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CONTRACT FOR AN INNOVATION TRAINEESHIP
Last updated May 2019
· Details of the organisation/company

Name:  ……………………………………………………………………………….............................

Address: …………….…………………………………………………………………………………….

Company Number: ...……………………………………………………………………………………. 

Represented by:  ………………………………………………………………...................................


Title representative: ……………………………………………………………………………………..

Hereafter referred to as “the Organisation”.
· Details of the educational institution

KU Leuven, Faculty of Engineering Technology
Address: Oude Markt 13, 3000 Leuven

Company Number: 0419.052.173

Represented by: Jeroen Buijs


Title representative: Programme director PG Innovation and Entrepreneurship in engineering
Hereafter referred to as “KU Leuven”.
· Details of the student

Name: ………………………………………………………………………………………………….....

Official address: ………………………………………………………………………………………….

Social Security Number: ………………………………………………………………………………..

Student Number: ………………………………………………………………………………………...

Faculty and study program: Faculty of Engineering Technology, PG Innovation and Entrepreneurship in engineering

Hereafter referred to as “the Student”.
The student, KU Leuven and the Organisation agree as follows:

1 Aim and duration of the contract

The Organisation agrees to host the Student, who will undertake an innovation traineeship for a period of …………………………….. ……………………………., commencing on …………………………………… and ending on ………………………………………..

The Student will undertake the innovation traineeship as a student of KU Leuven and can in no way be considered as an employee of the Organisation.
2 
Description of the innovation traineeship
The objective of the innovation traineeship is to introduce the student to innovative entrepreneurship through workplace learning. The innovation traineeship forms an integral part of the Student’s programme of study and must be relevant to it. The Student’s responsibilities must be appropriate to his/her level of training. 

The Student will participate in the following activities and assignments within the Organisation:

……………………………………………………………………………………………………….……………………………………………………………………………………………….…………….………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Subject of the innovation traineeship:
…………………………………………………………………………………………………..…………………………………………………………………………………………………...
Expected outcome of the innovation traineeship: 

……………………………………………………………………………………………….….…………………………………………………………………………………………………...
 3 
Interuniversity examination regulations

The Student agrees to the examination regulations of the programme as listed in attachment 1. The Organisation takes notice of the stipulations in the examination regulations.

4
Remuneration

The innovation traineeship is unsalaried. Only expenses incurred in the performance of this contract and approved by the Organisation may be reimbursed by the Organisation upon submission of receipts. 

5 
Designation of supervisors

KU Leuven designates as supervisor and contact person:  

Name.……………………………………………………………………………………………

Telephone..……………………………………………………………………………………..
Email........……………………………………………………………………………………… 

The Organisation designates as supervisor and contact person:  

Name.……………………………………………………………………………………………

Telephone..……………………………………………………………………………………..

Email........……………………………………………………………………………………… 

To ensure that the innovation traineeship period runs smoothly, the supervisors will monitor the Student’s progress and contact each other if necessary. 

6 
Specific obligations of the Organisation
The Organisation shall provide an appropriate welcome and orientation. 

The Organisation shall inform the Student about the applicable regulations and give him/her a copy of the work rules.
If, during the performance of this contract, the Student is to process personal data of the Organisation, the Organisation is responsible for compliance with all relevant legislation.

7 Specific obligations of the student

The Student agrees to comply with applicable regulations, safety measures and guidelines. 

The Student shall observe the code of professional ethics applicable to him/her.
The Student shall maintain the confidentiality of the Organisation’s personnel and customer data.
The Student must be present in the Organisation at the times agreed with the Organisation. 

If absent, the Student shall immediately inform the supervisors of both the Organisation and KU Leuven, stating the reasons for his/her absence.

The Student shall exercise due care in handling objects and materials entrusted to him/her or put at his/her disposal by the Organisation.

