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RIANER
Important Considerations When Participating in an Internship

Internships are carried out with the objective of gaining a mode of thinking that reflects actual social needs in a
broad field or industry, as opposed to a narrow academic field. In general, you will need to follow the instructions

of the individual or coordinator at the host company who is responsible for your internship.

The following important considerations don’t address your internship per se, but rather describe how to act to
ensure that you come across as a mature and socially competent adult. Exercise care to speak and act in a way

that is grounded in common sense.

1. What to bring to your internship
(1) This document (“Important Considerations When Participating in an Internship”)
(2) Personal identification (your student ID, etc.)
(3) Personal belongings (shoes for use indoors, tennis shoes, etc.)
(4) Supplies as specified by the company, R&D organization, or other entity hosting your internship
*Check the conditions of your acceptance before leaving, and don't bring things like valuables or

unnecessary cash with you. Limit everyday articles to the minimum that you absolutely need.

2. What to do before your internship

(1) Develop a general understanding of your host company, for example by accessing its website.

(2) Check the dates and times of your training.

(3) Check what to bring and what to wear (check what supplies, clothing, writing implements, or other items
are specified by the company, R&D organization, or other entity hosting your internship). When you
head to your host organization’s facility, choose your clothing so as to create a clean appearance that will
leave a favorable impression.

(4) Check traffic routes and other information and ensure you arrive on time.

(5) If your host organization provided any materials in advance (for example, a facility overview or
precautions related to off-campus training), read them carefully and be sure to bring them with you.

(6) Be sure to obtain student insurance.

(7) Your internship has been scheduled for a specific range of dates. Take care to stay healthy so that you

don’t inconvenience your host.

3. First day

(1) Leave yourself extra time when you head to your host organization on the first day. Plan to arrive no later
than 15 minutes before the specified time.

(2) First, stop by your host organization’s reception desk and announce clearly that you're a student of
Shinshu University and that you’ve arrived to participate in an internship.

(3) Listen carefully to information provided by your host organization in meetings, take notes of important
items, and proactively ask questions if you don’t understand something.

(4) Take the first step toward building relationships by introducing yourself to the person at your host
organization who’s in charge of your internship and to the people with whom you’ll be sharing your

workspace.
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4. Important considerations during your internship
4-1 General considerations

(1) Follow the policies and rules of your host organization, and obey any instructions given to you by the
person who's in charge of your internship.

(2) Be on time and follow the schedule.

(3) Never be late. If you think that you're going to be late, or if you need to stay home because you’re ill, be
sure to contact the person at your host organization who's in charge of your internship as well as the
Leading Program Secretariat. Unexcused absences will not be permitted.

(4) Greet others and answer questions in a clear voice. Greeting others is the first step in communicating
effectively. Remember that people’s impression of you will vary greatly depending on things like how
you greet them.

(5) Greet the person who's in charge of your internship and your coworkers after you arrive at your
workplace and before you leave.

(6) Treat your host organization’s facilities and equipment with care and return things you have used to their
rightful places.

(7) Take responsibility for completing the jobs you are given. Be sure to report to the person who's in charge
of your internship or other responsible individual when you’re finished and have him or her check your
work.

(8) Ask the person who’s in charge of your internship or other responsible person before taking notes during
your internship.

(9) Do not use your mobile phone, except during breaks. Do not take photographs without permission.

(10) Do not engage in political or religious activities.

4-2 Relationship with the person in charge of your internship

It’s fundamentally important to report your actions to your supervisor, to keep your supervisor up to date on

what’s going on, and to seek advice from your supervisor.

(1) Check with your supervisor or other responsible individual at your host organization to find out your
responsibilities and schedule for each day.

(2) If you have any questions, don’t make decisions yourself, but rather seek instructions from the individual
who’s in charge of your internship.

(3) During your internship, follow the instructions of the people who are responsible for each task you

perform.

4-3 Relationships in your workplace
(1) Strive to create good relationships with others in your workplace. This is another reason why it’s
important to greet people.

(2) Pay attention to the language you use, and work to speak politely.

4-4 Health and hygiene
(1) Be proactive about staying healthy.
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(2) If you have a chronic disease or condition that needs to be considered during your training, be sure to
inform your host organization in advance.
(3) If you start to feel ill during your training, speak up sooner rather than later.
(4) Pay attention to how you look and work to maintain a clean appearance.

(5) When you return home, take steps to ensure good hygiene, for example by gargling and washing your
hands.

4-5 Accidents

(1) If you are involved in an accident, contact the person in charge of your internship at your host
organization and the Leading Program Secretariat immediately and ask for instructions.

(2) You must obtain accident insurance (accident insurance, student general mutual aid insurance, etc.) and
liability insurance (Personal Accident Insurance for Students Pursuing Education and Research with
supplementary liability insurance, etc.). Report any accidents immediately to your insurance company
and complete the required procedures as any delay in doing so may make you ineligible to receive a

benefit for the accident in question.

5. Last day
(1) If there is an opportunity for you to present the results of your internship at your host organization, speak
candidly about your impressions.
(2) Explain to the person in charge of your internship and to the people in your workplace that your

internship is over and express your gratitude to them.

6. After your internship ends

Be sure to send a handwritten letter of thanks to the organization that hosted your training.



