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                  CENTRE OF PRACTICE AND CAREER FOR STUDENTS AND ALUMNI 


OF POZNAN UNIVERSITY OF TECHNOLOGY


ul. Piotrowo 3, room 327 (building with the clock), 61-138 Poznań

2 Poznań
tel. +48 61 665 20 10, +48 61 665 3837, +48 61 647 5841, +48 61 647 5862



e-mail: cpk@put.poznan.pl, www.cpk.put.poznan.pl   
FB: www.facebook.com/centrumpraktykikarier/

REGON 000001608/ NIP 777 00 03 699

INTERNSHIP TRAINEE’S ESSENTIALS GUIDE – IMPORTANT  INFORMATION:

1. The daily working time during the course of the internship shall not exceed 8 hours. .

2. The weekly working time shall not exceed 40 hours.

3. The employer may send the trainee on a businees trip only on the condition that all expenses are covered by the employer.

4. If accepted for the work placement / internship, the student is obliged to contact the company to get information if any medical/health certificate is required. 

5. Some Faculties require the consent of the placement/internship programme supervisor or promoter for students to apply for the internship in a given company.


Formal requirements - documents

	Check the Students section at the University’s website  (www.cpk.put.poznan.pl) to find out if the company has an operational agreement on cooperation with Poznan University of Technology.

	if YES

	Referral for the Internship

	Send an email to cpk@put.poznan.pl  with your request for the referral.  The message should include the following:

· the student’s name and surname,

· the faculty and the field of study,

· name of the company,

· dates of the beginning and the ending of internship (from.../…/…. to.../…/…)

· the University’s supervisor of internships (name, surname, email, phone no.)

· the company’s supervisor of internships (name, surname, email, phone no.)
	· The PUT Centre of Careers Service will inform the student by email as soon as the document is ready to be collected at the Centre’s office.

· The referral will be issued not later than one day before the beginning of the internship.

· The referral will not be issued after the internship began, during its course or after it ended. 

	 if NO

	Send an email to cpk@put.poznan.pl  with information about the company’s willingness to accept the student for internship 

The message should include the following:

· the student’s name and surname,

· the faculty and the field of study,

· name of the company,

· dates of the beginning and the ending of internship (from.../…/…. to.../…/…)

· the University’s supervisor (name, surname, email, phone no.)

· the company’s supervisor (name, surname, email, phone)
	The PUT Centre of Careers Service will contact the company to define the possible form of cooperation (agreement on cooperation or trilateral contract) or will send the required documents to the student by email.



	Trilateral contract

· 4 original copies with 4 copies of internship plan attached
	· It may take up to 14 days before the trilateral contrac is ready to be signed.

· The plan of the internship should be attached to the contract and without it the contract will not be signed.

· The trilateral contract will not be signed after the internship began, during its course or after it ended.


