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1. STUDENT'S DATA
	Name:
	Student's record book no:

	Faculty: FACULTY OF ADMINISTRATION AND SOCIAL SCIENCES

	Field of study: MANAGEMENT SECOND-CYCLE PROGRAMME

	Speciality:

	Form of study*:
	
	full-time
	
	part-time

	Educational profile of study:
	practical, second-cycle studies

	Programme/
level of study:
	Master's degree programme


* mark the relevant box with X

2. FORM OF IMPLEMENTATION OF STUDENT WORK PLACEMENT OR TERMS OF COMPLETION OF STUDENT WORK PLACEMENT
	Form of implementation or completion of student work placement 
	Required documents
	*

	A
	Student work placement organized by the University under a tripartite agreement
	Tripartite agreement: University – Student – Entity
	

	B
	Different forms of employment agreement: (employment contract, commission contract, contract for performing a specified task or work, voluntary service, internship contract)
	Employment/internship completion certificate issued by the employer or  a certificate of employment confirming the previous contracts
	

	C
	Conducting a business activity
	Company registration documents (entry into the Business Activity Register or the Register of Entrepreneurs of the National Court Register)
	

	D
	Other
	Description of the form of student work placement implementation confirmed by the student placement programme Supervisor
	


* mark the relevant box with X
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3. INTRODUCTION
[bookmark: bookmark10]A student work placement logbook documents the student’s acquisition of learning outcomes in terms of knowledge, practical skills and social competences gained in the course of the placement. All the learning outcomes included into the following logbook are in line and consistent with the learning outcomes specified in the student work placement programme and the syllabus for a particular field of study.
General objectives of the student work placement programme are, among the others, as follows:
1. To familiarize the student trainees with the organization and business activities of a company/an institution, its technical equipment and different departments, and their mutual links related to the implementation of tasks directly linked to the Management field of study, second-cycle programme, and the speciality. 
2. To deepen and expand the knowledge and skills acquired by the trainees at university, and to develop new skills through offering practical solutions to real work-related tasks (including project development). 
3. To acquire skills and behaviours needed in the working environment (team work, a proper attitude to work and to other co-workers); to become acquainted with the principles of work ethics and a holistic and individualised attitude to other people during work placements. 

[bookmark: bookmark11]At the second-cycle programme fields of study, practical profile, student work placements last for 3 months and are assigned 16 ECTS credits.
The following issues, among the others, have been specified in the student work placement programme: 
· General objectives of implementing placements at the University;
· Specific objectives of implementing placements related to the field of study;
· Assumed learning outcomes of placements; 
· General organization and conduct of placements; 
· List of mini professional tasks; 
· Methods of verifying the learning outcomes of placements; 
· Formal requirements for completing placements;
· Sample project topics implemented under the student work placement programme.

Three-month student work placements incorporated into the study programme have been divided into two parts, e.i.:
· Part One of the placement, which is a field of study-related placement;
· Part Two of the placement, which is a speciality placement.
The student work placement may be conducted in one place and one form, or in more places and in different forms.


4. [bookmark: _Toc40183759]ASSESSMENT CRITERIA FOR TASKS / ACTIVITIES PERFORMED ON THE EMPLOYER’S PREMISES
	Standards and Rules
	Autonomy, efficiency
 and effectiveness 
	Attitude 
and communication
	Points

	Spontaneously follows the rules, adopts the appropriate sequence of steps or activities 
	Tasks are conducted autonomously, in a confident, smooth and fast way, the circumstances are taken into account while performing the tasks assigned and the goal is eventually achieved 

	Can critically evaluate and analyse his/her own performance, cooperates 
and communicates with the team 

	2

	Follows the instructions and/or the sequence of stages or tasks if necessary 

	Tasks are performed after being reminded of, in an insecure, inefficient and slow way, the circumstances are not always taken into account while performing the tasks assigned, the goal is achieved only after being instructed 
	Has difficulties 
in critical assessment 
and analysis of his/her own performance, 
has difficulties 
in communicating 
and cooperating 
with the team. 
	1

	Does not comply with the rules, performs tasks or activities in a chaotic way 
	Avoids performing the tasks assigned or is very insecure 
and slow in executing them, does not take the circumstances into account and does not achieve the goal


	Cannot critically evaluate and analyse his/her own performance, does 
not cooperate and/or does not communicate 
with the team
	0




