Taiwan Centers for Disease Control 
Internship(training) Programs Guidelines
Passed in the 9436th inter-bureau meeting dated September 5, 2005 
Amendment passed in the 9702nd inter-bureau meeting dated January 14, 2008
Amendment passed in the 9808th inter-bureau meeting dated February 23, 2009 
Amendment approved and implemented on March 17, 2014
Amendment approved and implemented on September 16, 2015
1. Purpose
These Guidelines are set out by the Centers for Disease Control, R.O.C. (Taiwan) (referred to as "CDC" hereunder) to promote exchange with domestic and foreign universities and epidemic control related organizations, cultivate epidemic and disease control and prevention personnel, and improve the capacity to detect and respond to infectious diseases and epidemics. 
2. Types and duration of programs
(1)
Summer internship: Summer internship programs are offered in July-August every year for a duration of 4-8 weeks each time.
(2)
Short-term training: Short-term training programs are offered from time to time throughout the year for a duration of 3 days or longer each time.
(3)
Internship (training) programs that last 2 days or less are not included in these Guidelines. Interested applicants can contact the unit in charge directly.
3. 
Locations of internship (training) programs: CDC headquarter and its regional centers.
4. 
Eligibility and vacancies
(1) 
Summer internship: Students from domestic universities who majored in public health, medicine, healthcare management, biomedical laboratory science, medical technology, life science or other relevant studies and with an average grade of 70 points or higher in the last semester are eligible to apply. In principle, each school may have a maximum of four applicants every year.
(2) 
Short-term training: Students from domestic and foreign universities who majored in public health, medicine, healthcare management, biomedical laboratory science, medical technology, life science or other relevant studies and people working for epidemic control related organizations are eligible to apply. Each school (organization) may submit a maximum of two applications every year.   
5.  Application timeline and procedure
(1) Application timeline
1) 
Summer internship: CDC will send a letter to schools and announce the number of vacancies available for the summer internship program before the end of March every year. Schools may apply for the internship program in writing between April 1 and April 30. The date of in-person delivery or postmark date shall serve as evidence of on-time submission of application.
2) 
Short-term training: A written application must be received at least two weeks before the training commencement date.
(2) Application procedure
1) 
Summer internship: The applying organization should compile a list of applicants and fill out an "Application for Taiwan CDC Summer Internship Program" (Appendix 1), affix its seal thereon and send the application to CDC along with the grade reports of all applicants (including class rank percentile) for the latest semester.
2) 
Short-term training: The applying organization should fill out an "Application and Review Form for Taiwan CDC Short-term Training Program" (see Appendix 2) and send it to CDC via an official letter after obtaining the approval of school or organization head (a foreign student or personnel can submit the English version of Appendix 2 to CDC). 
6.  Review and notice
(1) Summer internship: CDC Planning Section will review the applications and allocate the vacancies available for the year, and after obtaining the final approval, notify the applying schools of the result before May 31 every year with a copy of the same to relevant CDC units.
(2) 
Short-term training: CDC will review the applications and reply to or notify the domestic applying units of the review results. 
(3) 
The application/review processes for summer internship and short-term training programs are provided in Appendix 3 and Appendix 4.
7. Reporting to the program
(1) 
Interns (trainees) should report to the program according to the notified time and place. Once accepted, an intern (trainee) may not cancel the internship (training), unless it is due to a material event and corroborated by an official letter from the school. Schools that have interns (trainees) who fail to report to the program without justifiable cause will be disqualified for applying for summer internship program the following year. 
(2) 
If an internship (training) program lasts two weeks or longer, the interns (trainees) should upon reporting to the program prepare a 2-inch color photo for the production of a badge to facilitate access into the CDC building, and bring with them the learning plan (including learning goals, contents and expectations) to hand it over to their supervisor at the internship (training) program. 
(3) 
All interns are required to sign a Non-disclosure Agreement (Appendix 5) and hand it over to their supervisor upon reporting to the program, and send a copy of the same to CDC Planning Section.
(4) 
Interns (trainees) need to acquire their own accident insurance during the internship (training) period. Interns (trainees) at a CDC laboratory are required to turn in a copy of proof of accident insurance coverage to their supervisor upon reporting to the program and have their blood drawn for tests when needed.
8. Attendance management
(1) 
The work hours for interns (trainees) are 8:30 ~ 12:30 in the morning and 1:30 ~ 5:30 in the afternoon, Monday ~ Friday. 
(2) 
Interns (trainees) who need to take a leave are required to request a leave in advance by filling out an Leave Application Form for Interns/Trainees (Appendix 6). If there is a last-minute need for leave, the intern (trainee) can inform his/her supervisor by phone and submit a request later on.
(3) Leave of absence may not exceed 1/5 of the total internship (training) hours; interns (trainees) whose leave exceeding the aforementioned threshold will receive 0 grade point for the program and his/her organization will be informed.
9. Relevant rules and points to note
(1) CDC will not offer any pay during the internship (training) period, and interns (trainees) are responsible for securing their own room and board, meals, transportation and other necessities.
(2) 
Interns (trainees) should accept the instructions of their supervisor during the internship (training) period and observe the relevant rules of CDC. If any violation on the part of an intern (trainee) affects the normal operation of CDC, CDC may terminate his/her internship (training). 
(3) Interns (trainees) who have access to CDC computers and business data should fulfill the obligation of confidentiality according to the Non-Disclosure Agreement they have signed and are strictly prohibited to take possession of any public property for own use.
(4) 
Out of safety concerns, interns (trainees) whose internship (training) is conducted in a laboratory must observe the established laboratory safety rules.
(5) 
Interns (trainees) should wear the CDC-issued badge during the internship (training) and return the badge at the end of internship (training).
10. Performance evaluation
(1) 
Summer internship: The internship unit will score the performance of interns on attendance, learning attitude, team spirit, and work performance as listed in the Intern Assessment Form (Appendix 7) and send the form to CDC Planning Section in two weeks after the end of internship for compilation. CDC will then mail an Internship Evaluation Report (Appendix 8) along with an official letter to the school or organization of the intern (trainee).
(2) 
Short-term training: The training unit will conduct performance evaluation of trainee if deemed necessary.
(3) 
The performance evaluation result of interns (trainees) will be used as reference by CDC in considering accepting subsequent applications of the school (organization) for internship (training).
11. These Guidelines and subsequent amendments thereto will be implemented following the approval of the CDC Director-General.
Application for _____ (Year) Taiwan CDC Summer Internship Program

