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Policy Statement
Work experience benefits students by providing experiential learning that enhances classroom learning and prepares students for
achieving employment in their field of study following graduation.

Purpose

This policy identifies the requirements for internships as well as practicums, including how these will be established, monitored, and
assessed, and the responsibilities of students, employers, and administrators for ensuring that work experiences result in the intended
objectives.

Scope
The policy covers both mandatory and non-mandatory internships as well as student practicums. Guidelines and procedures that
adhere to the general policy will be established for each type of program.

For the purposes of defining the different student work experiences, practicums would be shorter and unpaid work experiences and
will not have a direct employee/employer relationship. Internships would be longer, paid, and the student effectively has an
employment type of relationship with an employer.

Acsenda School of Management (ASM) does not guarantee placements for students. The School will work with employers and
placement agencies to assist with placements and will provide information and advice to students on opportunities. Students will be
expected to fulfill the placement expectations which may include successfully completing an interview process and meeting minimum
academic requirements.

When a student enrolls in a work experience course, the successful completion of the work experience becomes a requirement for
their program and, therefore, their graduation. Work experiences are assessed based on program and individual learning outcomes
and may include weekly assignments, reflection papers, journal entries, presentations, e-portfolios and/or reporting requirements.
Where work experiences are included in the credits earned to award a degree, the course outline will identify the learning outcomes,
assignments, and assessment methods following the approved course outline format.

Students must have completed the necessary course requirements or, in the case of non-mandatory work experiences, have the
sufficient academic preparation to apply what they have learned in the classroom to the work experience.

Students must have the appropriate immigration and work authorization prior to completing any work experience activities.
Work experiences will be supervised and assessed by a designated Faculty Supervisor who will be appointed by the SVP Academic.

All work experiences must be approved by the Faculty Supervisor. For mandatory work experiences, an agreement must be signed by
the employer, the student, and ASM. Agreements must be submitted to the Faculty Supervisor at least three (3) months prior to the
commencement date. The agreement identifies the learning objectives as well as the responsibilities and procedures for employers,
students, and ASM.
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If paid, the rate of remuneration is set by the employer and in accordance with the employment laws and/or other legal or regulatory
requirements in the appropriate jurisdiction.

Work experiences will not be permitted in a family-run business; in any organization owned or partially owned by a relative, a friend
or the student; or in a situation where such person(s) is the student’s supervisor.

The Faculty Supervisor approves and validates work experiences and grades required for assignments, and provides guidance and
coaching to students throughout the course of the experience. The Faculty Supervisor ensures ongoing communication and feedback
between ASM, the employers and student interns.

The academic assessment requirements and learning outcomes for mandatory work experiences will be stated in the course outline.
Assessment and grading will be done by the Faculty Supervisor.

Internships that are allocated credit must be equivalent to full-time employment (normally a minimum 35-40 hours per week). The
duration of mandatory internships will be six (6) months unless approved by the SVP Academic; to be completed during one or two
academic terms. Non-mandatory internships will normally be three (3) months and not less than one month.

Practicums should be between 120 to 160 hours in duration and run for 6 to 8 weeks with a maximum of 20 hours per week. The
student should not be doing work assigned to a regular employee of the organization. Students in practicums will be expected to
undertake specially defined projects within the organization they are involved with and should expect no remuneration.

The duration of the work experience and hours of work must be strictly adhered to for the purposes of validating the work experience
and/or awarding the corresponding credits. Students are expected to adhere to all employer/project policies and procedures.

Before the work experience begins, students must inform the Program Director/Associate Director of any physical, mental health, or
other impediments that may affect their performance. During the work experience, the student must provide advance notice of any
possible circumstances that may affect their commitment to the agreement.

Failure to Complete Work Experience Course Requirements
Students who encounter problems during the work experience must immediately notify the Faculty Supervisor. Should the student

drop out or change of the work experience without the approval of the Faculty Supervisor, ASM reserves the right to invalidate the
work experience and to withhold the corresponding credits.

In the case of repeated absences, or absences lasting more than three (3) days, the employer/project manager will notify the ASM
Faculty Supervisor, and the student will be required to provide a copy of the medical certificate or any other documents attesting to
the reason for the absence.

No leave of absence will be granted for a work experience, with the exception of emergency leave which may be authorized at the
discretion of ASM.

Approved absences of more than ten working days (for illness, family problems, or other urgent matters) must be compensated by an
equivalent number of work days.