The final (summative) assessment on p.12 will result from the total score obtained from the individual scores of each learning effect according to the aforementioned assessment criteria (the scale from 0 to 2 points for each learning effect, as shown in the table above), which are given collectively for each part of the placement on pages 8 and 11. 
In order to complete the placement, the student must get a minimum of 36 points from the maximum score of 72 points, which can be obtained from the implementation of all the placements. 
[bookmark: bookmark16]PART I – FIELD OF STUDY-RELATED STUDENT WORK PLACEMENT ON THE EMPLOYER'S PREMISES
[bookmark: bookmark18]LIST OF ACHIEVED LEARNING OUTCOMES
	Learning effect number
	Field of study-related student work placement on the employer’s premises includes performance of tasks 
and verification of the following learning outcomes
	No. of hours
	Completion
P - F
	Signature of the student work placement programme company supervisor

	From P-01 to
P-04
	Student autonomous implementation of a project on the assigned work position in a company in which the student undergoes  his/her placement under the employer’s supervision
	75 hrs.
	
	

	
	Field of study-related placement. The student is able to:
	160 hrs.
	
	

	P-01
	identify the legal, economic and organisational basis for the operation of a specific company, regional bodies of governmental or nongovernmental administration
	
	
	

	P-02
	describe the operating rules of the selected departments/organisational units of  a company, regional bodies of governmental or nongovernmental administration with their mutual links within the organizational structure
	
	
	

	P-03
	observe and describe the key management phenomena and processes in an organization, with a particular focus on the links  with the socio-economic environment, within the framework of the project task implemented
	
	
	

	P-04
	establish professional contacts and communicate in a professional environment using documentation relevant to management practice and specialised terminology 
	
	
	

	from P-01 to
P-04
	Verification of the learning outcomes
	5 hrs.
	
	

	Accordingly, a field of study-related placement should last for 1, 5 month in total (240 teaching hours) and be assigned 8 ECTS credits. 
	Total of  240 hrs.
	
	

	I confirm that the student has achieved the learning outcomes assigned 8 ECTS credits
	Signature of the student work placement programme WSEI  supervisor for the particular field of study


P – Pass, F – Fail 

FIELD OF STUDY-RELATED STUDENT WORK PLACEMENT ON THE EMPLOYER'S PREMISES
	Name of institution/company:

	Form of student work placement implementation or completion 
(see p. 3 - A, B, C, D)



	Address of institution/company: 


	Name of the student work placement programme institution/ company supervisor:
	Duration
	From:
	To:
	No. of student work placement hours:
240 hrs.




LIST OF ACHIEVED LEARNING OUTCOMES
	Learning effect no.
	Description of tasks/activities performed on the employer’s premises. The student is able to: 
	Points (0-2)
	

Total no. of points 


	Signature of the student work placement programme company supervisor
	Signature of the student work placement programme WSEI  supervisor for the particular field of study

	
	
	Standards and rules
	
Autonomy, efficiency
 and effectiveness 
	Attitude and communication
	
	
	

	P-01
	identify the legal, economic and organisational basis for the operation of a specific company, regional bodies of governmental or nongovernmental administration
	
	
	
	
	
	

	P-02
	describe the operating rules of the selected departments/organisational units of  a company, regional bodies of governmental or nongovernmental administration with their mutual links within the organizational structure
	
	
	
	
	
	

	P-03
	observe and describe the key management phenomena and processes in an organization, with a particular focus on the links  with the socio-economic environment, within the framework of the project task implemented
	
	
	
	
	
	

	P-04
	establish professional contacts and communicate in a professional environment using documentation relevant to management practice and specialised terminology 
	
	
	
	
	
	

	The total number of points obtained from the achieved learning effects which have been assigned 8 ECTS credits in the study programme.
	24
	
	




[bookmark: bookmark20]PART II – SPECIALITY-RELATED STUDENT WORK PLACEMENT ON THE EMPLOYER’S PREMISES
[bookmark: bookmark22]LIST OF ACHIEVED LEARNING OUTCOMES
	Learning effect number
	Speciality-related placement includes performance of tasks 
and verification of the following learning outcomes
	No. of hours
	Completion
P - F
	Signature of the student work placement programme company supervisor

	from P-05 to P-08 and
from P-09 to P-12
	Project development under the employer's supervision
	75 hrs.
	
