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Section 1: Introduction 

1.1. Background 

Internship and Externship are short-term practical learning experiences to get a new set of real-

world skills and gain professional work experience. Internships and externships offer a supervised 

work environment where students can put their theoretical learning into practice and academic 

staff can build their capacity to better understand industry-specific challenges respectively. 

Through internship programs, students work with a wide variety of employees and in a range of 

practice areas in their field of study that supplement their employability. Externship programs, on 

the other hand, enhance academic staff’s ability to integrate real-life field-specific challenges into 

their teachings. Industry staff exchange is helpful to promote inter-university co-operation, 

strengthen industry-university linkage through academic and industry expertise mobility and 

enhance the quality of teaching and research, and provide greater professional and personal 

development for the academician and industry expert. Inviting Industry staff for joint Thesis 

supervision, BSc/MSc/Ph.D. Thesis examination and teaching a portion of the course  broadens 

the range of expertise, perspectives, and world-views available to the student and broadens the 

range of personalities available to the student 

AAU recognizes that student internships, staff externships, and Industry staff exchange programs 

are vital for enhancing the practice-based learning experience and bringing new and innovative 

research ideas from real-world challenges. Student internship, staff externship, and Industry staff 

exchange programs are essential learning experiences that are substantially relevant to bring the 

quality of education for students and Addis Ababa University. These programs can also benefit 

the industry to utilize the expertise of students and academic staff under their placement to their 

advantage and ascertain graduates are fitted to their needs.  
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The Office of ILTT is responsible to carry out two major functions: strengthening university-

industry linkage and technology transfer. In exercising its university-industry linkage, the Office 

provides training and consultancy services; set a policy environment and conducts overseeing 

functions related to internship, externship, and staff exchange from the industry; and solicits 

industry-sponsored research. The University also provides testing and recruitment services to the 

industry in some of its academic units. In discharging these responsibilities, the University recently 

developed a grand University-Industry Linkage (UIL) Policy.  

This Internship, Externship, and Industry Staff Exchange Implementation Guide would guide the 

overall Internship, Externship, and Industry Staff Exchange functions of the University. 

1.2. Definition 

For this implementation guide, the following definition of terms shall be applicable: 

Academic Unit: A unit within the University as a department, school, or center responsible to 

deliver one or more academic program (s). 

Academic Staff: a higher education staff whose duty is teaching and/or research or any recognized 

professionals by the higher education legislation.  

College/Institute UIL & TT Office – an office or unit within colleges and institutes of AAU  

which is responsible for University-Industry Linkage and Technology Transfer tasks of the  

University. 

Extern: is an academic staff who spends a specific period in the business and industry to get 

practical skills and contribute to the day-to-day operations of the industry.  

Host: The organization that is involved with this program and where the student is placed. 
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Industry: any private or public companies, enterprises, associations, governmental institutions, 

and any other organizations that deliver services and/or manufacture products. 

Industry supervisor – an experienced employee of the internship placement organization who is 

assigned to consult, give direction and supervise the performance of the student in the internship 

to streamline the student’s work with the need of the organization.  

Staff externship: A program/arrangement in which academic staff members of an academic unit 

spend a predefined period (usually short) in an industry relevant to their field of study to get 

practical exposure and better understand the challenges to serve the industry. 

Industry Staff Exchanges Program: A program/arrangement in which Industry can serve the 

University for a short period to share their practical experience. 

Stakeholder: Private, governmental, and/or non-governmental organizations and industries which 

have concern and relation with the university. 

Student internship: A program in academic learning whereby students spend a predefined period 

in an industry that enables them to practice their technical knowledge and get hands-on experience 

on challenges in practical working situations. 

University-Industry Linkage (UIL): is the interaction between Industry and Universities to solve 

technical problems, work on research & development, and innovative projects, or gather scientific 

and/or technological knowledge.  

University mentor – an academic staff assigned as a guide/coach for a student in an internship 

program. He/she shall guide the student in academic, work-life, and related issues encountered in 

the internship program.  
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1.3. Purpose 

The importance of having internship, externship, and industry staff exchange programs focuses on 

enhancing the quality of education and professionally serving the industry. This is achieved 

through staff practical engagements via externship programs along with exposing students to 

industrial working environments and challenges via internships and learning practical experience 

from industry experts via the Industry staff exchange program. This implementation guide 

addresses the need to have a uniform and streamlined implementation of these programs to elevate 

the quality of service delivered by the University.  

1.4. Objective  
 

1.4.1. Streamline internship, staff externship, and Industry staff exchange programs across Addis 

Ababa University academic programs with a guiding direction of implementation; 

1.4.2. Structure programs to enable practical knowledge enrichment of staff and students to better 

serve the industry and the University; 

1.5. Scope  
 

1.5.1. This implementation guide shall be used by all colleges/institutes/schools/departments 

within Addis Ababa University. 

1.5.2. The Internship Programs Implementation guide is developed for managing the internship, 

externship, and industry staff exchange program effectively.  

1.6. Abbreviation 

AAU   Addis Ababa University 

ECTS   European Credit Transfer System  

UIL     University Industry Linkage 
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IPR     Intellectual Property Rights  

MoU   Memorandum of Understanding  

TT   Technology Transfer  

UIL & TT  University Industry Linkage and Technology Transfer 
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Section 2: Internship Implementation Guide  

Addis Ababa University has emphasized practice-oriented teaching and learning process, and for 

this purpose, its students have been placed in the Industry/organizations/stalk holders/NGOs for 

practical attachment and linking the University with the industry. The internship is structured and 

supervised experiential learning in the area of a student’s career interest and in a work setting for 

which the student may or may not earn academic credit and may or may not be paid. Internships 

are driven by intentional learning goals and objectives, which extend the student’s knowledge and 

understanding of classroom outcomes and are accompanied by structured reflection. 

2.1. Purpose  

 The purpose of the Internship Programs Implementation guide is to guide the effective and 

efficient implementation of the internship program at Addis Ababa University. The 

implementation guide manual serves as a guideline or framework for placing, supervising, 

and overall managing interns during their internship period. 

2.2. Scope 

 The Internship Programs Implementation guide is developed for managing the internship for 

the Undergraduate program at Addis Ababa University. However, it is possible to customize 

the manual for other internship program management, too. 

2.3. Outcome  

 It is expected that through a well-organized internship program students get practical 

knowledge and get to know the world of work. An internship is an entry into the world of 

work. Hence, it is expected that having this policy and procedure for managing the internship 

program will result in having well-equipped graduates and satisfied host companies and 
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future employers. Besides, it will help industries to develop trust in Universities, Positive 

attitudes between universities and industry will be developed, etc. 