Appendix 1

	Name of organization 
	
	Department
	
	Advisor
	

	Name of contact person
	
	Telephone
	
	Date
	

	Number of interns
	
	Organization address
	

	Basic information of interns
	Name
	Gender
	Planned internship period (mm/yyyy)
	Telephone/ mobile phone number
	E-mail
	Choices of internship location/unit (2 choices allowed)
	Brief description of learning objectives and contents
	Expectations

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	(Please affix the Organization’s seal)


Notes: 1. Application dates: April 1 ~ 30 every year.
2. Please enclose the grade reports of all applicants (including class rank percentile) for the latest semester with this application form.

Application and Review Form for Taiwan CDC Short-term Training Program
 Centers for Disease Control, Taiwan (R.O.C.)

	Organization Name
	
	Applicant
	
	Gender
	□ Male
□ Female

	Address
	
	Telephone
	+   -      -

(country code) (area-code) (telephone number)

	Training Period
	
	E-mail
	

	Training context
	Please briefly describe your interest, purpose, expected training unit and  expectation (within 300 words)

	（Please affix the Organization’s seal and date）

                                                   Signature:             

                                                                 /   /   

                                                          (yyyy) (mm) (dd)


Note: 1. Please apply 2 weeks in advance.

2. After filling out the form, please send it to CDC in person or by registered post.

	-------------------------------------------------------------------------------------------------------------

	The fields below will be filled out by CDC

	Preliminary review opinion
	Comment:                            

□ Accept   □ Reject

	Assigned supervisor
	Name:                      Title:                         Unit:

	

	

	Organizing unit
	Countersign unit
	Decision 

	
	
	□ Accept
□ Reject


Appendix 3
Centers for Disease Control, Taiwan (R.O.C.)

Summer Internship Application/Review Process

1. Eligibility: Students from domestic universities who majored in public health, medicine, healthcare management, biomedical laboratory science, medical technology, life science or other relevant studies and with an average grade of 70 points or higher in the last semester are eligible to apply. Each school may have a maximum of four applicants every year.
2. Application timeline: CDC will send a letter to schools and announce the number of vacancies available for the summer internship program before the end of March every year. Schools may apply for the internship program in writing between April 1 and April 30.
Application Procedure:
The applying organization should compile a list of applicants and fill out an "Application for Taiwan CDC Summer Internship Program" (Appendix 1), affix its seal thereon and send the application to CDC along with the grade reports of all applicants (including class rank percentile) for the latest semester.
Review and Notice:
CDC Planning Section will review the applications and allocate the vacancies available for the year, and after obtaining the final approval, notify the applying schools of the result before May 31 every year with a copy of the same to relevant CDC units.
Appendix 4
Centers for Disease Control, Taiwan (R.O.C.)

