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Appendix No. 3

PROFESSIONAL INTERNSHIP CARD AND LOGBOOK 
SECURITY Bachelor’s Degree

Name and surname of trainee

…………………………………………………………………………………………

Register number: ……………………
Type of study: full-time/part-time*
*Please check the appropriate


…………………………………………………………………………………………
company name 

…………………………………………………………………………………………
address
…………………………………………………………………………………………
taxpayer identification number (NIP) national business registry number


Duration of student/professional internship from 	.............................. to ............................... 
							day/month/year	day/month/year

Number of hours of completed internship: .................

To be completed by the internship provider/direct supervisor/internship supervisor

Designated internship supervisor/manager (from the internship provider):

…………………………………………………..				…………………………………………………..
Name and surname 						Position

…………………………………………………..				…………………………………………………..
Contact email						Direct contact phone


The business area/department/organisational cell in which the internship took place:
……………………………………………………………………………………………………………………………………………………………………………
Primary responsibilities of the Intern
· ………………………………………………………………………………………………………………………………………………………………
· ………………………………………………………………………………………………………………………………………………………………
· ………………………………………………………………………………………………………………………………………………………………
· ……………………………………………………………………………………………………………………………………………………………..
· ………………………………………………………………………………………………………………………………………………………………

The framework programme of the internship - the substantive scope (the substantive scope is determined by the internship supervisor for a given field of study before the Student undertakes the internship)
Please check√ for areas pursued during the internship 
(to be completed by the employer)

	√  
	Framework programme of the internship – scope of content 

	
	Develop documentation, plans, prepare reports for the organization's operations.

	
	Analytical activities, including creating analytical reports as required by the intern.

	
	Participation in planned team activities, possible participation in their planning.

	
	Participation in the communication process between the organization and its external environment: institutional and market.

	
	Participation in the organization's internal communication processes.

	
	Contributing to the projects and/or statutory activities of the organization.

	
	Social and ethical actions based on an organization's mission and vision. 

	
	Participation in development activities and/or implement innovations within the organization.

	
	Performance of other tasks assigned by the internship provider as part of the duties assigned to the trainee position, especially those related to the application of knowledge about decision-making, communication and negotiation processes in the work environment, as well as the identification and analysis of hazards and risk assessment in the security area.





Assessment of the apprentice by the internship provider (manager/supervisor)

* The questionnaire is an integral part of the documentation confirming that the Student has completed the internship at Civitas University

I. How would you rate the level of job satisfaction of the intern/trainee?

	








II. Assessment of the interning Student's competencies

Using the response scale below, please rate each element of the Intern's work.

low        average        high            not applicable 

1. creativity, independence in solving problems
low        average        high            not applicable 

2. ability to work in a team

low        average        high            not applicable 


3. discipline and punctuality

low        average        high            not applicable 

4. planning and organising work

low        average        high            not applicable 

5. decision-making skills

low        average        high            not applicable 

6. ability to think logically and critically

low        average        high            not applicable 
7. managing yourself under stress
low        average        high            not applicable 

8. effectiveness in communication
low        average        high            not applicable 

9. ability to adapt to change
low        average        high            not applicable

10.  willingness to independently develop skills and deepen knowledge

low        average        high            not applicable



III. Detailed assessment of the apprentice's knowledge and skills

1. How would you rate the level of theoretical preparation of the Civitas University student to perform tasks during the internship?

low 		average 		high

2. How would you rate the level of practical skills a Civitas University student needs to perform tasks during the internship?

low 		average 		high

3. How would you rate the level of knowledge and skills of the intern/trainee in the following areas: 

a) Knowledge of and ability to apply laws and policies of the organisation (e.g., status, bylaws, the scope of activities, the authority of individuals).

low 		average		   high		 not applicable

b) Knowledge of and ability to apply the organisation's business strategies, market communication strategies and industry specifics. 

low 		average		   high		 not applicable

c) Analytical activities, including the creation of analytical reports to the extent required by the internship provider.

low 		average		   high		 not applicable

d) Develop documentation, plans, prepare reports and perform analysis for the organisation's operations.


low 		average		   high		 not applicable


e)  Participate in the team's planned work, possible participation in its planning

low 		average		   high		 not applicable

f) Participate in the communication process between the organisation and its external environment: institutional and market. 

low 		average		   high		 not applicable

g) Participate in internal communication processes within the organization. 

low 		average		   high		 not applicable

h) Participate in development activities and/or implement innovations in the organization.

low 		average		   high		 not applicable

i) Contributing to the projects and/or statutory activities of the workplace.
low 		average		   high		 not applicable

j) Social and ethical action based on the mission and vision of the organization.
low 		average		   high		 not applicable


k) Performing other tasks assigned by the employer as part of the duties assigned to the trainee position, especially those related to the application of knowledge about decision-making, communication, and negotiation processes in a security environment.

low 		average		   high		 not applicable



IV. Based on your experience working with students in internships, please provide any suggestions for changes/additions to the programme.
Your comments will be a valuable guide in shaping the competencies of our students that are desirable on the job market. 

