEI, XFDOFAL v b, XFEOEICOWTIHEFICIEEIZ RV, BT wELL 43 X5
i+ 3z,

- IERBIUVCEEZ, ZNEINESEMTC BELRGMICLAT Y M T528, b, T F ¥ 7
avEfFs e,

6. & H
WEEIIRERE - LREERE I 25, HEEEETEC 1 T2z FigH T2 L, MUIHIC
SWnTlE, FEHKE - TEFEKE. TMEEEERAE I CENEFNERT 2L,

il

N

7. REBOTE
JRH X N SR L FHERRIC D LT DT L2 Y F— o 5 v icHo LT, A - IS A
I X 2 DRI & T 5.

-29-



[Appendix-2] 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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[Reference] Internship program implementation flow-charts

Semester  after . @
admission(Guide) Inple_mentatlon Intern Academic supervisor R
items Cm)
Internship program
Memorandum ofp
understanding (Form-1)
Before Internship program »
1st internship | survey form (Form-2)
Internship program
Agreement (Form-3)
—
=]
) Internship program
+In
= : b pros =
z daily study report (Form-
S 10)
) . .
3 | Durlng + Internship program
(E internship | jnterim report (Form-11)
8
2nd Internship  program  Survey
report (Form-9)
Internship program
completion report (Form-12)
After | X
internship -nt(-erns ip  report /
Preliminary ~ Master S
research report
(Short term only) Preliminary
Debriefing Master’s research report
session
- Internship program Evaluation
form (Form-14)
- Oral examination score sheet
- Documents from intern -
Internship program survey repor
3rd _ (Form-9) 1»
Evaluation of grades ) )
. ) - Internship program daily
KAt the time of study report( Form-10)
Grade scoring in ) o
applicable semester - Internship program interim
report (Form-11)
Internship program
completion report  (Form-12)
- (Long term only)Internship report *
(Long term only)Internship
report

In addition, necessary to submit required documents (Refernce: I1.9 [Report documents follow

Internship program ] as well as 11 [Evaluation of grades |
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