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Student Contract

International Traineeship Exchange Program
Student ID: SN - FORMLISTA 
 -   -   - FORMLISTA 
   -     
Matched To TN - FORMLISTA 
 -   -   - FORMLISTA 
   -     
AIESEC      
Student’s Name:     

Review Criteria for Students

I agree that I fulfil the following minimum criteria:

 FORMCASILLA 
 I have some knowledge of AIESEC, it’s purpose, it’s objectives and it’s activities

 FORMCASILLA 
 I have the adaptability, awareness and maturity to handle the challenges of a traineeship & the culture

 FORMCASILLA 
 I have official proof that I have obtained the academic qualifications I have listed

 FORMCASILLA 
 I have had official language tests which certifies my stated the language proficiency

 FORMCASILLA 
 I have a high chance of being matched based on the most requested qualifications and my own preferences 

 FORMCASILLA 
 I have the ability to cover the travel costs to wherever and whenever I get matched based on my requirements

 FORMCASILLA 
 (Other)      

Certification of Academic Achievement

I have achieved the academic qualifications outlined below (show transcript or other proof to review board):

1.
     
2.
     
3.
     
4.
     
5.
     
6.
     
7.
     
8.
     
9.
     
10.
     
11.      
12.
     
13.      
14.
     
15.      
16.
     
17.      
18.       
19.      
20.
     
Certification of Language Proficiency

Language(s)
Speaking
Understanding
 Writing
 Reading
 Overall*
Tested &

Spoken
Level
Level
Level
Level
Level
Passed?


1.      
Native
Native
Native
Native
Native
Not Needed

2.      
 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

3.      
 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

4.      
 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

5.      
 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

 FORMLISTA 

Official Stamps & Signatures

Language Certification Stamp(s)
AIESEC Stakeholder (external)
Local Committee Stamp & Signature


Name:      
LCP:      
Signature:
Signature:
Signature:

Confirmation of Understanding and Agreement

I understand and agree with the roles & responsibilities and that all information stated on my “Student Resume”  is correct.

Student’s name:      
Signature:
Three copies of this contract are needed with original signatures (1 for yourself, 1 for the LC & 1 for the MC) 


Student Contract
International Traineeship Exchange Program

Statement of Understanding

AIESEC’s various exchange activities are run to have an impact on the participants, the AIESECers involved in making it happen, the company taking the trainee, the communities the trainee is coming from and going to and through all this, the society.  As such, all people who are involved in the exchange process are important to achieve the intended result.

The aim of every traineeship shall be to provide the student with the following:

· A positive learning experience

· Practical skills in a foreign environment to complement his/her education

· Interaction with social issues in the host community and country and territory

· Interaction with a new social and cultural environment

· Preparation for future management responsibilities

· Opportunity to apply skills, attitudes and values to work for the community 

· Develop the student’s awareness and knowledge of social issues and different practices of the host country

The aim of a traineeship is not:

· To provide an opportunity for the purpose of earning money

· A holiday

· Intended to be a permanent career placement or recruitment opportunity in another country. If the company/organization decides to extend the traineeship to a permanent basis, AIESEC will have no role in facilitating this.

· A Vehicle for any person to permanently leave their country and territory. AIESEC does not encourage the extension of traineeships beyond agreed upon limits

AIESEC’s Roles & Responsibilities

1. Responsibilities of the sending Local Committees
· Organize a student review board and ensure that every student participating in a traineeship passes through it.

· Assist student in filling in forms and entering them in Insight.

· Assist student in finding a match in insight. If after one month, no match has been found, proactively look for alternative means to find a match.

· Inform student of current match status. 

· Inform and advise the student about other available opportunities and support student in determining other options.

· Provide student with all related company/organisation information once a match has been found.

· Prepare the student for the traineeship experience according to the definition of adequate preparation in the Quality Standards section.

· Advise and assist student in acquiring the required documentation and legal papers (i.e. work permit, visa, residence permit, insurance and other requirements).

· Maintain communication with the student throughout the duration of the traineeship.

· Prepare opportunities for re-integration of the student upon return from his/her traineeship.  See the Quality Standards for the definition of adequate re-integration.

2. Responsibilities of the hosting Local Committees

· Assist the company/organisation in completing the appropriate forms.

· Enter the company/organisation forms in Insight.

· Try to match the form in Insight. If after one month, no match has been found, proactively look for alternative means to find a match.

· Maintain continuous communication with the company/organisation to inform them about the status of their form.

· Inform the company about a match once it has been made. Collect relevant information about the student and present it to the company/organisation.

· Get an acceptance letter from the company/organisation stating terms of the traineeship (salary or compensation, working hours, dates of traineeship, job description).

· Provide all the necessary information to the incoming student about visa, insurance, work permit and all other legal requirements.