8 Confidentiality and intellectual property
The Student shall not disclose confidential information
 of the Organisation to third parties without the prior written consent of the Organisation. An exception is made for the KU Leuven supervisor and members of a jury, if disclosure of confidential information is needed to ensure adequate supervision or evaluation. In turn, the supervisor and the KU Leuven jury members are also bound by confidentiality. The KU Leuven commits to impose the obligation of confidentiality on the external jury members.The Organisation shall designate the information as confidential at the time of disclosure to the Student. Confidential information may only be used by the Student for and during the performance of this contract. The Organisation retains ownership of its confidential information. Upon termination of this contract, the Student shall promptly return all confidential information to the Organisation. This obligation of confidentiality will remain in effect for three years from the date of termination of the contract. If the Student has used confidential information of the Organisation, he/she must seek the Organisation’s consent prior to any publication of the results obtained during the performance of this contract. The Organisation has ten working days to request the removal of confidential information. If no comments are raised within this period, the publication will be deemed to be approved.


The results obtained by the Student and the property rights thereof, as far as these results were obtained based on confidential information of the Organisation or build further upon IP of the Organisation, belong to the Organisation. However, the copyrights on the thesis publication belong to the Student, in agreement with the KU Leuven regulations.

9 Health and safety obligations
The Student must submit his/her KU Leuven HSE
 file to the Organisation. This file, which gives an overview of the risks involved in his/her programme of study and the HSE monitoring required, forms an integral part of this contract.
In accordance with the provisions of the Well-being at Work Act, the Organisation shall carry out a workplace risk assessment. If the risk assessment identifies additional HSE risks during the innovation traineeship, the Organisation shall inform KU Leuven by indicating these risks - as well as the safety measures to be taken - in the HSE file. If health surveillance is required, this will be carried out by KU Leuven, unless specified otherwise in the HSE file.

If the Organisation fails to sign or return the HSE file, KU Leuven will assume that the innovation traineeship does not involve any additional HSE risks to the Student.

If medical monitoring is required, the Student must hold a Health Assessment Form at the start of the innovation traineeship. Without this form, the Student will not be entitled to start the innovation traineeship. 

10 Insurance

During the performance of this agreement, the Student is covered by KU Leuven’s insurance policies:

· Personal accident and injury coverage, both in the workplace and while travelling to and from the workplace, is provided either through the student accident insurance policy (policy number 45.404.331 ETHIAS) or the work accident insurance policy (policy number 010.720.159.671 AXA BELGIUM), within the framework of these policies;

· Civil liability coverage is provided through the civil liability insurance policy (policy number 99.053.700 AMLIN), within the framework of this policy and, in the case of an internship, in accordance with article II.355/1 of the Codex Higher Education.

The Student shall promptly notify the KU Leuven Insurance Office of any accident or damage. (http://admin.kuleuven.be/studentenongeval).
11 Termination and dispute settlement

The Parties agree to discuss all problems relating to the commitments they have agreed on, the progress, early termination or evaluation of the innovation traineeship. If either the Organisation or the Student fails to meet his/her/its obligations, the other Party will inform the KU Leuven supervisor. 

None of the parties may terminate the innovation traineeship without prior consultation with the other Parties. 
The contract may be terminated for the following reasons:

· by the Organisation:

· if the Student fails to meet his/her obligations under Article 7 or 8 of this contract;

· in the event of misconduct by the Student.

· by KU Leuven: 

· if the Student is unavailable;

· if the Student’s physical and/or psychological integrity is at risk,
· if there is a mismatch between the requirements of the Organisation and the objectives of the Student’s study programme;
· if the innovation traineeship proves inefficient or not useful.
Any dispute relating to this contract will be subject to the exclusive jurisdiction of the courts of Leuven.
Signed in Leuven on …………………………….. in three original copies, of which each party has received one.

the Organisation


KU Leuven


the Student

Attachment 1. Examination regulations for the benefit of interuniversity postgraduate programme involving enrolment at more than one university



Explanatory note

The objective of these examination regulations is to guarantee the application of the equality principle when assessing study results in the specific context given.

