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. 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

1.

2.1

Course completion requirements
Internship Program is compulsory for all GSGES students in Environmental Management. The
completion requirements are as follows.

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

Doctoral program : 10 credits for “Internship Program”

Role of the academic supervisors

During the Internship Program, students should follow instructions of their academic supervisor
and support supervisor as well as of their internship supervisor at the host
organization/institution. Each role is as follows.

The academic supervisors and the support supervisors

2.1.1 Securing host institutions, closing documents

To negotiate and arrange host organizations/institutions for students, and to prepare an
“Internship Program Memorandum of Understanding” (Form-1) with new host
organizations/institutions whenever possible. Additionally, prepare an Internship Program
Agreement (Form-3) for signing by the host organization/institution and GSGES If the program
is conducted at multiple organizations/institutions, separate documents must be prepared for
each.

In principle, the MOU and Internship Program Agreement should be signed 1 month before
the internship starts.* These documents must be signed by GSGES dean and the host
organization/institution representative. It is recommended to submit the seal request to the
GSGES administration office ahead of time.

After the conclusion of the MOU/agreement, both the host institution and the school should
retain a copy of the MOU/agreement. One copy of the documents must be submitted to the
GSGES administration office.

*Please note that students receiving Japanese Government Scholarship who wish to apply
for a proxy seal during the internship program must have the MOU/agreement signed at least
two months prior to the start of the internship program. In addition to the aforementioned
documents, the academic supervisor must submit the program schedule to the GSGES
Administration office at least two months prior to the start of the program.

If there are any changes after the Agreement was made, e.g. the extension of the internship
period, “Internship Program Change Request Form” (Form-8) must be submitted to the
GSGES Administration Office
2.1.2 Student guidance related to the program
1) Tf[) r(_atducate 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 administration 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
credit accordingly based on the submission of “Internship Program Evaluation Form
(Form-14), etc.

5) The academic supervisors and the supporting supervisors should consult and support
the internship.
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2.2 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

MOU (Form-1) and an Internship Program Agreement (Form-3). 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.

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 practical,
more) technical skills, and the
environmental management skills.
Short-term To identify issues related to the Double Degree students
(30 days or global and regional environments can choose the short-term
more) during the internship experience and | internship. After the
enhance academic development internship, the intern
skills. students should prepare a
research plan and its
conduction for master
thesis, and a preliminary
master’s research report
that outlines how to utilize
the report and
achievements of the
Internship.
Doctoral 150 days or To achieve and improve practical
Program more problem-solving skills based on
personal instruction during the
internship outside of the university

*the internship period can be divided into two or more periods as long as it meets the minimum
requirement of 90 or 150 days in total. If a student plans internship programs at two or more
organizations/institutions, they must submit the necessary documents for each one.

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

1) The student should consult with the academic supervisor and submit the Internship Program
Survey Form (Form-2) to the academic supervisors and the supporting supervisors regarding
the following during the 15t semester*: the host organization/institution, the schedule and period,
and the contents of the internship. *Please refer to the Internship program implementation flow-
charts mentioned later for the definition of each semester.
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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 discuss 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 outlines the specific terms and conditions of the internship program. After
confirming the content of the Internship Program Agreement, students must also submit
Internship Pledge (Form-5) to the host organization/institution if required.

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 academic supervisor(s) with regard to any travel,
commutation, and accommodation expenses required for participation in the internship program.
After the details of internship program are determined, students should submit "Travel Cost Survey
Form" (Form-6) and "Request for Bank Transfer Form" (Form-7) to their laboratories if required.

Responsibility for safety

All students must enroll in Student Accident Insurance (GAKKENSAI) and Personal Liability
Insurance for Students (GAKUBAI) prior to the beginning of the internship program.

Additionally, students are accountable for managing accidents, illnesses, etc. that occur during the
program on their own discretion.

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

Students traveling 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 staying 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 similar actions for their safety.
*https://www.ezairyu.mofa.go.jp/tabireq/)

For further details, please refer to lll. Supplementary Information Relating to the Internship Program,
3. Points for students traveling abroad.