2.4. Roles and Responsibility  

2.4.1. Academic Unit 

2.4.1.1. Each academic unit shall set directions for effective and efficient implementation of the 

internship program together with the College/institute UIL & TT offices. 

2.4.1.2.  Each academic unit must have an internship coordination office and or co-coordinator 

that is responsible for coordinating, leading, managing, and evaluating the internship 

program in collaboration with the College/institute UIL & TT offices. 

2.4.1.3.  Each academic unit must take full responsibility for assisting Internship places for 

students together with the College/institute UIL & TT offices. 

2.4.1.4.  Each academic unit shall plan the internship program based on a predefined/prescheduled 

period so that students can get the right company related to their field of study.  

2.4.1.5.  The academic unit shall create a mechanism to find several companies through capacity 

building on field-specific market research, creating a career portal, organizing career 

events, organizing an open day for companies in the University compound, and creating 

an internship publication dedicated to students so that they can share their experience for 

others to learn.  

2.4.1.6.  Each academic unit shall collaborate with each UIL & TT office to arrange a 

transportation and meal allowance for students in an internship. 

2.4.1.7.  Each academic unit shall determine the mentor duration of the visit;  

2.4.1.8.  Each academic unit shall have a responsibility to assure the availability of adequate 

funding for the regular internship program and internship supervision activities.   
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2.4.1.9.  Each academic unit shall plan a mechanism to identify a funding source to run an effective 

internship program. 

2.4.1.10.   Each academic unit shall discuss with the company to assign a qualified individual from 

the company side that will supervise the internship students and follow up the supervision 

process jointly.   

2.4.2. UIL & TT offices 

2.4.2.1. The college/Institute shall facilitate the creation of continuous awareness of internship 

programs through continuous training and capacity-building programs with the private 

sector, government organizations, companies, and stallholders with the inclusion of 

students. 

2.4.2.2.  The university through the College/institute UIL & TT offices shall facilitate the 

transportation and per diem allowance for the mentors according to the university budget 

guidelines.  

2.4.2.3. Each college and institute shall have uniform internship program initiation, agreement, 

follow-up, and control procedure under their respective research and TT offices. This 

Internship Implementation guide. 

2.4.3. Students/Intern 

2.4.3.1. Each student shall have one mentor from the university academic staff and a supervisor 

from the industry side. The mentor and supervisor must define the specific tasks/project 

the student would be engaged in during the internship program;  

2.4.3.2.  Students shall prepare and submit a well-compiled report based on a specific format 

prepared for this internship program.  
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2.4.3.3.  The student shall bring one project related to the company problem and the problem shall 

be solved through research.  

2.4.3.4.  The student shall submit the final report to his mentor and the internship evaluating 

committee. The final report after review shall be given to the company.  

2.4.3.5.  The student shall be evaluated by his mentor and his company supervisor which shall 

constitute an overall evaluation for the student internship. 

2.4.3.6.  An intern must abide by all the rules and regulations of the host organization. 

2.4.3.7. The intern has to devote his/her utmost effort to benefit from the internship program 

2.4.3.8. The intern should have to present his/her work to the evaluators. 

2.4.3.9.  The intern should have to know the evaluation grade and accept his/her grade. 

2.4.3.10.  The intern has the right to know and defend the evaluation grade in case he/she has any 

concerns. 

2.4.4. Mentor  

2.4.4.1. Each mentor shall visit students during the internship period and shall report to the 

respective office about their progress.  

2.4.4.2.  The mentor should be qualified to mentor in the respective subject area. 

2.4.4.3.  The department shall plan and determine how many internships the mentor can handle 

each semester.  

2.4.4.4.  Each academic unit together with the College/institute UIL & TT offices shall develop 

and prepare follow-up procedures and control mechanisms to monitor both students and 

mentors. 

2.4.4.5.  Internship supervision should be provided by appropriate full-time faculty from the 

department that offers the internship. Some part-time or non-faculty supervisors may also 
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serve effectively if they have academic qualifications, training, and experience equivalent 

to that of appropriate faculty supervisors. 

2.4.5. Host company/ Organization  

2.4.5.1. The Host Company /organization shall provide a safe work environment and offer a new 

learning experience for the intern.  

2.4.5.2. The host company /organization has to assign a supervisor for the interns  

2.4.5.3. The mentor has to meet in person, communicate by telephone, or email with the Faculty 

Advisor and/or the UIL Director or other units of the University to discuss the progress of 

the intern student. The first discussion with the Faculty Advisor will take place within the 

first two weeks of the internship; a second contact will occur midway through the semester 

and other meetings can be arranged in consultation with stakeholders.  

2.4.5.4. The host shall offer opportunities for interns to explore practical challenges or to develop 

new skills. 

2.4.5.5. There has to be an ‘induction’ period for the interns about the overall environment, 

facilities, and operations of the host company/organization before the interns are assigned 

to a specific assignment/task. 

2.4.5.6. The host shall advise the intern of the inherent risks of working in that workplace, creating 

awareness and giving training for him or her concerning safety procedures. 

2.4.5.7. The host is expected to offer interaction with the top manager (s) in the location to allow 

for students to learn about strategic decisions and the “big picture” view of the 

business/organization.  



 

11 
 

2.4.5.8. The internship length should be 12-15 weeks in length, preferably coinciding with the 

semester dates. The period shall be adjusted in consultation with the mentor, academic 

unit, and the UIL office.  

2.4.5.9. The host has to make sure that the intern is investing his time and effort during the assigned 

period. The host has the right to report any wrongdoings to the University.  

2.4.5.10. A mentor/supervisor has to be assigned for the intern/s from the host organization  

2.4.5.11. The mentor/supervisor arranges meetings with the faculty supervisor/advisor and 

evaluates the progress  

2.4.5.12. The host has to evaluate the intern when he/she finalized the internship program. 

2.5. Administrative Procedures and Organization 

2.5.1. High-Level Internship program Map 

The following chart shows a high-level process map for administering interns and internship 

programs at Addis Ababa University. 

Get Support of 

UIL Office 

            Placement Phase 

 Report to the host 

 Carryout your Internship 

        Progress Report Phase

 Report to the supervisors

Did the Intern 

secure Host 

Company ?  Final Report Phase and           

           presentation 

        Preparation Phase

 Apply for Internship 

No 

Yes

 

Figure 1: Process Map of Internship Program 
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2.5.2. Administrative Procedure 

The following administrative procedures are recommended for supervising the internship program 

successfully. 

