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I. Purpose: 
The purpose of this policy is to establish a formal and structure Internship Program offered by DuPont Taiwan to attract those interested University/Graduate School students by providing learning and training opportunities while contributing to the business needs so that we will support young talent development to enhance academic collaboration and strengthen DuPont Taiwan Corporate Social Responsibility commitment. 
II. Application Procedure:
1) A communication email will be sent from DuPont Taiwan respective Site HR Managers to all employees, prior to the desired internship period, to collect the Summer Intern requirement based on business needs once or twice per year.
2) Eligibility Requirements: 
    - Interested University & Graduate School (both Foreign and Country’s) students or
    - Recommended students from DuPont employee’s children, relatives, friends or 

Customers
3) Approval Process:

After consolidate Summer Internship requirements, the Site HR will work with Country Business Heads to get approval from business or function and Country President based on reality and/or business needs.
4) Internship Period:
  Summer - between June 1 and Sept. 31.

  Winter – between Dec.1 and Feb. 28 (on need basis)
III. Requirement Documents:
All internship applicants must submit DuPont Internship Application Form (Please refer to Page 3-5) to site HR prior to desire internship period.
IV. Work Practices:
1) DuPont core values must be applied to all interns.
2) The recommended DuPont employee should not in the same business unit together with the identified Interns during the internship period.

3) The internship program is normally on a full-time basis.  Interns are expected to work five days a week in the business unit/DuPont Office that has selected them, under the supervision and consultation of the identified Supervisor and Sponsor.  

4) The Intern will be employed by 3rd party appointment by DuPont Taiwan.  During the internship period, interns will be provided a NT$ 1,000 per day and receive Labor Insurance/National Health Insurance through agency.  DuPont Taiwan will provide with a desk, general office supplies, phone and computer access in the working environment.

5) The Supervisor is responsible for the content of the assignment for the intern, which should, where feasible, be explained fully to the intern prior to the commencement of the internship.  The examples of assignment include but not limited to followings: Lab Work, Office Supports/Assistant, Literature Search, Market Survey, Seminar Preparation and etc.
5) An orientation program for all new interns will be offered by the site HR and identified Supervisor at the beginning of each internship period.  The supervisor will assign a mentor to assist Interns throughout the internship period, as needed.

V. Evaluation:
At the end of the internship, the supervisor should:
· Prepare and present a written evaluation of the intern’s performance to Sponsor

· Organize a meeting with the Intern to provide constructive feedback 

· Provide a DuPont Taiwan Internship Certificate
· All related Internship evaluation documents should return to site HR for records
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	I. PERSONAL DATA

	1.Family name (Surname):


	2.First name (Given name):

	3.Gender:


	4.Date of birth (dd/mm/yy):
	5.City/country of birth:
	6.Present nationality:

	7.Nationality at birth:


	8.Present address:

	9.Telephone number:


	10.Fax number:
	11.E-mail address:

	12.Permanent address:




	II. EMERGENCY CONTACT INFORMATION

	In case of emergency, please notify:

	13.Family name (Surname):


	14.First name (Given name):

	15.Relationship to applicant:


	16.Address & telephone number:


	III. EDUCATION, EMPLOYMENT AND PERSONAL SKILLS INFORMATION

	17.Current education:

	Institution

Name, city, country
	Starting date and expected graduation date
	Degree(s) obtained/

to be obtained
	Major subject(s) of study

	
	from (mm/yy)
	to (mm/yy)
	
	

	
	
	
	
	

	
	
	
	
	

	18.Completed education:

	
	
	
	
	

	
	
	
	
	

	19.Computer skills: 
	□Word-processing   □Internet   □Spreadsheet   □Database

	
	□Web page design  □Other:

	20.Publications (if any):



	21.Languages Skills:
	Reading
	Writing
	Speaking

	
	Good
	Poor
	Good
	Poor
	Good
	Poor

	
	Mother tongue (please specify):
	□
	□
	□
	□
	□
	□

	
	English:
	□
	□
	□
	□
	□
	□

	
	Other (please specify):
	□
	□
	□
	□
	□
	□

	
	
	□
	□
	□
	□
	□
	□

	22.Scholarships/awards:



	23.Career plans:



	


	IV. INTERNSHIP INFORMATION

	24.Preferred work assignment: Please indicate the main area in which you would like to be considered for internship:




	__ Sales
	__ Technical 


	__ Marketing
	__ Operations

	__ Product Management
	__ Office Management


	__ Other (please specify):
	

	25.Please indicate the preferred internship period including the year : 

Date/month: from _________ to _________, year: _____________

	26.Other relevant information:
	Yes
	No

	a. Have you ever applied for internship with public sector in other company or countries before?
	□
	□

	b. Have you ever been arrested, indicted, or summoned into court as a defendant in a criminal proceeding, or convicted, fined or imprisoned for the violation of any law (excluding minor traffic violations)? If yes, please explain and attach the release document from the authorities.
	□
	□
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