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Work Experience Student Report

In order to complete the Work Experience placement satisfactorily, each student must submit a Work-Experience Report.

This report is considered by the University to be an integral part of the placement and any student who fails to submit a report by the due date will be deemed to have failed their Work Experience placement and will be prohibited from progressing to the final year of their degree.  The purpose of the report is to allow students to evaluate their experience in terms of their overall position within the company.  The report acts as a record of the placement of the student, the company and the Placement Office.

The report must be presented in a standard report format, typed, double-line spacing, A4 paper and properly bound.  The report should be at least 2,000 words in length, excluding appendices.

THE WORK EXPERIENCE REPORT AND WORK LOG MUST BE SUBMITTED TO THE INDUSTRIAL PLACEMENT OFFICE BY THE APPROPRIATE DATE (SEE BELOW).  COPIES OF THE REPORT SHOULD BE SUBMITTED, ONE FOR YOUR EMPLOYER/SUPERVISOR AND ONE FOR THE DEPARTMENT.  ONLY ONE COPY OF THE WORK LOG IS REQUIRED

	August 4th  5pm 
	Deadline for 6 and 12-month placement reports


Student on 12-month placement who finish their placement before April/May should submit their report before end of April in order to receive completed 3rd Year results in July.  Otherwise completed results including placement will not be available until the Autumn.

The following elements make up the report:

1.   Front Cover                                           

Title of the report, your name and course, your academic year

2. Title Page





List the following information in order:

National University of Ireland, Maynooth

Your course

Name and location of employer

Completion date of the report

3. Table of Contents



Lists of the main sections of your report

4.   List of Tables & Figures



If appropriate

5.  Secrecy Agreement
If this is required by your employer

6.   Abstract                                        

      This is a short paragraph (200 words), which summarises the report

7.   Job Description                          

Give a brief summary of what you did within the company – duties, responsibilities, to whom you reported etc.

8. Main Section




INTRODUCTION

The purposes of the work-experience

THE COMPANY STRUCTURE

Ownership, products or services; customers; numbers employed; assets; facilities and equipment; technologies used; marketplace and profitability; raw materials; energy requirements

WHAT YOU DID

Departments worked in; functions and activities of the company; relation of activities to overall organisation

KNOWLEDGE GAINED

Production processes; quality control; the interdependence of one department on another; personnel and employment problems; routine work; project work; specialised work; work of a repetitive nature, in-house training undertaken, seminars/talks attended which were organised by your employer.

THEORY AND PRACTICE

Did your work relate to the theory studied in University? Did your experience help you appreciate the theory studied?  

9. Conclusions

This is a short summary of what you have said in the report, emphasising the recommendations you have made, the problems encountered and the benefits gained.

10. Appendix

This contains any data, which substantiates your report such as technical manuals, maps, diagrams, etc.

11. Bibliography

Where necessary

Your report need not contain all of these elements.  You may adapt these guidelines you suit your own particular situation. Industrial Placement reports are graded by the Computer Science. In the case of a failed report a decision by the Department will be made as to whether the report should be resubmitted for examination. Failure of placement will result from an unsatisfactory industrial supervisor report and/or a failed placement report.  Students who fail their placement will not be allowed to proceed to fourth year.

CONFIDENTIAL INFORMATION SHOULD NOT BE INCLUDED IN YOUR REPORT.
NO extensions to the deadline for submission of the report and work log will be granted*

Reports will NOT be accepted after the deadline

Excuses will NOT be accepted

Information regarding industrial placement reports etc. will be available at:

www.cs.may.ie/wplacement/ 

* IN EXCEPTIONAL CIRCUMSTANCES ONLY, AN EXTENSION MAY BE GRANTED BY THE INDUSTRIAL PLACEMENT OFFICE ON PAYMENT OF A FINE OF E40 (PROCEEDS TO THE NUIM CHILDCARE FUND)

Tel: +353 1 708 3457
Fax: +353 1 708 3848
Email: studentplacement@cs.may.ie     pmurray@may.ie 
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