2.5.3. Student Eligibility  

2.5.3.1. Students must be enrolled at Addis Ababa University  

2.5.3.2. Students must have fulfilled the Credit requirements to take part in the internship program  

2.5.3.3. Permission/approval from an academic major faculty supervisor has to be guaranteed  

2.5.4. Stakeholders  

Major stakeholders of the internship program include:  

 Students  

 Staff/Faculty  

 University Registrar  

 UIL offices  

 Program Coordinators  

 Government Organizations  

 Private Firms  

 NGOs  

 Employment Agencies  

 Student Career Development Center  

 Etc.  

 

 



 

13 
 

2.6. Formats for internship 

All the required format for the internship program is listed here below and annexed (Appendix I 

– Internship (Format 1 -11) 

 Format No. 1: Development of learning objectives and specific tasks for internship  

 Format No. 2: Contract of internship  

 Format No.3: Weekly Report  

 Format No. 4: Monthly Internship Report  

 Format No. 5: Monthly Evaluation Form  

 Format No. 6: Final Approval  

 Format No. 7: Suggestions for Project  

 Format No.8: Final Evaluation sheet (Evaluate the objectives) 

 Format No. 9: Internship final Grading Guideline  

 Format No. 10: Internship Report Writing Format 

 Format No. 11: Internship Attendance Sheet to be filled by a company supervisor 
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Section 3: Externship Programs Implementation guide 

The externship program helps the academic staff to get practical skills and contribute to the day-

to-day operations of the industry by spending a specific period in the industry. The Externship 

program will create an opportunity to link the theoretical concepts with practical experience of the 

industry and its daily operation. The instructor will have a technical competence for effective 

teaching by combining theoretical knowledge with practical skills. The externship program 

improves and sharpens the instructor's pratcial and problem-solving skills. Besides, the instructor 

learns additional skills in management, communication, and presentation skills. The students will 

get also get the opportunity to hear about industry problems and future research areas through their 

instructor. Externship brings a quality of education, becomes the source of research ideas and 

innovation, and creates a strong university-industry linkage.  

3.1. Purpose  

 The purpose of the Externship Programs Implementation guide is to guide the effective and 

efficient implementation of the Externship Program at Addis Ababa University. The 

implementation guide manual serves as a guideline or framework for placing, supervising, 

and overall managing externs during their Externship period. 

3.2. Scope 

 The Externship Programs Implementation guide is developed for managing the Externship 

Program for the Staff of Addis Ababa University.  

3.3. Outcome  

 Through a well-organized Externship, program staff shall get practical knowledge, and know 

the world of work and practical challenges of the industries. Hence, it is expected that having 

this Implementation guide for managing the Externship program will result in an effective 
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externship program that can benefit both the host organization and the staff. Besides, it will 

help industries to develop trust in Universities, Positive attitudes between universities and 

industry will be developed, etc. 

3.4. Roles and Responsibility  

3.4.1. Academic unit 

3.4.1.1. Each academic unit shall make any prior arrangement before sending externs to 

industries for the externship program 

3.4.1.2. Each academic unit  shall prepare a support letter together with the UIL- TT office for 

the externs  

3.4.2. Staffs  

3.4.3. Each staff shall identify and schedule his externship as staff externship is the responsibility 

of the staff as collaborating with respective industries is one major academic requirement 

in higher education institutions. The academic unit, however, could facilitate such 

placement when the opportunity presents itself; 

3.4.4. Each staff needs to engage in an externship program at least for two months and a 

maximum of four months within two years;  

3.4.5. Staff in the externship program may get a financial incentive from the externship hosting 

company, arranged by the free will of the company, during the program period in addition 

to a regular salary from the university; 

3.4.6. Externship should be a mandatory part of evaluation for promotion as professional 

development and service, especially from graduate assistant to an assistant professorship 

3.4.7. An extern must abide by all the rules and regulations of the host organization;  
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3.4.8. After finalizing the externship program, the academic staff is expected to present his/her 

experience to his/her academic unit in a public lecture setup to convey gained experience; 

3.4.9. Academic staff and respective units shall schedule staff externships based on their semester 

workload to avoid any staff scarcity for course delivery; 

3.4.10. Staff members willing to engage in externship programs during the summer period (after 

the end of the second semester) shall be highly encouraged. 

3.4.11. Academic staff must get approval from their respective academic unit before going for an 

externship; 

3.4.12. The academic unit and college/institute UIL & TT office shall communicate with the 

externship hosting company regularly and assure the professional service is being delivered 

properly;  

3.4.13. Company evaluation over the externship of academic staff must be filled, sealed, and 

submitted to the College/Institute UIL & TT office. Such evaluation shall be filled by the 

immediate supervisor for the extern or top management of the organization;  

3.4.14. An evaluation scheme of staff externship shall be set up by the college/institute UIL & TT 

office and used for the improvement of the program;  

3.4.15. College/institute UIL & TT offices  

3.4.16. Each College/institute's UIL & TT offices shall conduct an annual survey and prepare a 

feedback report by approaching hosting organizations, students, and staff.  

3.4.17. Colleges and institutes shall organize workshops and ‘industry day’ events to nurture the 

industry culture on students’ internships and staff externship programs;  

3.4.18. AAU Director for UIL & TT shall synthesize reports submitted from all colleges and 

institutes and give directions for improvement. The office shall also conduct an industry 
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reflection survey every two years and organize workshops to learn and improve from 

previous internship and externship programs;  

3.4.19. AAU Director for UIL & TT in collaboration with College/institute UIL & TT offices shall 

raise awareness, conduct events to attract the industry, facilitate the negotiation and 

agreement with identified industries for placement of academic staff for externship 

program;  

3.4.20. College/institute UIL & TT offices shall prepare reports on student and staff placements, 

stakeholders’ feedback, event organized, and other initiatives on a semester basis;  

3.4.21. Any IPR issue obtained through student internship and staff externship programs shall be 

governed by AAU’s IP Policy unless explicitly indicated and agreed otherwise in 

agreements made with the organization(s) involved;  

3.4.22. Research ideas developed as a result of internship and externship programs shall be 

governed by the industry-sponsored research policy indicated in this policy; 

3.4.23. Director for University-Industry Linkage and Technology transfer shall own this policy 

and implement it through college/institute UIL & TT offices and specific academic units;  

3.4.24. Academic staff must identify hosting organizations by themselves and need to 

communicate with the respective academic unit and college/institute UIL & TT offices; 

3.4.25. Student internship placement organizations must be identified by the college/Institute UIL 

& TT office. Students, however, could also take the initiative to identify placement in 

advance and notify the college/Institute UIL & TT office prior to placement announcement 

period;  

