Credit Internship Program (CIP) for MBA Students (Entry Year: 2005)
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Credit Internship Program for MBA students (Entry Year: Fall  2005)

1. Program Description

1.1 Introduction

In 2005, BCB Career Services Center facilitated the decision of BCB Council to establish Credit Internship Program (CIP).  This was initiated in order to give MBA students the opportunity to put into practice the knowledge acquired during their studies, get some business experience and be better prepared for their future career by enhancing the quality of internship.

According to KIMEP Catalogue 2005-2007, MBA students are required to choose between:

1. Internship

2. Thesis/Business Research Project

Both are given 3 credits. 

	Program
	Year Entry
	Specification
	Credits
	Total Credits

	MBA
	2005
	Required Courses
	30
	63

	
	
	Elective Courses
	30
	

	
	
	Internship or Research Project
	3
	

	
	
	4 English Courses
	0
	


(Source: KIMEP Catalogue 2005-2006)

1.2 Objectives of the Credit Internship Program
The course is designed for MBA students to improve their business skills and provide them with practical experience. 
Therefore objectives of CIP are the following:

· To immerse the students in the reality of business environment in Kazakhstan where they will be able to acquire basic business skills and put into practice the knowledge acquired during their studies. 

· To improve their skills that will help them in future to find a job (such as resume writing and passing the employer interview, etc.)

· To provide students with work experience in order to increase the possibilities to find a job after graduation.  

· To serve the purpose of pre-orientation to the choice of specialization/concentration while permitting students to establish contacts in business society.

· To help students become more mature and confident of their own capabilities by allowing them gain professional and develop personal skills.

1.3 Program Description and Students’ Responsibilities
1) Students are to find an internship placement in a company by themselves or through BCB Career Services, before submitting request for approval of internship and appointment of supervisors. The BCB Career Services Center helps students in searching internship opportunities. BCB Career Services Center does not guarantee finding internship for every student. The students are responsible to find the internship themselves.

2) Once internship placement is obtained, student registers and pays for the Credit Internship course.

3) Faculty Supervisor is appointed at this stage.

4) Students complete internship within the required period.

5) At the end of the internship, they bring necessary internship documents to be evaluated by their faculty supervisors (letter from employer, evaluation/recommendation letter from employer, filled in time sheet by the employer).

6) Students submit a written report.

7) Before starting the internship program, students fill in the resume on BCB CSC web site and take three required internship support trainings.

8) Only those students who attend BCB CSC trainings, pass internship within required period and submit all the required internship documents will be considered as students that completed the Credit internship course and will be assigned a grade.

1.4 Registration to the CIP

Students must register for the Credit Internship Program after they have found internship placement by fulfilling the Internship Registration Form. (see Appendix 1). One copy of this form must be sent to the Registrar office. 
Resume 
The students will be able to register for the credit internship course as soon as they pass all the documents required for the internship.  They must fill in their resumes on the BCB Career Services Center web site: www.kimep.kz/bcb/main/career. This will checked by BCB Career Service Center or/and Faculty Supervisor. Students should provide BCB Career Services with additional information (like preferences of time, place, field of work, etc.) in order to help search for internship opportunities. 

Student Internship Registration Form 

Once the internship placement has been sourced, the students have to fill in a special form where they should indicate internship dates and internship place/field of work. 

Please see the Appendix 1. 
1.5 Payment:

After registration to the Credit Internship Course, students will pay for the course.  The cost of the Credit Internship Course (Business Research Project) is the same as other 3-credit MBA courses.

1.6 Internship Supervisors 
The students will be assigned to two internship supervisors. One supervisor will be from the employer’s side and the second supervisor will be a KIMEP faculty member. We’ll encourage the employer to appoint a supervisor. Before the start of students’ internships, supervision by faculty members will be arranged and coordinated by the departments with the approval of respective chairs.

Payment to the Faculty for Internship Supervision 

The faculty member is to be paid only if the internship supervision constitutes an overload of his normal work.  In case of overload Faculty supervisors will receive $200 per student. 

How many students should be attached to one faculty member for internship supervision if the latter is not overloaded?

 

One intern should carry a weight of 0.25 credit hours.  That means:
4 student = 1 Credit Hour
6 student = 1.5 Credit Hours
8 student = 2 Credit Hours
12 student = 3 Credit Hours
and so on....
(This was approved by BCB Council, May 19, 2006) 

Faculty Supervisor’s Duties & Responsibilities

1. Advise students on internship/specialization.

2. Advise on the format, content, organization, and sources of information for the report.
3. Ensure academic content and relevance while highlighting to the student the benefits of the internship program. 
4. Read, check and grade the Student Internship Report. 