1. General stipulations

Article 1

These regulations set down the rules for the proceeding of, and the deliberations on examinations which are taken as part of interuniversity postgraduate programmes involving enrolment at more than one university.

These regulations are applicable at HUB-KUBrussel, Katholieke Universiteit Leuven, Hasselt University, University of Antwerp, Ghent University and Vrije Universiteit Brussel. They are valid for each interuniversity postgraduate programme where the validity of these interuniversity examination regulations is provided for in the relevant interuniversity agreement.

For each of the interuniversity postgraduate programme involved the present examination regulations shall replace any other examination regulations which the participating university may have in place.

Article 2

Amendments of, and additions to these examination regulations must be approved by the respective university boards of governors by 1 July prior to the academic year in question.

2. Organisation of exams

Article 3

By 1 July prior to the academic year in question all participating institutions shall disclose the following information:

· objectives and content of course units;

· syllabus content and examination method(s);

· number of exam opportunities per academic year for each course unit;

· calculation of the exam score and the assessment criteria;

· general planning of exams;

Article 4

Prior to the start of the academic year and before exams are held at the very latest the names of the chairman and secretary of the relevant examination board, the ombudsperson and the member of staff responsible for the administrative aspects of the exam procedure shall be announced, along with their contact details.

At each participating university the exam schedules shall be communicated to students a minimum of three weeks before the start of the relevant exam period. Every effort shall be made to achieve a reasonable spreading of exams for each student.

3. Nature and composition of examination board – examiners

Article 5

The interuniversity steering committee or education committee shall establish one examination board for each programme in its entirety or halfway the programme.
The examination board for each programme in its entirety is representatively composed of at least six voting members, in such a way that each of the involved institutions is represented by at least one voting member. In order to form a valid assessment of a student, at least half of the members of the examination board have to take part in the deliberation.

The examination board shall appoint a chairman and a secretary from its members.

Participation in the working of the examination board by means of an advisory vote is permitted to:

· the Ombudsperson;

· the Administrative Secretary of the faculty or (a) member(s) of the administrative staff who prepare(s) the deliberation appointed by the Dean, and the study counsellor. 

Article 6

In the event of a blood relationship or affinity to the fourth degree between a student and an examiner, or in the event that an examiner is of the opinion that there may be a potential conflict of interest, the examiner shall submit a request to the chairman of the examination board for an alternative examiner to be appointed. If an examiner is unable for reasons of 'force majeure' to hold an exam as planned, the chairman of the examination board shall likewise appoint an alternative examiner.

4. Examination proceedings

Article 7

Examiners and students shall adhere strictly to the examination procedure as determined. Exams may only be rescheduled for weighty reasons.

In such a case the chairman of the examination board or his/her replacement shall consult with the parties involved and reschedule the exam in question. The member of staff responsible for the administrative aspects of the exam procedure shall be informed of this circumstance.

 
Article 8

If there are weighty reasons to do so a student may obtain permission to sit exams in a different way from the one established. In order to obtain such permission the student in question shall submit a written request to the chairman of the examination board at the moment of enrolment or immediately following the coming into being of such a reason.

Article 9

All exams are public and shall be sat in a lecture room at one of the participating universities, unless there are weighty reasons (to be determined by the chairman of the examination board) to choose a different location.

Every student or examiner may request the presence of an observer at an examination. The role of observer may not be filled by a student who is due to be examined by the examiner involved in the same academic year, nor by a relative up to the fourth degree of kin. Such a request shall be submitted in writing to the chairman of the examination board.

Article 10

For each course unit an exam score is awarded. An exam score has the form of a whole number between 0 and 20. An exam score may also take a non-numerical form, i.e. "pass" or "fail".

Exam scores shall be calculated by adding up the student's results and rounding the final score down for decimals < 0.5 and rounding this up for decimals ≥ 0.5.

Article 11

If a student fails to report for all examinations or ceases participation he or she shall inform the member of staff responsible for the administrative aspects of the exam procedure without delay.