3.4.26. College/institute UIL & TT offices and academic units shall schedule students and staff 

placement programs as part of their annual plan. Academic units via their college must 
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provide the required support to mentors and control mentorship with prearranged 

procedures;   

3.4.27. College/institute UIL & TT offices shall organize orientation sessions before sending 

students for internships to acquaint them with the expectations of the program;  

3.4.28. Mentors have a responsibility to identify impactful intervention areas in the industries, 

support technology, and evaluate the student’s performance in collaboration with company 

supervisors. Minimum requirement of communication between mentor and mentee shall 

be set and strictly followed up by the academic unit and college/institute UIL & TT offices; 

3.4.29. Academic staff and students are expected to prepare a report of their stay according to the 

expected format to be provided by the college/institute UIL & TT offices; 

3.5. Reports to be submitted  

During and upon completion of the industrial attachment, the instructor must submit his or her : 

 Format No. 1: Application format for Academic Staff Externship  

 Format No. 2: Industrial attachment Weekly report [To be completed by the Extern) 

 Format No. 3: Extern Feedback Form   

 Format No. 4: Industrial Attachment for Instructors Evaluation Form (For Industry) 

 Format No. 5: Extern Report Evaluation Form (Department Head) 

 Format No. 6: Guideline for preparing industrial attachment program  

Note: The form is attached to the appendixes section (Appendix II – Externship) 
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3.6. Implementation flow of the externship program  

The implementation flow of the externship program is summarized in figure 1.  

Academic Unit/
School

UIL- TT office 

Industry 

Shall prepare Externship 
program plan every year

Shall identify companies for 
externs 

Shall send request letter for 
companies 

Upon the confirmation of the 
externship program , the 

school notify to the extent to 
start their  externship   

The UIL - TT office shall 
monitor the internship 

program 

The UIL - TT shall 
communicate the Industry 
frequently  with acadmic 

unit  

The extern submit weekly and 
monthly report and shall 

submit  report at the end of 
the externship  program to 

his her school 

The UIL - TT shall prepare 
industrial visit to see the 
status of the extern  and 

further action

The industrial supervisor shall 
follow the extern

The extern shall lselect a 
problem/chlalne to be solved  

The extern shall prepare report 
and submit it to the school and 

the industry  after comment 
 

Figure 2: Implementation flow of the externship program 

3.7. Administrative Procedures and Organization 

3.7.1. High-Level Internship program Map 

The following chart shows a high-level process map for administering extern and externship 

programs at Addis Ababa University. 
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Get Support of 

UIL Office 

            Placement Phase 

 Report to the host 

 Carryout your Externship 

        Progress Report Phase

 Report to the University and 

company supervisor

Did the Extern 

secure Host 

Company ? 
 Final Report Phase and           

           presentation 

        Preparation Phase

 Apply for Externship 

No 

Yes

            During Externship Phase

 Extern will find company challenges

 Interact with company personnel 

 Carryout Challenge analysis 

 

Figure 3: Process Map of Externship Program 

3.8. General provision  

3.8.1.  The attachment shall be understood that it is a program for training that would give to 

instructors for skill development  

3.8.2. The Externship program is for the benefit of the Instructor  and the university  

3.8.3.  The extern or instructor is not necessarily entitled to a job in the industry as the conclusion 

of the attachment program 

3.8.4. The industry and the extern understand that the extern is not entitled to wages for the time 

spent in the attachment unless any payment is arranged by the industry upon its will 

3.8.5. The Industry shall provide all occupational safety services to the extern 

3.8.6. An Extern shall obey all working rules and regulations of the industry. 
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3.9. Extension and Termination  

3.9.1. Extension 

3.9.1.1. The extern can request his academic unit or school to extend the externship program 

beyond the time limit if he or she started a joint project with the industry and can 

complete it within the planned period 

3.9.2. Termination  

3.9.2.1. An extern may terminate the industrial attachment on the condition of either or both 

parties want to cancel. But this shall be done under the following conditions 

3.9.2.2. The university can terminate the attachment when the extern couldn’t move based on 

the rules written in this attachment implementation manual  

3.9.2.3. The university shall cancel the externship if the extern is leaving the university 

3.9.2.4. The externship program the extern can be terminated if the extern faces any problem 

beyond his control to stay in the industry 

3.9.2.5. The industry can terminate the externship program if the externs do not respect the rules 

and regulations of the industry. 
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Section 4: Industry Staff Exchange Implementation guide 

Industry staff exchange is helpful to promote and strengthen industry-university linkage through 

academic and industry expertise mobility and enhance the quality of teaching and research and 

provide greater professional and personal development for the academician and industry expert. 

Industry staff exchange includes inviting industry experts to teach a portion of the course as guest 

lecturers and examining students’ research work during their BSc/MSc /Ph.D. defense sessions, 

and advising BSc/MSc/Ph.D. thesis jointly. The staff exchange program will deepen and expand 

academic staff members' knowledge, and increases collaboration among industries. 

4.1. Purpose  

 The purpose of the Staff Exchange Implementation guide is to guide the effective and 

efficient implementation of the Industrial Staff Exchange program at Addis Ababa 

University. The implementation guide manual serves as a guideline or framework for 

placing, supervising, and overall managing Industrial staff and invited experts during their 

exchange period. 

4.2. Scope 

 The Industrial Staff Exchange Programs Implementation guide is developed for managing 

the Industrial Staff Exchange program at Addis Ababa University. This includes facilitating 

and searching for Industrial staff to teach a portion of the course at the University, joint thesis 

advising, and thesis examination during the defense.  

4.3. Outcome  

 Through a well-organized Staff Exchange program; the host organizations will benefit from 

the knowledge, different skills, and new perspectives of the exchanged personnel. The 
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quality of education and research activities will be improved. The academic staff will expand 

their horizons with new experiences and challenges while going to other national and 

international universities.  The exchange program will also bring greater opportunities for 

participants to learn and work together with others to solve shared problems with joint 

research. Thus, this Implementation guide for managing the Industrial Staff Exchange 

program will result in an effective Staff Exchange program that can benefit both the host 

organization and invited staff from other universities and institutions.  

4.4. Identification of Industry Staff Exchange opportunity  

4.4.1. The availability of staff exchange places will be checked rigorously.  

4.4.2. The duration of the staff exchange and any funding or financial support will be confirmed. 

4.4.3. The eligibility requirements will be checked. 

4.4.4. The selection of nominated candidates will be done through the academic unit considering 

the load of the staff in that semester, experience, availability, etc.   

4.4.5. The academic unit will assist the staff while applying directly to the national or 

international university.  

4.4.6. The academic unit will also facilitate the process for those who are coming from other 

universities and institutions.  