Confidentiality and personal conduct

All information obtained during the internship from the host organization/institution must be treated
as confidential. Students must refrain from disclosing any confidential information about the host
organization/institution acquired during the internship. It is crucial to exercise extreme caution, as
the host organization/institution may seek compensation for damages resulting from any
unauthorized disclosure of confidential information by the student. While these matters are outlined
in the “Internship Program: Memorandum of Understanding” (Form-1), additional details regarding
confidentiality can also be included in the "Program Agreement" (Form-3) if deemed necessary.

However, in cases where only the Program Agreement is signed due to the circumstances of the

host organization/institution, this information should be included in the agreement.

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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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. Some documents may be
submitted in online format using Google Forms, etc. The method of submission should be decided
in consultation with your academic supervisor.

From To
Ph Documen F g -(En -(50 g 2 Submission Not
aS€  format orm = g' g' m deadline otes
Form-1 Internship Program O O Month prior to the In case Japanese
Memorandum of start of the internship ;| Government Scholarship
Understanding and prior to the students apply for a proxy
signing of the seal, the MOU must be
agreement. concluded at least two
. months prior to the start of
Submit a copy after Internship
concluding MOU
Form-2 | Internship Program Survey | O O Submit prior to the
Form start of the internship
program
Form-3 | Internship Program O O} 1 month prior to the | In case Japanese
Agreement start of the internship | Government Scholarship
. students apply for a proxy
Submit a copy after seal, the agreement must be
concluding the concluded at least two
agreement months prior to the start of
Internship
Form-4 | Curriculum Vitae O O Only if submission is
required by the host
organization/institution
5 Form-5 | Pledge O O Submit when Only if submission is
= c i ith vari conclusion of the required by the host
T (Compliance wi n various agreement. organization/institution
3 rules to Internship
s institution)
©
Form-6 i Advance Travel Cost O O 2 weeks prior to the
Survey Form internship
Form-7 | Request for Account O O 2 weeks priorto the | | unjversity provides travel
Registration and the internship expenses via bank transfer,
Transfer of Funds to a account registration is
Personal Bank Account necessary. If your account is
already registered, no need
to resubmit. If using the
account registered with TA,
TAS, RA, RF, OA, separate
registration is needed
through this request. Obtain
the form from your lab.
Form-15 ;| Pledge O O When overseas Required for internships
. training is confirmed. :lasting three months or
(For traveling abroad) longer overseas.
Supervisors need to submit
this form to the GSGES
office along with the original
agreement after it is
finalized.
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Phase format Form 3 g g o deadline References
7] 7]
g8
Free Internship Start-up Report | O O Within 7 days after gggggirtntigeaﬁe gLrjtptgo'iRﬁ] g
the internship starts supervisors about the status
of internship. Student name,
date, host institution, and
contacts are needed.
Form-8 | Request for amendment to O O As soon as tshl:ebgngiggr%aesn? g(f)glf}%r;%?s in
the Internship Program possible if there are content, such as program
any changes period or content.
Form-9 | Internship Program Survey O O Submit after the on-site
Report guidance
g Form-10 ! Internship Program Daily O O ES;{A%S,[R?%%Srgfnrggﬂgc?ﬁiljy
= Study Report (Word) the same kind of report is '
a required by the host
= organization/institution,
z students can substitute the
3 report for this form.
% An Excel version of Form
© 10-1 is also acceptable.
Please consult with your
academic advisor as
appropriate.
Form-10- { Internship Program Daily {O!{ (O Same as Form 10 above.
1 Study Report (Excel)
Form-11 | Internship Program Interim | O O Submit once during | Prepare a mid-term report
Report the internship detailing the progress and
program (around | outcomes of the internship
half period has program.
passed). Note: Not compulsory for
students participating in short-
term internship programs.
Form-12 | Internship Program O O Submit within Summarize the overall
Completion Report seven days upon  iachievement and feedback of
completion of the | the internship program and
internship program system
Google i Submission of Internship | O O Refer to the Form-11,12, Appendix-1,2 can
Form Program Reports submission period | be submitted using the Google
of each form, or form.
appendix. E—
I Form-13 | Travel Expenses Report | O O Submit within Only when needed
@ seven days upon
= completion of the
& internship program
. Form-14  Intemship Program O O Internship To be completed by the
5 Evaluation Form supervisor: within | intermship supervisor, and
14 d confirmed by the academic
ays upon supervisor(s).
completion of the
internship program.
Academic
supervisor(s): by
the grading
deadline for each
semester.
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Document S 2P @9 Submission
Phase ™ format Form 283 380 deadline References
S 2 iTw
[ [
g 8
Appendix- Internship Report O O Within 1 month Only for students who have
1 (Achievement summary) after the internship S?(%?;?:‘ed&a"g?ng:i;g%%ay
Free program accomplishments
format referring to Apprendix-1.
Apprendix; Preliminary master’s O O Confirm the Only for students who have
- research report submission due completed a short-term
date and program.
fForrerﬁat submission method | symmarize the program
with the achievements, provide an
supervisor(s) outline of preliminary research
report, research progress, and
a research plan referring to
Appendix-2.

