Process Overview

Apply for an internship

Application Review Process

Accepted Declined

( Once accepted,
® Ensure you are covered by accident insurance and liability

VPcamp.

® Submit the necessary documents to the institute of internship.
written pledge, CV etc.)

\ ® Take designated preparatory lectures on the HP or VPcamp.

insurance. (Some institute designate the mandatory insurances.)
® Upload insurance documents and register emergency contacts in

(e.0.

J

A4

Participate in the Internship

During the Internship
® Keep ajournal.

After the Internship
® Submit the requested report.
® Complete the internship evaluation questionnaire on VPcamp.

\_

J

v

Receive the certificate of completion

Complete the Internship
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Choose an internship you want to participate in:
» Search by area / organization

http://www.vetintern.jp/areal/

» Search by contents

http://www.vetintern.jp/contents/

If you apply an internship via VPcamp for the first time, create your account with your malil
address and set a password.
https://vetintern.jp/entry/signup

If you have already your account, login with your mail address and password.
https://vetintern.jp/entry/login

Fill in the application form. The application form is attached in Appendix 1 for your

reference.

All applications are reviewed giving attention to every aspect of your application not only
your qualification but also your statement of purposes. Be aware the review is executed
in a comprehensive manner; balance among universities, the location of university, and
other factors also are taken into account.

The admission decision is notified to all applicants by e-mail within around 10 days after
closing the application period. In case you don'’t receive notification, contact VPcamp

office.

Make sure you are covered by accident insurance and liability insurance in order to prepare
an unexpected accident during the internship. It is recommended to contact your
university first to inquire about your insurance status since you might have bought insurance
at university admission.

Select the insurance suitable for the internship. The terms and conditions to claim the
insurance payout or compensation vary from one contract to another. Some internship
requires the insurance designated by the institute of internship.

Get the documents proving that you are covered by accident insurance and liability
insurance. Scan or take a photo of your documents at lower DPI (dots per inch) that
produces a legible image. The file should be provided in JPEG format, not exceed 6000px
in height and width and no larger than 10MB. .

Identify 2 emergency contacts. One is to be your academic supervisor or an equivalent
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http://www.vetintern.jp/area/
http://www.vetintern.jp/contents/
https://vetintern.jp/entry/signup
https://vetintern.jp/entry/login

person at your university. The other is to be someone in your private relations like your
family. Both contacts should be informed and consent beforehand to that you will be on
internship and they are designated as your emergency contacts during the period of your
internship.

Register the insurance documents and emergency contacts in the additional registration
form on VPcamp. Upload the JPEG file into the VPcamp and register your two emergency
contacts (i.e. at university and private) there.

http://www.vetintern.jp/successful applicants/

The additional registration form is attached in Appendix 2 for your reference.
The institute of internship will reach you to inform :

The designated place to meet up, and the date and time

The place(s) of internship, and the date and time

Dress code

Program details

Access

Accommodation advice

Contact name and number

Necessary documents (e.g. written pledge, CV, etc.)

v YV Y Y VYV V V V V

The details of internship report(s) to be submitted at the end of the internship.

You should bear the cost of accommodation and transportation.

Accommodation should be arranged by yourself.

The institute of internship might provide information about accommodation

It is recommended to arrange early accommodation and transportation otherwise you might

miss the opportunity of internship.

Make sure to take the preparatory lectures prior to the internship if any. It would help you
learn more from the internship and leverage the opportunity to the full advantage.

The preparatory lectures are available at VPcamp. The password is provided via e-mail
to the admitted applicants.

http://www.vetintern.jp/video/

Be punctual. Be sure to meet up at the designated place at the time on the day.

Be sure to carry the contact name and number for just in case.
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Pay attention to the instructions given by the institute of internship. At the beginning, the
institute provides an orientation including conventions and rules during the internship.
The institute of internship is NOT an educational institute. Keep in mind that the institute
performs their tasks collaborating with other departments, organizations, or partners.
Follow their instructions or guidance. Think and act for yourself how to optimize the
value of internship.