4.4.7. If your nomination is successful, the responsible office will contact the staff and sign a 

contract agreement between the university and the person who will be exchanged. 

 

 

 

 



 

24 
 

4.5. Modality of Industrial Staff exchange  

4.5.1. Joint Thesis advising  

4.5.1.1. Joint supervision of the thesis enables students to conduct their research under the 

supervision of two thesis supervisors: a main supervisor from Addis Ababa University 

and a co-supervisor from Industry partners’ or other institutions. 

4.5.1.2. The Industry supervisor must have the qualification and the experience in the areas of 

study or students' thesis study area.  

4.5.1.3. Joint supervision broadens the range of expertise, perspectives, and world-views 

available to the student; broadens the range of personalities available to the student; 

4.5.1.4. The supervisor develops more links with other staff on campus, extends their 

knowledge, may learn different skills for supervision, and shares responsibility for the 

student; 

4.5.1.5. The student can tap into more resources and networks, can share needs and demands 

around, and may be less likely to have to move in one direction (eg, of a particular 

supervisor’s expertise); 

4.5.1.6. Different supervisors can fill different positions of value to the student (eg, culture, 

gender, etc). 

4.5.2. Joint course delivering  

4.5.2.1. The course instructor shall invite experienced industry experts to teach a portion of the 

course or share their professional and practical experience related to the study area.  

4.5.2.2. For the students, the guest speaker serves as a great role model, and the students can 

gain practical experience from real-world life experiences in the context of the 



 

25 
 

workplace and learn a lot from the perspective of an expert who is in their field of 

expertise industry.  

4.5.2.3. The main Instructor for the specific course shall be from the university. 

4.5.2.4. The course Instructor shall select, communicate and manage the issues of selecting the 

right industrial experts or guest speakers.  

4.5.3. Joint Thesis Examination 

4.5.3.1. Each academic unit shall invite industry experts to examine a thesis related to their field 

of study and area of expertise at their industry. 

4.5.3.2. Each academic unit shall handle issues related to inviting thesis examiners from the 

industry. 

4.5.3.3. The external examiner of the Industry expert must read the thesis in advance and agree 

with the terms of a condition set by the graduate office of Addis Ababa University on 

the rule and regulations of thesis examination.  

4.5.4. Alumni association  

4.5.4.1. The Universities shall maintain a connection with graduating students who are industry.  

4.5.4.2. Creating a strong connection with Alumni is a great opportunity for the university to 

discuss industry problems and understand ways of working together to solve those 

relevant problems.  

4.5.4.3. Alumni can become mentors for present students.  

4.5.4.4. Alumni can help the university in joint advising and joint teaching activities without 

asking for money. 

4.5.4.5. Alumni can give students educational advice on career paths and help students establish 

a network of alumni and with other education professionals. 
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4.6. Roles and Responsibility  

4.6.1. Academic unit 

4.6.1.1. Each academic unit shall facilitate and manage all the necessary actions related to the 

industrial staff exchange process. 

4.6.1.2. Each academic unit shall create access to high-performing senior leaders or 

professional experts from the real-world industry to help students' careers, increasing 

their network and understanding of industry applications. 

4.6.1.3. Each academic unit shall appoint a coordinator to handle all matters related to Industry 

staff exchange. 

4.6.1.4. The coordinator shall be in charge that is in charge of the program and he/ she shall be 

the contact person for inviting the industry staff and follow all the logistic issues of the 

exchanges before, during, and after the exchange. 

4.6.1.5. The coordinator together with the academic unit shall decide when and where the 

Industrial staff exchange should take place, and define the objectives (professional 

development, knowledge sharing, etc.) and the possible outcomes for an industrial staff 

exchange program. 

4.6.2. College/institute UIL & TT offices; 

4.6.2.1. The college/Institute UIL and TT offices shall facilitate all the costs-related issues with 

Industrial staff exchange.  

4.6.2.2. The college/Institute UIL and TT offices shall ask a guest to share their experience free 

of charge or deliver them a certificate of appreciation to reduce the financial burden of 

the University.  
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4.6.2.3. The college/Institute UIL and TT offices shall communicate and facilitate the cost of 

advising from the Graduate program office of Addis Ababa University for industrial 

adviser Joint thesis advising.  

4.7. Reports to be submitted  

During and upon completion of the Industrial staff, the Industrial staff must submit his or her: 

 Format No. 1: Application format for Industrial Staff Exchange application form 

 Format No 2: Agreement Form for Joint Advising   

4.8. A collaborative framework for effective Industrial staff exchange 

Understand the Variety of 
Interaction or exchange 

mechanism

Identify the Stakeholders

Understand the ‘Why’ – Identify 
the motivation of Industry staff 

exchange 

Identify and Appoint Suitable 
experts from Industry Side 

Ensure strong Partnership 

Establish effective 
Communication

Encourage/facilitate 
Collaboration

Manage  Collaboration
effectively  

Figure 4:  Collaborative framework 
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Appendixes 

Appendix I – Internship  

Internship format 

Format No. 1: Development of learning objectives and specific tasks for internship  

Note (For the company and mentor) Please ensure the agreed-upon objectives and activities can 

develop interns' future carrier)  

Student Name: _________________  

Department    : __________________ 

Objectives Specific activities to achieve objective 

A. Understand the overall working 

Systems of the organization 

 

1. ______________________________________________ 

2. ______________________________________________ 

3. ______________________________________________ 

4. ______________________________________________ 

5. ______________________________________________ 

 

B. Strengthen and expand 

Knowledge relevant to interns' 

profession 

 

1. ______________________________________________ 

2. ______________________________________________ 

3. ______________________________________________ 

4. ______________________________________________ 

5. ______________________________________________ 
 

C. Acquire Hands-on-training in 

practical skills in one or several of 

his/her specific profession 

 

1. _______________________________________ 

2. _______________________________________ 

3. _______________________________________ 

4. _______________________________________ 

5. _______________________________________ 

 

Responsible mentor Name 

 

Name:________________________ 

Department 

:___________________ 

Signature : ____________________ 

Date  :________________________ 

Responsible Site supervisor 

 

Name:________________________ 

Department :___________________ 

Signature : ____________________ 

Date  :________________________ 
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Format No. 2: Contract of Internship Agreement  

PARTIES 

This Internship Agreement (hereinafter referred to as the “Agreement”) is entered into on 

________________ (the “Effective Date”), by and between ________________________, with 

an address of ________________, (hereinafter referred to as the “Company”) and 

________________, with an address of ________________, (hereinafter referred to as the 

“Intern”) (collectively referred to as the “Parties”). 

