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Appendix No. 3 
 
PROFESSIONAL INTERNSHIP CARD AND LOGBOOK  
MANAGEMENT SECOND CYCLE 
 
 
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 - the scope of content  

	 
	Gaining knowledge of the specifics of working in an organisation of a given size, operating in a specific industry, taking into account the organisational behaviour prevailing at the company. 

	 
	Gaining knowledge on the current organisational status reports (non-classified or confidential) and the methods of their compilation and analysis. 

	 
	Gaining knowledge on the most essential elements of the organisational culture of the organisation in which the internship is taking place. 

	 
	Gaining knowledge of the primary data sources and learning how to interpret them. 

	 
	The intern will learn applicable information systems and data analysis for the organisation and interpret data. 

	 
	Gaining knowledge of the entity's marketing strategy and current trends and tendencies in terms of market expectations is directed to the organisation because of its product and/or service. 

	 
	Gaining knowledge of the structure of the organisation and the processes and activities undertaken in the organisation concerning internal and external customers. 

	 
	Gaining knowledge on the connections and relationships between external and internal clients. 

	 
	Gaining knowledge on advanced methods of strategic Management. 

	 
	Gaining knowledge on the advanced methods of measuring the effectiveness by purpose. 

	 
	Gaining knowledge on the control and monitoring systems on a project-specific or organisation-wide basis. 

	 
	Using the budgeting and financial control methods as part of project management within an organisation. 

	 
	Learning the specific competencies of a managerial position at any level in an organisation. 

	 
	Intern's knowledge of the manager's approach and actions regarding the organisation's products and/or services. 

	 
	Introduction to concepts in organisational leadership. 

	 
	Learning the key parameters of communication in a multicultural environment. 

	 
	Understanding the importance of interpersonal communication, particularly the connections and relationships between the various employee groups/teams that make up the organisation. 

	 
	Gathering knowledge on designing communication in an organisation, including using Design Thinking. 

	 
	Learning the process of recruiting new employees to the organisation. 


 
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. 
 
very low		low		average	 	high		very high	not applicable 
 
1. creativity, independence in solving problems 
 
very low		low		average	 	high		very high	not applicable 
 
2. ability to work in a team 
 
very low		low		average	 	high		very high	not applicable 
 
3. discipline and punctuality 
 
very low		low		average	 	high		very high	not applicable 
 
4. planning and organising work 
 
very low		low		average	 	high		very high	not applicable  
5. decision-making skills 
 
very low		low		average	 	high		very high	not applicable 
 
6. ability to think logically and critically 
 
very low		low		average	 	high		very high	not applicable 
 
7. managing yourself under stress 
 
very low		low		average	 	high		very high	not applicable 
 
8. effectiveness in communication 
 
very low		low		average	 	high		very high	not applicable 
 
9. ability to adapt to change 
 
very low		low		average	 	high		very high	not applicable 

 
III.  Detailed assessment of the intern'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? 
 
very low		low		average	 	high		very high 
 
2. How would you rate the level of practical skills a Civitas University student needs to perform tasks during the internship? 
 
very low		low		average	 	high		very high 
 
3. How would you rate the intern's level of knowledge in the following areas:  
 
a. Planning and organising activities in the organisation - using competencies and tools of strategic Management time management (schedules). 
 
very low		low		average	 	high		very high 
 
b. Efficient teamwork - using competencies in teamwork, human resource management, and self-management. 
 
very low		low		average	 	high		very high 
 
c. Practical aspects of project management (exposure to at least one aspect of the project(s) in the organisation). 
 
very low		low		average	 	high		very high 
 
d. Assistance to the organisation in managing the economic aspects of its operations. 
 
very low		low		average	 	high		very high 
 
e. Supporting the organisation in the areas of marketing and PR 
 
very low		low		average	 	high		very high 
 
f. Obtaining, processing and analysing data and information about the organisation and selected elements of the organisation's closer and further environment (using appropriate tools). 
 
very low		low		average	 	high		very high 
 
 
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. 
	 
	 
	 
	 

	11. 
	 
	 
	 
	 

	12. 
	 
	 
	 
	 

	13. 
	 
	 
	 
	 

	14. 
	 
	 
	 
	 

	15. 
	 
	 
	 
	 

	16. 
	 
	 
	 
	 

	17. 
	 
	 
	 
	 

	18. 
	 
	 
	 
	 

	19. 
	 
	 
	 
	 

	…………. 
	 
	 
	 
	 

	 
	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  
 
	KNOWLEDGE 

	√   
	Practical skills 
	Symbol 
	Learning outcome 

	 
	Acquiring comprehensive data and information on the practical aspects of an organisation's operations - both in the context of its immediate and distant environment and from a national and international perspective. 
	Z7S_W01, Z7S_W02, Z7S_W05, Z7S_W08, Z7S_W09 
	Students will deepen their knowledge in practical aspects of organisation/enterprise functioning on domestic and foreign markets, particularly in structures and mechanisms of organisation functioning and organisational behaviour. 


 

	SKILLS 

	√   
	Practical skills 
	Symbol 
	Learning outcome 

	 
	Application of acquired data and information to specific tasks in the organisation by the student. 
	Z7S_U01, Z7S_U04, Z7S_U05 
	The student can use theoretical knowledge and obtain data to accomplish specific tasks in a given organisation or enterprise. 

	 
	Taking appropriate action for tasks received by the intern and completing them effectively. 
	Z7S_U02, 
Z7S_U04, 
Z7S_U11, 
Z7S_U12 
	The student correctly identifies and implements activities related to the internship scope. 

	 
	Applying competencies learned in the course of study to the tasks and instructions received by the intern during the internship. 
	Z7S_U02, 
Z7S_U03, 
Z7S_U06, 
Z7S_U07, 
Z7S_U08 
	The student applies the acquired skills in practical activities in a given organisation  
or enterprise. 

	 
	Operating in groups/work teams. 
	Z7S_U04, Z7S_U07, Z7S_U10 
	The student interacts and works in a group, actively assuming various roles. 


 

	SOCIAL COMPETENCIES 

	√   
	Practical skills 
	Symbol 
	Learning outcome 

	 
	Initiating actions to take advantage of identified opportunities for the intern to make positive changes in the organisation. 
	Z7S_K02, 
Z7S_K03 
	The student demonstrates an active and entrepreneurial attitude in the organisation/ enterprise and the labour market. 

	 
	Awareness of the need to communicate effectively in a diverse organisational environment (vertical and horizontal communication, multicultural communication, etc.). 
	Z7S_K01 
	The student can communicate in a team,  
in a new work environment,  
and in a multicultural environment. 


 
Internship Pass/Fail 



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