· Provide adequate reception as stated in the Quality Standards section of this booklet.

· Organize events that involve the student and local people in cultural learning. 

· Give the student advice and access to AIESEC's network when organizing cultural nights, sight seeing trips or other social events. 

· Facilitate the first steps in community involvement and related activities. 

· Give initial assistance in establishing and orienting the student upon arrival for his/her traineeship (accommodation, bank account, first day at work, local transportation, grocery shopping, etc.). 

· Provide assistance and support to the student when he/she has problems with the company/organisation or any other aspect of his/her traineeship. 

· Provide assistance in ensuring that the traineeship maximizes its potential for cultural learning and community involvement.  

3. Responsibilities of the company/organisation

· Provide a detailed job description.

· Provide work experience between 8 and 78 weeks.

· Provide an experience during the traineeship that allows the student to enhance their academic learning.

· Provide adequate working conditions, salary, orientation, guidance, training, etc. for the student to achieve the objectives agreed upon. 

· Ensure the student performs the job stated on the Traineeship Form unless otherwise agreed upon.

· Give the student feedback on his/her performance during and after the traineeship to enable the student to learn and improve through the experience.

4. Responsibilities of the student

· Complete and enter the student forms in Insight.  The student should be flexible to increase his/her matchability.

· Have written proof of the academic background and working experience specified on the student forms.

· Go through a language test.  Have written proof of the language level(s) specified on the student forms.

· Participate in and pass a Review Board organized by the Local Committees.

· Attend preparation events and complete the preparation requirements of the country and territory (according to the preparation standards in the Quality Standards section of this document).

· Acquire the necessary legal documents to participate in a traineeship in the foreign country (visa, insurance, working permit and other required documents).  The student should incur all expenses.

· Incur all expenses related to transportation to the host country and territory.

· Maintain communication with the Local Committees throughout the traineeship.

· Complete and submit an evaluation form and a report at the end of the traineeship.

· Integrate himself/herself in the LC activities in the home and host country and territory.

· Inform the local and/or Member Committee if he/she becomes unavailable for a traineeship, or if he/she is looking into other opportunities. 

· Leave contact information with the Local Committees so that an AIESEC representative can contact him/her when a match occurs.




· Re-evaluate the options specified on his/her forms if he/she has not been matched after several attempts. 

· Ensure that he/she is acquiring adequate insurance, medical certifications, working & residence permits, and flight arrangements for the traineeship. 

· Have enough money to cover his/her living expenses for the first few weeks of the traineeship. 

· Ensure that he/she has a return ticket to his/her home. 

· Prepare to give presentations about his/her country and culture to company/organisation employees, AIESEC members, and other audiences. 

· Take a proactive and independent role in getting involved in the community and in other activities outside the traineeship. 

· Give input to the host local and Member Committees about future traineeship opportunities with the company/organisation he/she is working for to provide similar opportunities to other students in the future. 

· Give AIESEC feedback about the traineeship experience and how such exchanges could be improved in the future.  Send input to int-exchange@lists.aiesec.org.

5. Responsibilities of the Member Committee

· If the country and territory has monitored access, the MC is responsible for ensuring that the SN is reviewed and put on available within one week if the student meets all quality standards.

· Ensure that all the Local Committees are implementing and following the International Exchange Policies and Quality Standards and other policies that the Member Committee has developed specifically for their country and territory.

· Ensure that all Local Committees are running exchanges.

· Takes concrete actions when a problem has come up and solve it as soon as possible.

· Ensure LCs make correct use of the Exchange Quality List and the Exchange Quality Board

· Provide all the necessary systems and tool for LCs to run exchange

6. Responsibilities of AIESEC International

· Ensure that the necessary systems to run exchange are in place (Insight)

· Provide support in managing insight

· Ensure that the Exchange Quality Board and the Exchange Quality List are working properly.

· Sit on and work with the Exchange Quality Board in suggesting solutions for the problems and issues that arise.

· Suggest any improvements to the International Exchange Policies and items to be legislated internationally.

You, as the trainee are recommended to keep this with you to remind yourself not only what your responsibilities are as a participant, but to help ensure that AIESEC and the Company you are matched to, fulfill their responsibilities.

There is also growing support networks in the Internet where people from around the country and the world can help you during your traineeship. It is thus strongly recommended that you try to get an e-mail account during your traineeship and ideally World Wide Web access. As a initial step, you can subscribe to int-trainees@lists.aiesec.org . This list is for the students that are taking traineeships all over the world.  To subscribe, send a message like this: 

To: listserv@lists.aiesec.og
Subject: <leave it blank>

<in the text part write> subscribe  int-trainees  <your name, your last name>

You will receive a confirmation of your subscription and you can start sharing with others the experience that you are going through. 

Good luck on your traineeship....

it will be a wonderful experience for you and for us!
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