ASM reserves the right to refuse validation or to cancel a work experience agreement where the employer or the student is not in
compliance with the legal and regulatory requirements in the jurisdiction in which they operate; or if the student’s health or safety
cannot be reasonably guaranteed or if there is a conflict of interest between the employer and the student.

If the student quits or changes employers/projects without informing the Program Director/Associate Director, the work experience
will not be validated (students will be withdrawn).

Students who quit or are terminated by the employer during the course of an internship must secure another approved work
experience within twelve (12) months, or they will be withdrawn from the program.
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Students who fail to complete a mandatory work experience will be allowed to register for a second one. Failure of a second work

experience will result in withdrawal from the program.

All ASM policies apply to students who are on approved work experiences, including the Student Code of Conduct and processes for

appeals.

Definitions

These definitions apply to terms as they are used in this policy.

Word/Term

Definition

Internship

An internship is a form of experiential learning that integrates knowledge and theory learned in the
classroom with practical application and skills development in a professional setting. Internships give
students the opportunity to gain valuable applied experience and make connections in professional
fields they are considering for career paths; and give employers the opportunity to guide and
evaluate talent. Internships are longer engagements (3 to 6 months), and they are paid work
experiences. In this case the student effectively has an employment type relationship with the
employer.

Practicum

A practicum is a form of experiential learning that integrates knowledge and theory learned in the
classroom with practical application and skills development in a professional setting. Practicums give
students the opportunity to gain valuable applied experience and make connections in professional
fields they are considering for career paths; and give employers the opportunity to guide and
evaluate talent. Practicums are shorter (120 to 160 hours), unpaid, and there is not a direct
employee/employer relationship.

Mandatory Internship

An internship that is a required component of an academic program that results in credits towards
a degree or other academic credential.

Non-mandatory
Internship

An internship that is not a required component of an academic program, does not result in credits
towards a degree or other academic credential and is recognized by a formal letter or other forms

of acknowledgement to verify completion.

Related Policies

Policy Number Policy Title

5010 Academic Appeals

5655 Student Code of Conduct

9068 Course Changes and Course or Program Withdrawals
Responsibilities

Students are responsible for applying for and acquiring internships and practicums.
Students must acquire the necessary visas or work permits and any other documentation required.
Students must follow the normal registration procedures to register for work experience courses.

Students are responsible for reporting regularly to the Program Director/Associate Director and providing all documentation necessary
for assessment.

Students must notify the Program Director/Associate Director of any problems (or anticipated problems) experienced during the work
experience including any extended absences or any circumstances that may affect their ability to meet the requirements.

Students must notify the Program Director/Associate Director within 24 hours of any disciplinary action or dismissal by the employer.
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The Faculty Supervisor is responsible for managing the work experience program, the Agreement, and the guidelines and procedures
for the work experience program. The Program Director/Associate Director is the key point of contact and communication with and
between students and employers.

The Faculty Supervisor:

e Networks with employers to secure opportunities for ASM students to apply for internships.

e Assists students to prepare for and secure appropriate work experiences, provide advice and guidance on procedures and
expectations, establish and monitor learning outcomes and ensure that both employers and students meet the obligations
of the Agreement.

e Resolves any problems or issues with students and employers participating in work experiences.

e  Provides feedback and assessment on student reports and assignments; assigns the final grade as required for mandatory
work experiences; or issues a letter of completion for students who have completed non-mandatory work experiences.

e Keeps all records and documents related to each student work experience.

The Program Director/Associate Director is responsible for approving and overseeing the work experience program, for appointing
and supervising the Faculty Supervisor and ensuring compliance with this policy.

The Program Director/Associate Director is responsible for dealing with appeals or disputes that may arise regarding student work
experience in accordance with ASM policies.

The Registrar’s Office registers students for mandatory work experiences and ensures appropriate grades are submitted and recorded.

The Director of Quality and Risk, in consultation with Vice President Academic, is responsible for keeping the policy up to date and for
presenting any changes to the Teaching and Learning Committee. The Teaching and Learning Committee recommends approval to
Academic Council.

Academic Council is responsible for approval and revisions to the policy.

Procedures

The procedures and guidelines for work experiences will be established by the designated Faculty Supervisor under the direction of,
and with the approval of, the SVP Academic.

The Internship Agreement will include procedures for employers and students who are participating in an approved work
experience.
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