Keep a journal during the period of internship.

Make sure the requirements of the report you should submit.

Submit the requested report. Meet the deadline.

Complete the internship evaluation questionnaire through the link on VPcamp that is sent
via e-mail from VPcamp office

The certificate of completion and your evaluation will be provided from the institute one or
two months later if you get through all necessary processes.

What to bring.

Generally below are at minimum requested to bring, make sure to bring:

» Seal

»  Student identification card

» National health insurance card

» Notepad, writing paper, and pen etc.

» Anything designated by the institute

Preliminary research about the institute

It is recommended to know about the institute of internship beforehand, for example, to
know:

» Organization chart, number of staff, the relevant ministry(s)

» Description of job

» Recent news

Dress code

Business casual. Dress appropriately as intern student - shirt, trousers, suite and tie for
male students and blouse, skirt or trousers for female students. If special instructions are
given from the institute, follow them.

Attention:

» Obey the instructions given by the institute.

» Remember the names of staff in the institute to communicate smoothly.

» Prevent private talk during the internship.
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Make sure to keep the internship supervisor in the institute be notified where you are.
Let him/her know when you are away from the site.

Switch off your mobile phone during working hour.

Keep the smoking guidelines. It is recommended to prevent smoking during working
hour. Be aware some institutes prohibits smoking on site.

Use and treat carefully tools or facilities in the institute. Return back them as they
were.

Pay attention to make the working area neat and clean. Clean up the area every day
at the end of the work.

Communicate with the supervisor at the end of the work every day to make sure the
schedule and plan of the next day.

Communicate with the supervisor efficiently, accurately and closely.

Don’t enter the off-limits area or take photos without permission.

In case an accident occurs, not only during working hours but also on the way to
commute, notify the supervisor immediately and get instructions on what should be
done. Also be sure to inform your university and VPcamp office as well.

Keep a journal on what you did, what you find and what you learn every day during the
period of internship.

Confidentiality obligation

Even after the internship, you are not allowed to disclose the confidential information that

you may obtain through the internship. If you need, contact the supervisor of the institute.

Written pledge

Read carefully the pledge and then sign. If any questions, ask the supervisor.
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Appendix 1: Application Form on VPcamp

Family Name
Given Name
Family Name
Given Name
Age

Gender

Date of birth
E-mail address
Postal code
Address

Mobile phone number

We may reach you at your
mobile. (VPcamp office
phone: 03-5841-5383)

Other phone number
Institute of internship
University

Course

Grade

Purpose

Statement of purpose within
150 Words.

Academic advisor
Prefecture of your university
Shoes size

White coat size

Animal allegies yes or no

Eigo Kentei (N/A)

TOEIC score

TOEFL score

Comments (e.g. special
health considerations to be
taken into account during the
internship.

(Mandatory)
(Mandatory)
(Mandatory)
(Mandatory)
(Mandatory)
(Mandatory)
(Mandatory)
(Mandatory)
(Mandatory)
(Mandatory)

(Mandatory)

(Mandatory)
(Mandatory)
(Mandatory)
(Mandatory)
(Mandatory)

(Mandatory)

(Mandatory)
(Mandatory)
(Mandatory)
(Mandatory)

(Mandatory)
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Appendix 2: Additional Registration Form on VPcamp

XA T B HRBEA2DLL The documents proving
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that you are covered by
accident insurance and
liability insurance.
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documents and upload.

Emergency contact at
university (your
academic supervisor or
equivalent person)

X Your academic
advisor to be informed
and consent to
beforehand you will be
on internship and he/she
is designated as your
emergency contact
during the period of your
internship.

Affiliation (University,
Research Laboratory)
Name

Phone number
(University or Work)
Phone number (Mobile)

E-mail address

Emergency contact
(Family)

Affiliation

Relationship

Name

Phone number (Work)
Phone number (Mobile)
E-mail address

X If you have 2
documents, take a
photo of both into a
single file.

X The file should not
exceed 6000px in height
and width and no larger
than 10MB. .
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