5. Tabulate the list of those who have passed the internships and its requirements and submit the grades to the Department Chair for onward transmission to BCB Career Services and finally to the Registrar Office. 

Faculty Supervisor will be encouraged to have continuous contact with the supervisor from the employer’s side.
1.7 Required BCB CSC Trainings

Students must participate in a Preparatory Internship Training Session (PITS) prior to becoming an intern.  During such sessions practical advise and tips are given. Topics include, among others, “How To Write A Resume”, “How To Pass Through The Interview” and “Personal Grooming/Business etiquette”.  A student must choose at least three topics.

The BCB Career Services Center, with the assistance of BCB faculty members, will conduct Preparatory Internship Training Sessions for MBA students during fall/spring semesters. 

Key speakers of these trainings will be paid $50.00/one-hour session.

2. How to Qualify for Participation in the MBA Credit Internship Program 

2.1 Eligibility

Students can take the credit internship course after completion of the 24 credit hours in the MBA program. 
It is recommended to take internship during the summer semester between the first and second year of study when there are many internship offers from the companies. This does not rule out internship during Fall/Spring semester. However, internship should not interfere with the students’ study program. 

Fast-Track MBA students are also allowed to take CIP after completion of 24 credit hours as other regular students, even though they transfer credits from Bachelor program.

Those students who are already employed may use this experience for internship, subject to approval by the faculty supervisor. The job experience must be of significance and relevant to the field of study. The student must fulfill the internship report requirement and bring necessary internship documents (letter from employer, recommendation from employer).  The other option is to take 3-credit of Business Research Project.  

Students are required to take the internship course even though they had taken it during their studies at the Bachelor program.  

The Director of Career Services, the Director of MBA program and the Chair of the Department of student’s major will consider exceptions. 

2.2 GPA requirement

No requirement for GPA prevails to undertake internship; all students in good academic standing (regular) are eligible to take the internship course. Students who are under academic probation can also take this course, but they should stick to the maximum hours allowed under such probation.
3. Conditions of the Credit Internship Program

3.1 Dates and Duration of the Internship

The period of internship is 160 hours (which is equal to 4 weeks of full time employment).  To keep track of internship hours, students will be required to fill in the time sheets from company. Students are also allowed to work part time. 
3.2 Internship and Specialization Area

Internship and internship assignment should match the chosen specialization of a student. However, if the internship does not match the specialization area, the department/faculty supervisor involved must try to align the internship with the area of specialization

3.3 Other

Students can have internships in their native cities if they are able to find placement there.  
4. Academic Component of the Credit Internship Program

4.1 Internship Report

1. After completion of the internship, students will prepare the Internship report under the guidance of faculty Internship Supervisor. 

2. Internship report should be submitted to the Faculty Supervisor for evaluation within 15 days after completion of internship. 

3. It’s student’s responsibility to inform the faculty supervisor when required hours for internship is completed.

4. After evaluation of the report, the Internship Supervisor should forward the grade and the report to BCB Career Services. Grades will be passed to the Registrar Office. 

Suggested Content of Internship Report 

Title Page

Acknowledgement

Letter of Transmittal

Executive Summary

Table of Contents

Table of Figures/Tables

I. Overview of Internship 
a. Student name, ID, program & specialization

b. Internship dates/Period

c. Internship company name and address, contact information

d. Internship company supervisor’s name

e. Internship objectives

f. Job scope – Job description/duties & responsibilities (intro)

g. Benefits to the company

h. Benefits to the individual/Student

i. Problems and difficulties if any faced during the internship period

j. Recommendations and suggestions

II. Organization Part (on overall issues about the organization)

a. Introduction (Objective, methodology, scope, limitation)

b. Overview of the Company

c. Management Issues

d. Marketing Issues

e. Finance Issues

f. Operations Management and Information System Issues

g. Industry and Competitive Analysis

h. Summary and Conclusions

i. Recommendations

III. Project Part (on a particular issue – a topic preferably related to student’s major)
a. Introduction (background, objective, significance of the issue)

b. Methodology

c. Findings and Analysis

d. Summary and Conclusions

e. Recommendations

References

Appendix

Recommended size of the Internship Report  – 25 pages without appendixes, 1.5 space, 12 font, Times New Roman

Suggested Internship (Research Project) Report Evaluation Criteria

Name: ID #s: 
_______________________________ 
    
          ID: ______________

	Items


	Details
	Comments
	Score

	Preliminaries

(10%)
	Title Page
	
	