	

	
	Speciality-related placement. The student is able to/is prepared to:
	160 hrs.
	
	

	P-05
	identify and formulate a problem related to business activities of the organization, critically analyse it, and propose possible solutions within the framework of the project implemented
	
	
	

	P-06
	deepen his/her knowledge and skills, as part of teamwork in the implementation of the selected project
	
	
	

	P-07
	gain experience with the use of selected IT tools to support decision-making in the organisation
	
	
	

	P-08
	solve the actual task relevant to the management practice of specific areas of activity of the company
	
	
	

	P-09
	comply with rules of conduct for the quality of professional activities and safety
	
	
	

	P-10
	maintain a good working environment
	
	
	

	P-11
	adhere to the rules of professional ethics
	
	
	

	P-12
	demonstrate individual critical thinking
	
	
	

	from P-05 to P-08
from P-09 to P-12
	Verification of the learning outcomes
	5 hrs.
	
	

	[bookmark: _GoBack]Accordingly, a field of study-related placement should last for 1, 5 month in total (240 teaching hours) and be assigned 8 ECTS credits.
	Total of 240 hrs.
	
	

	I confirm that the student has achieved the learning outcomes assigned 8 ECTS credits
	Signature of the student work placement programme WSEI  supervisor for the particular field of study


P – Pass, F – Fail 

SPECIALITY-RELATED STUDENT WORK PLACEMENT ON THE EMPLOYER’S PREMISES
	Name of institution/company:

	Form of student work placement implementation or completion 
(see p. 3 - A, B, C, D)



	Address of institution/company: 


	Name of the student work placement programme institution/ company supervisor:
	Duration
	From:
	To:
	No. of student work placement hours:
240 hrs.




LIST OF ACHIEVED LEARNING OUTCOMES
	Learning effect no.
	Description of tasks/activities performed on the employer’s premises. The student is able to: 
	Points (0-2)
	

Total no. of points 


	Signature of the student work placement programme company supervisor
	Signature of the student work placement programme WSEI  supervisor for the particular field of study

	
	
	Standards and rules
	
Autonomy, efficiency
 and effectiveness 
	Attitude and communication
	
	
	

	P-05
	identify and formulate a problem related to business activities of the organization, critically analyse it, and propose possible solutions within the framework of the project implemented
	
	
	
	
	
	

	P-06
	deepen his/her knowledge and skills, as part of teamwork in the implementation of the selected project,
	
	
	
	
	
	

	P-07
	gain experience with the use of selected IT tools to support decision-making in the organisation,
	
	
	
	
	
	

	P-08
	solve the actual task relevant to the management practice of specific areas of activity of the company
	
	
	
	
	
	

	P-09
	comply with rules of conduct for the quality of professional activities and safety
	
	
	
	
	
	

	P-10
	maintain a good working environment
	
	
	
	
	
	

	P-11
	adhere to the rules of professional ethics
	
	
	
	
	
	

	P-12
	demonstrate individual critical thinking
	
	
	
	
	
	

	The total number of points obtained from the achieved learning effects which have been assigned 8 ECTS credits in the study programme.
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5. COMPLETION OF STUDENT WORK PLACEMENT
[bookmark: bookmark27]
Student’s name:					               Student’s record book no:

Student’s declaration:
I hereby declare that I have completed the work placement at the places and dates shown in the Student Work Placement Logbook and have submitted two projects implemented in the course of the work placement for the final (summative) assessment.

[bookmark: bookmark28]                                         
(date of submission of documents)                                                                                            (student’s legible signature)
Signature of the student work placement programme WSEI  supervisor for the particular field of study 

[bookmark: bookmark31]Assessment of the student’s work placement:

On the basis of the information in the Student Work Placement Logbook, in compliance with the final assessment marking scheme specified in the student work placement programme, I give ‘Pass’ / ‘Fail’ grade (*) to the student for his/her placement. 

Justification for giving the ‘Fail’ grade for the placement:




Final (summative) assessment: …….. (72 max.) no. of points obtained from the verification of the learning effects 

	Stage
	No. of ECTS credits
	Signature of the student work placement programme WSEI  supervisor for the particular field of study

	Part I-II 
Student Work Placement
	16
	


(*) delete as appropriate
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