INTERNSHIP POSITION 

The Intern has been assigned to the position of ________________ in the ________________ 

department. 

DUTIES AND RESPONSIBILITIES 

During the internship period, the Intern shall have the responsibility of performing the following 

duties: 

1. ________________________________ 

2. ________________________________ 

3. ________________________________ 

4. ________________________________ 

5. ________________________________ 

PAY AND COMPENSATION 

- The Parties hereby agree that this internship may paid or unpaid depending on their agreement.   

- The Intern agrees that he/she will be compensated in knowledge, education and experience as 

consideration for the duties and responsibilities that he/she will undertake under this 

Agreement. 

WORKING HOURS 

- The Intern agrees that he/she will be working from ________________ to ________________ 

(Monday to Friday), with ________________ lunch break.  

In particular, the Intern agrees that he/she will work on average ________________ hours per 

week. 

TERM OF AGREEMENT 
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This Agreement shall be effective on the date of signing this Agreement (the “Effective Date”) 

and will end on ________________. 

TERMINATION 

This Agreement may be terminated in the event that any of the following occurs: 

1. Immediately in the event that the Intern breaches this Agreement. 

2. At any given time by providing written notice to the other party ________________ days 

prior to terminating the Agreement. 

Upon terminating this Agreement, the Intern will be required to return all the Company’s materials, 

products or any other content at his/her earliest convenience, but not beyond ________________ 

days.  

CONFIDENTIALITY  

All terms and conditions of this Agreement and any materials provided during the term of the 

Agreement must be kept confidential by the Intern, unless the disclosure is required pursuant to 

process of law.  

Disclosing or using this information for any purpose beyond the scope of this Agreement, or 

beyond the exceptions set forth above, is expressly forbidden without the prior consent of the 

Company. 

INTELLECTUAL PROPERTY 

The Intern agrees that any intellectual property provided to him/her by the Company will remain 

the sole property of the Company, including, but not limited to, copyrights, patents, trade secret 

rights, and other intellectual property rights associated with any ideas, concepts, techniques, 

inventions, processes, works of authorship, confidential information or trade secrets.   

REPRESENTATION AND WARRANTIES 

Both Parties warrant that as of the Effective Date, they have the power and authority to enter into 

this Agreement and to perform their obligations under it, and to grant to each other the rights 

provided under this Agreement. 

Both Parties warrant that, by entering into this Agreement, they do not violate or infringe upon the 

rights of any third party or violate any other agreement between the Parties, individually, and any 

other person, organization, or business or any law or governmental regulation. 

LIMITATION OF LIABILITY 

https://www.lawinsider.com/clause/term-of-agreement
https://www.lawinsider.com/clause/confidentiality-clause
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In no event shall the Company or the Intern be individually liable for any damages for breach of 

duty by third parties, unless the Company’s or Intern’s act or failure to act involves intentional 

misconduct, fraud, or a knowing violation of the law. 

SEVERABILITY 

In the event that any provision of this Agreement is found to be void and unenforceable by a court 

of competent jurisdiction, then the remaining provisions will remain in force in accordance with 

the Parties’ intention. 

GOVERNING LAW 

This Agreement shall be governed by and construed in accordance with the laws of the University 

and the host organization.  

ENTIRE AGREEMENT 

This Agreement contains the entire agreement and understanding among the Parties to it with 

respect to its subject matter, and supersedes all prior agreements, understandings, inducements and 

conditions, express or implied, oral or written, of any nature whatsoever with respect to its subject 

matter. The express terms of the Agreement control and supersede any course of performance 

and/or usage of the trade inconsistent with any of its terms. 

SIGNATURE AND DATE 

The Parties hereby agree to the terms, conditions set forth in this Agreement, and their signatures 

below demonstrate such: 

 

INTERN 

 

Name:____________________________ 

Signature:_________________________ 

Date:_____________________________ 

 

COMPANY 

 

Name:____________________________ 

Signature:_________________________ 

Date:_____________________________ 

  

 

 

 

https://www.lawinsider.com/clause/governing-law
https://www.lawinsider.com/clause/entire-agreement
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Format No. 3: Weekly Report 

Weekly Report 

Use this form for describing the weekly activities. Then compile the weekly reports into one monthly report 

and write an abstract about your activities, your achievements, and the progress of the project over the month. 

Week No.:______________ Dates: ____/____/________ to ____/____/________  

Date Activities 

Monday   

Tuesday   

Wednesday   

Thursday   

Friday   

Strength and Opportunities obtained (Half a Page)  

 

 

 

 

 

Challenges faced (Half a Page)   
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Format No. 4: Monthly Internship Report 

Student Name :________________________ 

Department:___________________________ 

Date :________________________________ 

S/N Objectives Planned Activities  Performed activities  

1 Understand the overall working 

systems of the organization  

 

 

 

 

 

 

 

2 Strengthen and expand Knowledge 

relevant to academic background  

 

 

 

 

 

 

 

 

3 Acquire Hands-on-training in practical 

skills in one or several of his/her 

specific profession  

 

 

 

 

 

 

 

 

4 Challenges during the activities  

 

 

 

 

 

 

 

______________                                   __________________                                 ________________ 

Signature, Student                                  Signature, Company Supervisor                   Signature, Mentor 
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Format No. 5: Monthly Evaluation Form  

Monthly Performance Evaluation Sheet to be filled by Company Supervisor  

Month:  

Company Name :  

Company supervisor name:   

Student Name :  

Students’ Department :   

Please give the appropriate value in the box provided out of the total value given for each  

General Performance (25%) 

Punctuality  5 %  

Reliability  5 %  

Independence in Work 5 %  

Communication Skills 5 %  

Professionalism  5 %  

Personal Skills (25 %) 

Speed of Work  5 %  

Accuracy  5 %  

Engagement  5 %  

Do you recommend him for your company  5 %  

Cooperating with colleagues  5 %  

Professional Skills (50 %) 

Technical skills  5 %  

Innovative skills  5 %  

Problem Identification Skills  5 %  

Problem Solving Skills  5 %  

Organizing Skills  5 %  

Support of project tasks  5 %  

Responsibility in Task Fulfillments  5 %  

Team Sprit 20 %  

Result  Total Percentage 100  
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Format No. 6: Final Approval  

Student Name: ________________                     Responsible Mentor Name: ________________  

Department: _________________                      Department: ____________________________ 

Date: ________________________                    Date: __________________________________ 

S/N Criteria Confirmation  

1 The Internship program was completed within the time 

frame and all evaluation formats  

 

2 All data regarding the internship program were provided on 

time by student. 