If a student plans an internship program at more than two organizations/institutions, they must 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 program are required to report the contents of
preliminary research report for thesis with a focus on their Internship Program involvement.

mPresentation time
* Master's Program
Long-term Internship Program: Presentation15 minutes, discussion 5 minutes
Short term Internship Program: Presentation 12 minutes, discussion 5 minutes
* Doctoral Program
Presentation 20 minutes, discussion 10 minutes
mLanguage
* Presentation: English or Japanese
* Presentation slides: English or both English and Japanese

11. Grade assessments

Grades are evaluated by supervisor(s) and the internship program committee. If a supporting
academic supervisor has been assigned to the student, they will also be involved in the assessment.
The grading assessments are primarily based on the following criteria:

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

Reports Submission deadline Submission method
Internship Program Survey Report By the grading deadline Attach to Google form
(Form-9) for each semester
Internship Program Evaluation Form Internship supervisor* : Internship supervisor™ : to
(Form-14) within 14 days upon academic supervisor(s)

completion of the

internship program Academic supervisor(s)

: attach to Google form
Academic
supervisor(s) :

by the grading deadline
for each semester

Documents submitted by students to By the grading deadline Attach to Google form

their supervisors for each semester

Internship Examination Evaluation By the grading deadline The Google form URL is
Google Form (Internship Program [) for each semester available in the Faculty and

Stuff Groupware
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Reports Submission deadline Submission method

Internship Report/Preliminary Master’s By the grading deadline

Research Report Evaluation Google for each semester
Form (Internship Program 1)

Evaluation Google Form (Only for By the grading deadline
doctoral program) for each semester

*The academic supervisor(s) request internship supervisor to complete “Internship

Program Evaluation Form” (Form-14). The internship supervisor evaluates the intern’s
attitude, achievements, the internship program system, etc., and submits the form to the
academic supervisor or the supporting supervisor.

The following documents must be submitted in digital format. (The Google Form URL is
available on the Faculty and Staff Groupware.)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 Program Evaluation Form
(Form-14), Internship Report (Long-term internships only) , Preliminary master’s research
report (Short-term internships only)

Note: The following grades must be submitted via Google Forms.

Internship Examination Evaluation (Internship Program [): Master’s program, Internship
Report/Preliminary Master's Research Report Evaluation (Internship Program Il): Master’s
program, Evaluation: Doctoral.

2) Internship Program | (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 Il (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. 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. Specified number of times of attendance to internship
debriefings (including their own presentation) will be required. Details will be provided on KULASIS.

4)  Internship Program (Docter’s program)
As with the master's program mentioned above, consult your academic supervisor for instructions
on when to give a presentation.

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 environmental management. Especially, doctoral
students are expected to have 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 program committee.

4) The required years of work experience and presentation outlines for the examination are as follows.