Short-term Training Application/Review Process

1. Eligibility: Students from domestic
 and foreign universities who majored in public health, medicine, healthcare management, biomedical laboratory science, medical technology, life science or other relevant studies and people working for epidemic control related organizations are eligible to apply. Each school (organization) may submit a maximum of two applications every year.
2. Application timeline: In principle, a written application should be received at least two weeks before the training commencement date.


Application Procedure
The applying organization should fill out an Application and Review Form for Taiwan CDC Short-term Training Program and send it to CDC via an official letter after obtaining the approval of school or organization head (a foreign student or personnel can submit the English version of Appendix 2 to CDC)


Application outcome


Review and Notice:
CDC notifies the applying unit of the result.

　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　     
 CENTERS FOR DISEASE CONTROL, Taiwan (R.O.C.)              

NONDISCLOSURE AGREEMENT
STUDENT INTERN

The parties to this Non-disclosure Agreement (“Agreement”) are _____________________ (“Intern”) and the Taiwan Centers for Disease Control (“Taiwan CDC”).  This Agreement is applicable to all work performed in support of Taiwan CDC, including attending/participating in meetings and involvement in other tasks related to casework or other projects assigned.  

The parties to this Agreement hereby agree as follows: 

 Article 1. Protection of confidential information pursuant to work assignment from public disclosure

I. The Intern will not disclose to any person, directly or indirectly, the  information viewed, received, obtained, developed or generated pursuant to the tasks assigned, work performed, including personal information, under agreement (s) with Taiwan CDC that is confidential. 
II. The Intern will not collect or disclose the contents of the tasks assigned or work performed to any person, directly or indirectly. 
III. The Intern understands that his/her obligations under this Agreement will continue after termination of his/her status as an Intern.  It is understood that the Intern will be responsible for his/her misuse/wrongful disclosure of confidential information/data.  Failure to comply with this Agreement will result in legal liability and other consequences.
Article 2. Protection of confidential information in computer systems from public disclosure

I. The use of computers and the Internet at work is primarily for work purposes.  Any personal use of computers and the Internet at work should not interfere with the performance of the Intern’s duties. 

II. For personal use of computers and the Internet at work, do not install or download any illegal or unauthorized software or data from insecure sources, including any non-government websites.  In addition, misuse, or unauthorized access to, or modification of any information in computer systems at work is also strictly prohibited. 

III. For the purpose of protecting confidential information from public disclosure, Taiwan CDC retains the right to investigate any suspected misuse of computers and the Internet without prior consent of the Intern and limit the Intern’s access to computers and the Internet at work. 

I HAVE READ THE ABOVE NONDISCLOSURE AGREEMENT AND AGREE TO ITS TERMS

Intern:

_______________________           Date:___________________

(Signature)

Appendix 6
Centers for Disease Control, R.O.C. (Taiwan)

Leave Application Form for Interns/Trainees
Date: 
	Name of intern/trainee
	
	Name of applying school (organization)
	

	Internship (training) unit
	

	Date of leave
	From ____ (yyyy) ____ (mm)____ (dd) _____ AM/PM

To     ____ (yyyy) ____ (mm)____ (dd) _____ AM/PM

	Length of leave (hours)
	

	Reason for leave
	

	Signature (seal) of internship (training) unit
	Date:



Appendix 7
Centers for Disease Control, Taiwan (R.O.C.)
__________ (Year) Intern Assessment Form
	Name of intern
	
	
	
	

	Name of school (department)
	
	
	
	

	Internship period
	
	
	
	

	Performance
	Attendance
25%
	
	
	
	

	
	Learning attitude
25%
	
	
	
	

	
	Team spirit
25%
	
	
	
	

	
	Work performance
25%
	
	
	
	

	
	Total score
100%
	
	
	
	

	Comments and suggestions
	
	
	
	


※Please send the original form to Planning Section within 2 weeks after the internship, thank you!
Internship unit:
Supervisor (sign):
Unit head (sign):
Date: 

Centers for Disease Control, Taiwan (R.O.C.)
Internship Evaluation Report

Appendix 8
School name:
Date: 
(yy) 
(mm) 
(dd)
	Department
	Student name
	Internship period
	Attendance
25%
	Learning attitude
25%
	Team spirit
25%
	Work performance
25%
	Total score
100%
	Comments and suggestions
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