 

 

 

______________________________                                           _________________________ 

Signature, UIL officer of the institute                                                Institute's stamp 
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Format No. 7: Suggestions for Project 

(Please provide your suggestion on the internship project for future amendment and improvement)   

1. Student   

 

 

 

 

 

2. Company supervisor   

 

 

 

 

 

3. University Mentor   

 

 

 

 

 

 

______________                                 ________________                    ____________________ 

Signature, Student                                       Signature, Supervisor                      Signature, Mentor 
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Format No.8: Final Evaluation sheet (Evaluate the objectives) 

Please assess the estimated outcome of the experience and level of acquaintance and give appropriate 

value in the box provided out of the total value given for each evaluation criteria. 

S/N Objectives  Evaluation  Advisor Remark 

1 Understand the overall working systems 

of the organization (25 %)  

 

  

2 Strengthen and expand Knowledge 

relevant to interns (25 %)  

  

3 Acquire Hands-on-training in practical 

skills in one or several of his/her specific 

profession (25 %)  

 

  

4 Problem Identification, solving, and 

creativity Skills (25 %)  

 

  

 Total Mark 100 %  

 

 

________________                               ___________________               ____________________ 

A signature, Student                                  Signature, Supervisor                    Signature, Mentor 

(Company stamp) 
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Format No. 9: Internship final Grading Guideline 

A. Components of the Evaluation  

I. Faculty Mentors Evaluation – Comprise 35% of the total marks given to the students. It will 

be based on the mentors’ assessment made on the following things:  

o The quality of the students’ learning objectives  

o Students’ monthly report (students’ dairy)  

o Overall feedback the mentors get from the company concerning the competencies of the 

students  

o Students’ job search skills, etc.  

II. Company Supervisors Evaluation – Comprise 25% of the total marks given to the students. It 

will be based on the supervisors’ judgments on the quality of the students' performances and 

their professional ethics 

III. Quality of the Final Report and Students Presentations - Comprise 30% of the total marks 

given to the students. It will be based on the quality of the report and the skill of the 

presentation of the students. This will be done by setting up a panel for evaluating each 

student’s report and presentations.  

IV. Students’ internship Attendance – Comprise 10% of the total marks given to the students. It 

will be based on the following criteria:  

o More than 10 days absent or more than 15 days late = Incomplete  

o 6 – 10 days absent or 11-15 days late = - 10%  

o 5 days absent or 9-10 days late without a legally acceptable reason = - 8%  

o 4 days absent or 7-8 days late without a legally acceptable reason = - 6%  

o 3 days absent or 5-6 days late without a legally acceptable reason = - 4%  

o 2 days absent or 3-4 days late without a legally acceptable reason = - 2%  

o 1 day absent or 1-2 days late without a legally acceptable reason = -1%  

B. Grading  

Mark out of Letter Grade Description Academic Remedial 

More than 95% A Excellent Pass  

90 – 95% B Very Good Pass  

80 - 89+% C Good Pass  

70 – 79+% D Satisfactorily Pass  

60 – 69+% E Sufficient Pass  

Less than 60% F Unsatisfactorily Fail Repeat 
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Format No. 10: Internship Report Writing Format 

 

Title Page  

1.1. Student Name / ID / Faculty / Program / Year  

1.2. Internship Start-Finish Date:  

1.3. Company/Institution Name  

1.4. Mentor Name  

1.5. Date  

Brief Executive Summary of the Internship  

Chapter 1  

1. Introduction and Background  

1.1. Introduction  

1.2. Background of the Case Study  

1.3. Objectives  

1.4. Importance of the Internship Program  

1.5. Study Area / Company Details  

Chapter 2  

2. Detailed Overview of the project area or Company  

2.1. Literature review on the selected project  

2.2. Identification of critical areas to be solved  

Chapter 3 

Methodology  

3.1. Data Collection  

3.2. Data Analysis  

3.3. Data presentation  

Chapter 4  

4. Internship project analysis  

4.1. Analysis of the problem identified  

4.2. Solutions (Results and Discussions)  

4.3. Benefits gained  

4.4. Expectation vs. achievements  

4.5. Summary  

Chapter 5  

5. Conclusions and Recommendations  

5.1. Conclusions  

5.2. Recommendations  

 

References  
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Format No. 11: Internship Attendance Sheet to be filled by a company supervisor 

Intern Full Name: _____________________ 

Company Name: _____________________ 

Month: ______________________________  

 

Week Monday Tuesday  Wednesday  Thursday  Friday  

Week 1      

Week 2      

Week 3      

Week 4      

 

Total absent day in the month:_____________________________________ 

Supervisor name and signature:____________________________________ 

Company Stamp:________________________________________________ 
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Appendix II – Externship  

Externship Format 

Format No. 1: Application format for Academic Staff Externship  

Externship Full Name: _______________________________ 

Department: ________________________________________ 

College/Institute: ____________________________________ 

Phone: ________________ 

Email: _________________ 

Host organization: _____________________________________ 

 

A.Education Background: ______________________ 

B: Teaching Experience: ______________________ 

C: Field of Specialization: ________________________ 

Emergency contact information 

Name: _______________________ 

Relationship: __________________ 

Phone: _______________________ 

Address :_______________________ 

 

Detail Work Plan 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

 

Period of Externship: _____________________________ 

Number of hours: _________________________________ 

Extern’s Name and Signature: ________________________      Date: ______________________ 

Name and Signature of Host Organization: ________________________________ 

Name and Signature of UIL office: _______________________________________ 
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Format No. 2: Industrial attachment Weekly report [To be completed by the Extern) 

A. Summary of the tasks :_______________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

Type of activities 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

Objectives:__________________________________________________________________

___________________________________________________________________________

__________________________________________________________________________ 

Description of the activity:____________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

Status: Completed / In Progress/ on hold 

B. Comments /Suggestion 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

Prepared by:                                                                 Checked by :  

Name of Extern                                                           Industry supervisor 

Signature                                                                      Signature  

                                                                                      Stamp 
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Format No. 3: Extern Feedback Form   

A. General Information  

Extern Name :__________________ 

Department: __________________ 

Name of Industry attached ___________________ 

Period of attachment: _______________________ 

 