14
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Program

Period

Work-experience

Presentation

Oral
examination

Notes regarding
the approval

Master

Long-
term

Three years or more

Short-
term

Two years or more

15 minutes

5 minutes

Credits for Internship
Program | will be
granted based on
application documents
and presentations, and
‘P’, pass, will be
indicated on the
transcript. For
Internship Program II,
credit acquisition and
grading methods will
follow the syllabus,
except for the
Internship Report,
which will be assigned
full marks.

Doctor

Five years or more
Note: partial waiving
may be allowed for
students who have at
least three years of
relevant work
experience.

20 minutes

10 minutes

Credits for Internship
Program will be granted
based on application
documents and
presentations, and

‘P’, pass, will be
indicated on the
transcript.
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lll. Supplementary Information Relating to the Internship Program

This section offers additional information on several 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 the 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

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

mDuring 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
hlis/r]lcer academic supervisor(s) and the internship supervisor on any points that require
clarification.

m Points to be checked at the end of the internship
Students should express their gratitude to the internship supervisor at the host
organization/institution and all other people directly involved with the student’s participation in the
program upon completion of the internship program. Students should inform all people 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
workspace they have used before leaving.

18



HIMRATIRER IC D W T IRt CTRENA 2 EK T 5 2 L,

) FHioFAaH, KAl

2) HHFAESRT

3) HBUCPEHRT 2E DKL, FEhn, HIEL

4) FHoJFRE

5 HEORE., HEORE

F 72, RRICER L CIEFERNCHREHRE S L O RRSth & T icHiET 2 2 &,

70 - KEZORICRADELEYERE L 25HEA1L, HMEZHhB LIREST 2R CHEDH DR
REFICTEIT 228, ZOER, HEMEARE YD 7o EGERHMNICBRE S 2 HREAFKAE L 725
alE, A v2—ViMERBRICIEEOMEI 2K Lz Zhns 2 L LT 5,

RERICOWTIE TV, KEGERR - BERERR - 2 oftofiR] 223252 L,

3. BAICEMT RES

1) A v 2=V IHMEREIET 2856 (4 v &2 — v iHEIEF oA R Z &) 13, A5 [

SERICBE 3 2 L RF9 & | 2T 52 L,
7n¥. KUIESM I X 2N EMUE O AT - fid, IFRE X VIRIBI W7 -2 %tic, &
BHCANT 2720, fREAE,

2) EYIREFEOEMFHIC OV Td, HEHE - XRIEEHE MBS ERHE O R 2 E &
Bo, FENICRBZ D > (R ED L Z L,

3) NIFAFELRET 2N LRERE TR T2 28, £, EMFH OISR - HRRE I
BEFBLDBEMICHETNLT 228, ThICFAET 2 DI TDOA v 2 — Y PHE DT
B L 7zRER T, [ANERTER S (BkX-15) J&2ER L. REE~RIET 2 C &, (REEIERE
EHiiEte. WAL & D ICHgEE X » BuEEhc i)

4) R - BIRE R ERIROWmIMRITEERIRICH I (BPE2RECHE 2 Eiid 2558 D
&) L. MAGEOE 2 HFED 2 B8RRI ClcBBEH~ R 3T 5 & (REBREME [TV, KER
ELRfR - BHE R TIRR - Z oo 22 Ro L),

5) WINEMUHRIA 8 » A LG EICIITER R ERE T 5 2 &, REFELHM. FiaLEA
FHEPRELZGAOLREBMED -, W TOEFARE ) XE, RE~NEES Z L,
WH, 454 HP (http:/www.mofa.go.jp/mofaj/toko/todoke/zairyu/) % WD Z &, 3 » H Al
DEEHIC O INFEEIMVRITESR [7-0°L ¥ | (https!//www.ezairyu.mofa.go.jp/tabireg/) &
kg zzk, (200 IZHAEDR)