	
	Acknowledgement
	
	

	
	Letter of Transmittal
	
	

	
	Table of Contents
	
	

	
	Executive Summary
	
	

	
	Introduction
	
	

	
	Reference
	
	

	
	Overall
	
	

	Foundation

(10%)
	Organization and Structure


	
	

	
	Language


	
	

	
	Presentation


	
	

	
	Overall
	
	

	Substance

(70%)

Overview of Internship

(10%)

Organization Part

(25%)

Project Part

(35%)
	Originality


	
	

	
	Substance / Content


	
	

	
	Analysis


	
	

	
	Significance / Challenge


	
	

	
	Overall
	
	

	Con / Sum &

Recomm

(10%)
	Overall
	
	

	Overall

(100%)
	
	


4.2 Other internship documents 
The students are required to bring several documents, besides Internship report:

· Internship confirmation letter.

· Recommendation/Evaluation letter from employer (the employer must certify that the intern’s conduct during the internship period has been satisfactory)

· Filled-in time sheet from employer

· Students are recommended to keep an internship journal that should be placed in the appendix of the Internship Report.

4.3 Grading

Faculty supervisor will grade the internship report according to KIMEP’s present grading system (see the Catalogue). This letter grade will constitute the Course grade.  

Suggested Internship Report Evaluation Criteria: see in the Appendix 4.
4.4   Withdrawal from CIP 

In general, students wishing to withdraw from the Internship course should consult and follow procedures of KIMEP, as they would for any other academic course. However, due to the unique administrative agreements necessary for internship placements, students should discuss their plans to withdraw immediately with both their faculty supervisor and the Director of BCB Career Services. Once notified, the Director of Career Services will make appropriate communication with the company and others involved so as to minimize the negative impact of withdrawal. Designation of the grade "W" is at the discretion of the faculty, subject to KIMEP regulations.

In some situations, KIMEP schedule is not in synch with the company’s schedule, and the internship hours and requirements may be incomplete. In such cases, a student can be assigned a grade of "IP" (in progress).  This is a holding grade allowed for this course.  Unlike the grade of "I", the "IP" does not change to an "F" at the end of the next semester. Student must notify of the need for an "IP" grade well in advance of the grade-reporting period.
5. Services

5.1 Internship Agreement 
Whether there are internship agreements or otherwise, students must take necessary precaution in ensuring their personal safety during their internships.  Some companies may require having internship agreements/contract. The Internship agreement can be signed on bilateral (KIMEP & Company) or trilateral (KIMEP, Company & Student) basis prior to the start of internship. The student will need to read carefully the terms and conditions of the contract.  The Internship agreement will be considered and approved by KIMEP Legal Office. 
5.2 BCB CSC Advising
Students can visit the BCB CSC and/or Internship faculty supervisor to get advice. They are able to improve their skills by studying and viewing reading and video materials available in the CS Resource Center.

5.3 Rules of conduct

The students should follow the instructions and advice of supervisor and the employer during the internship. They are recommended to fulfill all the instructions of employer before/during the internship. The students should undertake the offers and tasks given by the employer, even if it is not interesting or boring to them. Students are encouraged to request for challenging tasks that may provide the students with valuable practical skills.

KAZAKHSTAN INSTITUTE OF MANAGEMENT, ECONOMICS AND STRATEGIC RESEARCH”


Student Internship Registration Form

Student’s name_____________________________________________________________

Student’s ID number_____________ Program_________ Year of Entry_____________

Credits Completed________________GPA_____________Semester_________________

Specialization_______________________________________________________________

Field of internship/job_________________________________________________________

Company name, department ____________________________________________________

___________________________________________________________________________

Position (if applicable)________________________________________________________

Internship/Job period:   from___________________ to ______________________________

Full time/ Part time (how many hours per day)_____________________________________

KIMEP Internship Supervisor__________________________________________________

Company Internship Supervisor_________________________________________________

Student is ready to study and work at the same time
Yes
   /
No

(If applicable)
I undertake to submit an internship report within 15 days after the period of internship.

I understand that interns must maintain the same professional demeanor as any employed staff member of the company. Being an intern I will abide company’s policies and procedures, rules and regulations and protect the confidentiality of any information received by virtue of professional status in the agency.

Student’s signature______________________________ Date_______________

KIMEP supervisor signature_______________________Date_______________

Chair’s approval________________________________ Date_______________

BCB Career Services ____________________________ Date_______________

Dean’s approval ________________________________ Date_______________

This form should be filled in once the internship company has been sourced
