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	1. STUDENT DATA

	Name:
	Student record book no:

	Faculty: FACULTY OF ADMINISTRATION AND SOCIAL SCIENCES

	Field of study: MANAGEMENT 

	Form of study*:
	
	full-time
	Educational profile 
	Practical

	
	
	part-time
	
	

	Programme/
level of study:
	Bachelor's degree first-cycle studies


* tick X as appropriate

2. [bookmark: _Toc124935114]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:
· To deepen and expand the skills acquired by the trainees at university, and to develop new skills through offering practical solutions to real work-related tasks (including project development); to broaden the knowledge acquired during studies;
·    to acquire skills and behaviours needed in the working environment (team work, a proper attitude to work and to other co-workers); 
·    to familiarize the student trainees with the organization and business activities of a company/an institution and its different departments related to the implementation of tasks directly linked to the field of study, and the speciality; 
· to familiarize the student trainee with the institution’s technical, technological and IT equipment;
· to get acquainted with the professional environment, the rules of professional ethics, a holistic 
and individualized approach to other people during student work placements.

The following issues, among the others, have been specified in the student work placement programme for a given field of study: 
· 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; 
· Methods of verifying the learning outcomes of placements; 
· Formal requirements for completing placements;


The implementation of student work placements at the first-cycle studies, the bachelor programme, a practical profile involves 960 teaching hours (720 clock hours):
1. Student work placements run by an employer at the University (170 teaching hours, 5 ECTS credits);
2. Student work placements on the employer’s premises (600 clock hours, 790 teaching hours, 27 ECTS credits), which shall take place between 1 June and 30 September of a given year, in the second and fourth semester, respectively, after the completion of university classes.


3. 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.11 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 7 and 10. 
In order to complete the placement, the student must get a minimum of 50 points from the maximum number of points available, which can be obtained from the implementation of all the placements. 
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	4. [bookmark: _Toc124935116]STUDENT WORK PLACEMENT AT THE UNIVERSITY

	Learning effect number
	Student work placement includes performance of tasks 
and the verification of the following learning outcomes
	No. of hours
	Completion
P - F
	Signature of the student work placement programme company supervisor
	Learning effect number

	U01-U04,
K01-K03
	Introduction to student work placements – practical classes 
	25 hours

	1
	
	

	U05-U08,
K01-K03
	Development of a project under the supervision of a Practitioner
	75 hours
	2
	
	

	U09-U12,
K01-K03
	Development of a project under the supervision of a Practitioner
	70 hours

	2
	
	

	Accordingly, phase I of the student work placement is implemented in a total of 170 teaching hours, 
which is assigned 5 ECTS credits – a total of 170 hours.

	*P – pass, F – fail

	

	I confirm that the student has achieved the learning outcomes assigned 5 ECTS credits 


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


	




	5. [bookmark: _Toc124935117]STUDENT WORK PLACEMENT ON THE EMPLOYER’S PREMISES IN THE SECOND SEMESTER OF STUDY
(second semester of study)


	Name of institution/company:




	Address of institution/company:




	Name of the student work placement programme institution/ company supervisor:

	Duration:
	From:
	To:
	No. of student work placement hours:








—



p. 4

6. ASSESSMENT OF THE STUDENT WORK PLACEMENT SUPERVISOR REPRESENTING THE EMPLOYER
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[bookmark: _GoBack]Signature of the student work placement supervisor representing the employer 

7. STUDENT ASSESSMENT SHEET OF PROFESSIONAL QUALIFICATIONS ACQUIRED IN THE COURSE OF A WORK PLACEMENT PERFORMED IN THE SECOND SEMESTER 

(to be completed by the student work placement supervisor representing the employer at the Placement Supervisor’s place)

........................................................................................................
 Student’s full name 

	Item no.
	Learning outcomes
	Level of implementation [points]

	In the area of skills, upon the completion of the student work placement, the graduate is able to:

	1.
	Identify the legal, economic and organizational basis for the operation of various forms of enterprises, institutions and organizations.
	