6) N CORENER b T T ARISIC O WTIE, BUFRSLHEINRITEtEO 4 icd — M 7Z1E
WA Eio T 0T, FENCHEREL THL 2,

4, EAIICETZBEFAAZEOREICAT 2HEREE
FE| NTHE BB ~ @ 8 13 EH R E A AT 2 2 L 2 il L 32, SEgEAtoEM %%

FIFS 2 58, FAEEG RS CEWE2BAT 2 -0 1 3LBFEIAE | ORTE2Z T 2 L8R D 3,
HFEHEIUTO LY TH B,

1) EYEEHEA LI L 72 2 Ho 28T E cic, ArEMR GEFAFAERMAHEEE) c. HEFHIE
ZHHEL L CHUOSBMEE DR b L —Y (URL (3ERAMNICRLH) ~2H3 2 (Bkxlix. KULASIS &
vva— o4 v Ex—viHEREr O XY v e — ViR

2) WHEHAR th O WHEFTEH, FHERAR, E{EH, WERES % 1) COHRAANEDL LEHEL 2854
i3, FRRD L CHBERITY 2 &,

19


http://www.mofa.go.jp/mofaj/toko/todoke/zairyu/
https://www.ezairyu.mofa.go.jp/tabireg/

3.

2. Response in the case of accident or trouble

In the event of an accident or trouble, regardless of whether students are the victim or the
perpetrator, promptly contact the internship supervisor at the host organization/institution and the
academic supervisor(s) and follow their instructions. Additionally, carefully review the procedures for
Gakkensai and Gakkenbai (ot Gakubai insurance for international students), and report the incident
to the insurance company without delay. Students are required to enroll in accident insurance and
liability insurance; however, failure to report may result in denial of insurance payouts.
[Procedure for Filing Insurance Claims]
(Reference: University Website)
https://www.kyoto-u.ac.jp/en/current/campus-life/health-management-and-insurance-1/insurance-
programs-for-ku-students/insurance/saigai/shiharai

Type of Insurance Contact for Reporting Accidents
Gakkensai Accident Notification System (in Japanese only):
https://f. msgs.jp/webapp/form/15429 Ivw_1/index.do
Futaibaiseki, Gakkenbai: Contact Tokio Marine Nichido School Insurance Desk
(For Japanese students only) Tel: 0120-868-066
Gakubai: Contact Co-op Insurance Center
(For international students only) | Tel: 0120-16-9431

For overseas travel insurance, contact the contracted insurance company with the details below.
1. Date and time of the incident

2. Location of the incident

3. Names, ages, and contact details of those involved

4. Cause of the incident

5. Extent of injuries or damages

Additionally, consult thoroughly with your academic supervisor and the insurance company before
any settlements.

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 wa%/s 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.

For more information on insurance, please refer to "IV. Insurance Coverage for Students
Participating in the Internship Program".

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". The submission of
the Overseas Travel Notification via KUIESM is not required, as the GSGES administration office
will input the data based on information provided by the laboratory.

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, iliness, etc. while overseas. To show agreement to this
paragraph, students must submit Pledge (Form-15) concerning overseas travel to laboratory as
soon as their travel to overseas countries is confirmed.f{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, including cases where
international students conduct program in their home country. (See Section IV: Insurance
coverage for overseas internship study).

5) 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. To confirm the safty
of students in case of emergencies like natural disasters, incidents, and accidents, let your
laboratory know your address in the visiting countries. Those less than three months must
re%;ister Ministry of Foreign Affairs (MOFA) Overseas Travel Registration éTabi-reji*, in Japanese
only. All international students should also take 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.
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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 discount students 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 designated storage specified in the
form 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, and
commutation route is changed after application, students are required to make an application
again.

Note1: It takes time for the university to issue a commuter certificate because the university needs
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 issued in time.

Note2: If the host organization/institution covers 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 requirement by yourself in advance before you proceed
with this application.