Please answer the following evaluation items 

1. How does the attachment solve your solving skills? _______________________________ 

________________________________________________________________________ 

2. How does the attachment improved your interpersonal skills?_______________________ 

______________________________________________________________________ 

3. How does the attachment improve your commitments toward any given task:_______ 

_______________________________________________________________________ 

4. How does the attachment help you to learn new skills and knowledge in your field:_____ 

________________________________________________________________________ 

5. How does the attachment help you to learn new skills and knowledge in your field:_____ 

________________________________________________________________________ 

6. How does the attachment help you to demonstrate good performance and potential to the 

industry?_________________________________________________________________

________________________________________________________________________ 

7. How does the attachment help you to your research skills?__________________________ 

industry?_________________________________________________________________ 

8. Do you agree that this attachment program should continue ?Yes/No 

9. Can you see future collaboration between the University and the industry ? ____________ 

10. How does the attachment helps your practical experience and bring great impact on your   

     Teaching activity ?_____________________________________________________ 

11. Does the industry has well-equipped workshops/labs for practical demonstration? Yes/No 

12. Do you strongly recommend other instructors to be attached at this industry?  Yes/No  

B. Comments/Suggestions: 

 Name                                            Signature                                                 Data  
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Format No. 4: Industrial Attachment for Instructors Evaluation Form (For Industry) 

A. Evaluation of industrial attachment for Instructor 

Extern Name :____________________________________  

Please score the extern’s performance for each item in the evaluation table based on the following 

ratings  

1. Strongly disagree 2. Agree      3.  Neutral   4. Agree 5. Strongly Agree 

No Questions 1 2 3 4 5 

1 The industrial Extern always completes his/her tasks in time        

2 The industrial Extern is a good learner and initiative person      

3 The industrial Extern can work independently without much guidance      

4 The attaché does a lot of information search and readings on related 

matters 

     

5 The industrial Extern is capable to provide practical solutions      

6 The industrial Extern always give constructive ideas      

7 The industrial Extern collaborated with other colleagues very well.      

8 If the industrial Extern is working in our company, he/she will excel      

9 I am pleased to receive another Extern(s) in the future      

10 I am likely to work with the Extern on R & D or consultation in the future      

 Total score out of 100  

 

B. Comments/Suggestions*: 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

* Please use separate sheet(s) if the provided space is not sufficient. 

Name: _____________________________________________ 

Signature: _________________________________________ 
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Date: ______________________________________________ 

Format No. 5: Extern Report Evaluation Form (Department Head) 

A. Information of the extern  

Extern Name: ______________________________________ 

Department:________________________________________ 

Name of the Industry Attached: _______________________ 

Period of attachment:_________________________________ 

Please score the extern’s performance for each item in the evaluation table based on the following 

ratings  

2. Strongly disagree 2. Agree      3.  Neutral   4. Agree 5. Strongly Agree 

No Questions 1 2 3 4 5 

1 Good description and well-structured report        

2 The Extern was exposed to sufficient partial works       

3 The Extern had fully understood the whole working process of the 

industry  

     

4 The Extern had helped in improving the industry       

5 The Extern had done R and D for the Industry       

6 The Extern has shown his practical skills in solving problems       

7 The Extern has shown his management skills in handling projects       

8 The experience gained in his/her classroom teaching       

9 Student visits to the industry should be organized in the future       

10 Another Extern should be sent for attachment at this company in the future       

 Total score out of 100  
 

B. Comments/Suggestions*:________________________________________________________ 

* Please use separate sheet(s) if the provided space is not sufficient. 

Name: _____________________________________________ 

Signature: _________________________________________ 

Date: ______________________________________________ 
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Format No. 6: Guideline for preparing industrial attachment program  

While writing the report use the following report writing format :  

Title 

Acknowledgment 

Executive summary  

1. Introduction  

a. Organization’s history and background 

b. Types of business  

2. Objectives 

3. Staffs activity 

a. Job scope and objectives of the industrial training in that organization in the specified 

area 

b. Activities or workflow within the department/unit/section where staff undergoing 

industrial training  

4. Project activities (Major Work Done) 

a. Details of activities/projects undertaken by staff should have the following headings 

i. Work schedule  

ii. Location 

iii. Procedure/Methods 

iv. Results/Achievement  

v. Conclusion  

5. Critical analysis and suggestion/resolution/conclusion  

a. Weakness/Strength/Suitability/Problem relating to the job training  

b. How the problem is addressed, comments on training and the organization  

c. Work exposure and experience gained  

d. The outcome of the Industry training (Research or work collaboration, consultancy 

work etc.) 

6. Conclusions and recommendation  

7. References 

8. Appendixes  
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Appendix III – Industrial Staff Exchange 

Format No 1: Industrial Staff Exchange Application format 

Full Name: ______________ 

Name of Your organization: ________________ 

Position at your Organization:________________ 

Field of specialization: ______________________ 

Hosting department:________________________ 

Hosting Institute/ College/School: __________________________ 

Candidate information  

First Name  

Last Name  

e-mail:  

Mobile Number  

Type of collaboration  
 

- Joint advising   

- Joint teaching   

Host institution 
 

Department  

School   

Institute   

Host institution contact person   

First Name:  

Last Name:  

Predicted visiting dates  

Start (DD/MM/YYYY): 
 

End DD/MM/YYYY): 
 

Detailed activities of the 

collaboration  

 

 

 

 

Name of Industry Staff: _________________________ 

Signature :  ___________________________________ 

Date:________________________________________ 
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Format No 2: Agreement Form for Joint Advising                                                  

Agreement Form for Joint Advising                                                                           Date: __ /__/__  

1. Personal details of the student 

Full Name :__________________________ 

Telephone/mobile number: ________________ email: _____________ @ _____________ 

Name of the University: ______________________ Department: _____________________ 

Year of commencement of degree studies: _______________  

2. Details Concerning the Research:__________________________________________________  

Date of commencement of the research: __ / __ / __  

Anticipated date of conclusion of the research: __ / __ / __  

Location of the research: _________________________________________________  

3. Details of the Advisors: Addis Ababa University   

      Department: __________________________________  

      Name of the Advisor at Addis Ababa University: ____________________  

      Academic Rank: _____________________________________________ 

4. Detail of Adviser for Industry  

Full Name: ___________________________ 

Company Name: _______________________ 

Position: _____________________________ 

Field of Specialization: ___________________ 

5. Approval by the External Advisor  

A. I hereby agree to serve as an Advisor to the student: _______________________________  

B. I agree to joint advising with: 1. ___________________ 2. _______________________  

C. I authorize the subject of the research.  

D. I agree that the research shall be conducted at the facilities of Addis Ababa University. 

Remarks: _______________________________________________________________  

6. Signatures: Signature of the University Advisor: __________________ Date: __ / __ / __     

   Signature of the Industry Advisor: __________________ Date: __ / __ / __  

   Signature of the student: _________________________ Date: __ / __ / __  

7. Approval by the Department head 

Full Name of the Head :_________________  Signature:______________ Date: __ / __ / __ 

 