	





To be filled in by the interning Student  

Weekly log of activities performed during the internship
(to be filled in by trainee)*
* When describing the tasks performed during the internship, we recommend that you use language appropriate to the field of study in your internship log (see: Internship Framework and Implementation of Learning Outcomes)
(recommended filling on the computer)

	WEEK
	DATE
(from-to)
	DESCRIPTION OF ACTIVITIES PERFORMED
	SIGNATURE OF THE DIRECT SUPERVISOR (MANAGER)
INTERNSHIP SUPERVISOR
	NUMBER OF
HOURS

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	7.
	
	
	
	

	8.
	
	
	
	

	9.
	
	
	
	

	10.
	
	
	
	

	…
	
	
	
	

	
	Total hours:



Internship Report
Please describe at least 2 tasks you performed during your internship related to your field of study. 
To complete this section, you can use the "Implementation of Internship Learning Outcomes" table and/or write the names of projects completed, materials published, awards received, etc.

	





    ………………………………………………………
signature of trainee
I consent to the processing of my personal data to conduct research into employers' expectations of students/graduates (following the Personal Data Protection Act of 10 May 2018 (Journal of Laws 2018, item 1000) and following Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016 on the protection of natural persons concerning the processing of personal data and on the free movement of such data and repealing Directive 95/46/EC (GDPR).

........................................................................................ 
Signature of the internship supervisor from the internship provider
Signature/stamp of the internship provider

Student's assessment of their internship*

* The questionnaire is an integral part of the documentation confirming that the Student has completed the internship at Civitas University

1. Please describe your expectations before beginning your internship.

	




2. Please determine the extent to which these expectations were met during your internship.

very low		low 		average 		high		very high

3. Please indicate the extent to which you have used the knowledge, skills and competencies you acquired during your studies in the course of the internship.

very low		low 		average 		high		very high

4. Please indicate to what extent the internship improved your knowledge of future work in line with your field of study.

very low		low 		average 		high		very high

5. Please specify to what extent the internship made you more competitive in the job market.

very low		low 		average 		high		very high

6. Please indicate any areas of knowledge, skills and competencies during your internship that you think should be developed more during your studies, e.g. specialised classes, tools, programs, trainings or workshops.

	





7. Please evaluate your internship experience.

a) Workplace organisation and available tools.

very low		low 		average 		high		very high

b) Availability and support from the internship provider's supervisor during the internship.

very low		low 		average 		high		very high

c) The degree to which the tasks performed matches the field of study.

very low		low 		average 		high		very high

………………………………………………………
Trainee's signature


To be filled in by the Department Head or the internship supervisor 

The realisation of learning outcomes during the internship (particular learning outcomes with their description and symbols are completed by the mentors of the internship in the given field of study)
Please check√ for areas pursued during the internship 

	SKILLS

	√  
	Practical skills
	Symbol
	Learning outcome

	
	the student is able to correctly interpret dilemmas appearing in the professional work, to propose solutions and to cooperate with others to resolve them, taking into account knowledge concerning the principles of working out solutions in in the field of protection, safety, and order
	SM6S_U01
	can correctly interpret events in the area of public safety and order, as well as private security.

	
	analyses information and draws conclusions based on it, and is able to critically assess the security situation as part of the activities carried out during the internship, and proposes appropriate recommendations for action in this regard, applying knowledge in the field of threat identification and analysis, and risk assessment in the area of security.
	SM6S_U09
	analyzes proposed solutions to specific problems and suggests appropriate solutions



	SOCIAL COMPETENCES

	√  
	Practical skills
	Symbol
	Learning outcome

	
	has the competence to perform professional roles responsibly, including observing professional ethics and requiring others to do so, with particular attention to dilemmas in intercultural communication when necessary
	SM6S_K06
	has the competence to perform professional roles responsibly, including adhering to professional ethics and requiring others to do so

	
	has the competence to perform professional roles responsibly, including caring for the welfare of the employer and co-workers
	SM1_K07
	has the competence to perform professional roles responsibly, including taking care of the achievements and traditions of the profession




Internship Pass/Fail

………………………………………………………
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or Internship Supervisor
on the part of the Department
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