22



IV. KEEERR BESERER - DMK

1. ZEHYERRKEGERR(ZHK]) - FHKTFRETTRR(FHAE]), BLUPERES

EREE (BFE) OMAICDOWT

WHEAERLOL L TA v 2 — VIHESEOBE - UGB 2175 7201, BERETH 2 [HERE
WF7E S EGERRCEFR) | &, BEEMMRRTH 5 [ SRR E B TR BRCAED | ~D AR
RRIRCTH %, b, BEEZ, [PEEBNEEFEEERREADI) ] &, [FEBERTRBR (BG
mFEFEE) ] WAL R id e o 70,

A vz —vied (HEBBIC 351 2 E50EED) 13, [PEBE MR K EGERBRCETL) ] o [1E
AR TN T 5, Lo T, A v Ex—VIHERICIHE R o 72 KFIT o T, RILRBHIZ D
HPAN CIRIBEE Db D, T2, 4 v 2 —VIHERICANIC T R S22 0, Ao MY % EiE

L7cZ &I &k ) gz it Lo BERE L, AR IEEERRCH 5 [T SN T R AR R
CEWHED | 3 XU TERMEREERIR] X > THiff T h s,

INHDREEICONWTIIAZEFHFFICIMALTWARIZTTH 20, AB—KINMADEASIZ. BEAF
Brafroce (FHIE LTETECOMMZ 3 ELCHLALZ &),
B, ZOMBERABTICOVWTELLEZ ZWEAIL. Fidcllvwdbesd &,

[N ICBE T 2 VA b eok]

RERDIESE RWahEsE BaES
FREBEMRKEEFGERBCATE) | BEHEE - A4 SRR AR | 0757753-2533
P SN i B (B B A PR IR (S T ) JEA:

PR EEERBR HERAERRGETR Y a v 77 | 075°771-6211

2. BHICEMT HEEOMRRIMAICONT

HBRERIGAAEE - S2E Tl 224 - BIBRBFEOWINENRFIC BT 2 Nl O HE~DXf GO —ER L L
T, HERT7A 7 v 7 fElEREIR Y AT LA L CTw3, 2o [fEERRY AT 4] Tl
Rl o HREF AW O IR - BUBEEITEBH O - BRERELSEOTI WAL D& — e 2
fRftxn s,

[fEHEHIES AT L] O — A% T 2720I10id, RNRE & 20 AT ERBIC
MALTWE ZeREFICkhsd, 4 v 2 — viHETHI~EMT 2 BRI iE, AT OE %27z L7
WAVRITE SRR IC L TMA (FEEBRECMELZ EfT 256 88) 52L& (EAEH),
(7 vy b 71— PRSI A

3. WHERG 2 BETE CIOMRITEERROME (5) 280~ 2 2 ik
BEHAXVR - F Vv T =2 aVETRHERTS),

<Fff>

AT 2 ERBEE I HARICEADL S 2 kAt Tch 52 &

(5] = ATU fRB 1, = — R EERRR S, XA AT RN 2R R)

IR - RIREH P EFIR AL I hTwas 2 &

- HAZHET 2 H2 L HA~DOREHZ&EATMAT 3 2 &

X AFOWUEEH B EHO LD Y —XF T, BNV 7Ly bIIERBFENCHRE.
Web U v 213 KULASIS OHIBREREEE&F—L> Ky v o — Pt L T30 T
FERRS % 2 &0 FMEKICMAL TR WG, CORMOTHET 2 LATER
WV, 4 VR —VHER Yo IEHRBTh L, FETEHIE IR EIE cHiEI NG, 72,
B EOREEMOBICHFIHCTE 5, (HL, FAEENMOEE T AWK OHiE %
HbETRIFEZLIITERY)

23



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 (GAKKENSAI)” (*1) and the “Student
Liability Insurance (GAKKENBAI)” (*2). 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 research 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 research 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 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 enroliment. If you haven’t bought the
insurance, make an application immediately. In principle, students are required to buy both insurance
plans which cover them until graduation.

Contact information is as follows.