	2.
	Describe the operating rules of the selected departments/organisational units of a company. 
	

	3.
	Identify real OSH risks in the enterprise and know how to prevent them.
	

	4.
	Adapt and comply with the rights and obligations of employees and employers.
	

	5.
	Describe the key management phenomena and processes,  in relation to the selected area of activity of the organisation,, as part of the project implementation.
	

	6.
	Deepen his/her knowledge and skills, as part of teamwork in the implementation of the selected project.
	

	In the area of social competence, upon the completion of the student work placement, the graduate is prepared to:

	1.
	Comply with rules of conduct for the quality of professional activities and safety.
	

	2.
	Maintain a good working environment.
	

	3.
	Work in a team and adhere to the rules of professional ethics.
	

	 According to the table “Criteria for assessment of tasks or activities performed on the employer’s premises” – p. 3 of the Student Work Placement Logbook




....................................................................
Signature of the student work placement supervisor representing the employer
	I confirm that the student has achieved the learning outcomes assigned 13 ECTS credits 




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



	8. STUDENT WORK PLACEMENT ON THE EMPLOYER’S PREMISES IN THE FOURTH SEMESTER OF STUDY
 (the fourth semester of study)


	Name of institution/company:




	Address of institution/company:




	Name of the student work placement programme institution/ company supervisor:

	Duration:
	From:
	To:
	No. of student work placement hours:







9. ASSESSMENT OF THE STUDENT WORK PLACEMENT SUPERVISOR REPRESENTING THE EMPLOYER
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....................................................................
Signature of the student work placement supervisor representing the employer 

10. STUDENT ASSESSMENT SHEET OF PROFESSIONAL QUALIFICATIONS ACQUIRED IN THE COURSE OF A WORK PLACEMENT PERFORMED IN THE FOURTH SEMESTER 
(to be completed by the student work placement supervisor representing the employer at the Placement Supervisor’s place)
........................................................................................................
 Student’s full name 
	Item no.
	Learning outcomes
	Level of implementation [points]

	In the area of skills, upon the completion of the student work placement, the graduate is able to:

	1.
	Gain experience with the use of selected IT tools to support decision-making in the organization.
	

	2.
	Communicate in a professional environment using, e.g. documentation relevant to management practice and specialized terminology. 
	

	3.
	Identify a problem related to business activities of the organization, describe it, and propose possible solutions within the framework of the project implemented.
	

	4.
	Solve the actual task relevant to the management practice of specific areas of activity of the company.
	

	5.
	Prepare specialized information on the management of key organization resources or design key processes in the organization and pass it on to other employees.
	

	6.
	Use contacts with specialists and employees of the company to improve their knowledge, skills and competences in performing tasks typical of the professional  role in the field of management.
	

	In the area of social competence, upon the completion of the student work placement, the graduate is prepared to:

	1.
	Comply with rules of conduct for the quality of professional activities and safety.
	

	2.
	Maintain a good working environment.
	

	3.
	Work in a team and adhere to the rules of professional ethics.
	

	 According to the table “Criteria for assessment of tasks or activities performed on the employer’s premises” – p. 3 of the Student Work Placement Logbook



....................................................................
Signature of the student work placement supervisor representing the employer
	I confirm that the student has achieved the learning outcomes assigned 14 ECTS credits 



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



	10.  COMPLETION OF STUDENT WORK PLACEMENT

	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.
..............................................                             ..............................................................
(date of submission of documents)                                               (student’s legible signature)


	

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

................................................
[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:

.................................................................................................................................................
.................................................................................................................................................
Summary assessment: ............... – number of credits from the verification of learning outcomes
	Number of ECTS credits
	Signature of the student work placement programme supervisor for the particular field of study at WSEI University

	32
	





*delete as appropriate
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