[Contact for inquiry ]

Insurance Contact TEL
Student Accident Insurance
GAKKENSAI i ivisi i
( : )” theStudentAﬁaws_D|V|s_|on,onYosh|da 075-753-2533
Student Liability Insurance | Campus, Kyoto University
(GAKKENBAI)
Personal Liability Insurance | Clock Tower co-op shop of Kyoto 075-771-6211
for Students (GAKUBAI)” University Co-op

2. Insurance cover for overseas internship study

GSGES is currently registered as a member of Japan IR &C Corporation Support System. This
system assists universities by preparing students for contingencies overseas, providing support for
individuals who experience accidents, sickness (including mental health issues), or require help while
in foreign countries.

Students participating in overseas internship programs or those instructed to participate in overseas
travel by the host organization/institution, must purchase Overseas Travel Insurance at their own
expense that satisfies the following requirements (Travel insurance with a credit card is not allowed).
This also applies to international students conducting programs in their home country.

Submit a copy of Overseas Travel Insurance Insured card to the GSGES administration office two
weeks before the start of your internship program. (The submission destination will be provided during
the guidance or orientation sessions.)

(Requirements)

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

-Unlimited cover for medical and rescue expenses is guaranteed.

+Ensure to enroll from the day you leave Japan until the day you return to Japan.

s Reasonable cost because KU comprehensive discount can be received. lts pamphlets are
?\(Jaﬂlzgllesat GSGES office, and the information can be also accessed from GSGES Web site of
Students who join “Personal Accident Insurance for students pursuing Education and Research
(GAKKENSAI)” can join this insurance “Futai Kaigaku.” During the internship program,
GAKKENSAI covers death benefit. This “Futai Kaigaku” insurance is available for private trip
such as sightseeing.
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(Remarks: You can't get compensation from GAKKENSAI when you go abroad on a private trip)

3. Handling of accidents

In the event of an accident, regardless of whether you are a 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 out 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. By laws 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 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 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 Curriculum Guidelines.
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By laws 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 Curriculum 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 Sl 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-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 Sl 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 (in case of the master’s
program)

Semester

Implementation
category

Determine the
program details

Intern

Academic supervisor

S39S9

Student and academic supervisor will discuss and plan the program and select an

institution/organization.

Student, academic supervisor, internship supervisor will discuss determining the

program details.

Report program details. (provide additional
reports as decisions are made) *1

Internship program survey form
(Form-2) =)
1st Internship program Memorandum of
understanding (Form-1) =
Before Internship program Agreement (Form-3) »
internship
(For overseas internship only)
5 overseas travel insurance 3
@ certificate
2
= (For overseas internship only) »
©
o pledge
§ * Internship program daily study
Q
3 _ report (Form-10)
_ During + Internship program interim report 0
internship (Form-11)
On-site guidance
* Internship program completion
After report (Form-12) N
internship | - Internship report / Preliminary
Master’s research report
* Internship program evaluation form (Form-14)
2nd + Evaluation form of oral examination
+ Evaluation form of internship report
Evaluation of grades + Documents from intern
(Internship | & I1) *2 [+ Internship program survey report (Form-9)
»¢At the time of grade + Internship program daily study report (Form-10) -
scoring in a‘;p"cab'e  Internship program interim report (Form-11)
semester
* Internship program completion report (Form-
12)
* (Long term only) Internship report
- + (Overseas internship  only) Pledge
Discussing and deciding the | Report the presentation schedule.
o presentation schedule and »
3rd Debriefing content with the supervisor.
session*3

(Short term only) Preliminary Master’s
research report

?

* In addition, submission of documents may be required as needed. (Ref: I .9 ‘Required reports’ and 11 'Grade
assessments’.
+ The basic flow for the doctoral program is similar to that of the master's.

*1 : Please confirm the details no later than one month before the start of the program. However, in the case of requesting

a MEXT scholar's proxy seal application or applying for Jasso scholarship, please confirm the details no later than
two and a half months in advance and report accordingly.
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*2 @ Internship Program Il will be graded after fulfilling all the requirements.

*3 : For the doctoral program, the Internship Program will be evaluated for grading after the debriefing session.
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