Article 12

An irregularity is defined as any behaviour by a student in an examination setting which renders partially or wholly impossible a proper assessment of their own knowledge, understanding and/or skills or those of other students (or attempts to do so).

Plagiarism is an irregularity involving the use of one's own or other people’s work (ideas, texts, structures, images, plans etc.), in its identical form or slightly adapted, without a careful acknowledgement of sources.

In the event that an examiner suspects a student of having committed an irregularity during an exam he or she shall report this to the chairman of the examination board without delay. 

In the event that an examiner suspects a student of plagiarism the chairman of the examination board shall likewise be informed without delay.

If the suspicion is substantiated the examination board for the programme in its entirety shall decide on whether disciplinary action is to be imposed against the student. The student may continue to take exams pending the decision by the examination board.

The student involved has a right to be heard prior to any decision on an irregularity committed being taken. The ombudsperson shall be invited to be present. The student has inspection of the files and is allowed counsel during the interrogation.

 
The following disciplinary sanctions may be imposed by the examination board:

· awarding zero marks for the exam or paper of the given course unit or part thereof;

· awarding no marks for any exams in the given examination period;

· rejection: in this case the student may not re-enrol until the following academic year at the earliest and loses all marks already obtained in the examination period in dispute;

· exclusion: termination of the student's enrolment for the current academic year with immediate effect and being prohibited from enrolling for the following academic year at all participating institutions.

In determining the gravity of the offence and the punishment imposed the following aspects, among others, are taken into account:

· nature and scale of the irregularity/plagiarism committed;

· the student's experience;

· whether or not the deceit was intentional.

5. Establishing exam results

Article 13

A student shall have passed a course unit if he/she has acquired a minimum result of 10/20 or a “pass” assessment.

In order to calculate the average score for an entire programme the results obtained for each course unit shall be weighted according to the number of credits attached to a course unit. Course units for which a non-numerical assessment has been awarded shall not be taken into account for this calculation.

In calculating the average for the final score the student's results shall be added up and rounded down to the lower percentage for decimals 0.1-0.4 and rounded up for decimals

0.5-0.9.

Article 14

A student shall have passed a programme if he/she has obtained credit certificates or an exemption for all the constituent course units.

Article 15

The certificate for the interuniversity postgraduate programme can only be obtained together with or after the completion of a Master’s programme.

 
6. Deliberations

Article 16

The time and location for the deliberations shall be determined a minimum of three weeks before they are due to take place.

A member unable to attend shall report this circumstance to the chairman without delay.

For a valid decision to be reached over a student a minimum of half of the board members must take part in the deliberations. All members present shall take part in the deliberations regarding each student.

Article 17

On the basis of a list of results the examination board shall jointly check the results of each individual student and validate these.

The examination board does not hold the power to adjust exam results at examiners' meetings, unless there has been a material mistake, a gross irregularity or an apparent injustice.

Unless an examination board member or the ombudsperson requests a vote, the chairman's proposal shall rank as a decision.

Voting is not secret, unless a member of the examination board or the ombudsperson requests for a secret vote to be held.

Each member of the examination board has one vote only. Decisions reached through voting are reached by majority vote. Invalid votes and abstentions are not taken into account.

In the event of a tied vote the examination board decision shall be to the advantage of the student.

Article 18

The members of the examination board and all those present at the meeting are bound to guarantee the confidentiality of the discussions and the votes.

Article 19

In the meeting minutes the proceedings of the examination board during the examiners’ meeting shall be recorded. The minutes shall be signed by the chairman and secretary of the examination board.

These minutes shall record the date and place of the deliberations as well as the criteria applied in determining the results and, for each student, the decision regarding their results, in accordance with article 15.

The minutes of the deliberations shall mention, if applicable, that a vote was held in accordance with article 17 regarding the results of certain students.

The minutes shall state the exam results or refer to the exam results as attached to the minutes or contained in a digital file.

If applicable, the minutes of the deliberations shall include mention of the decisions under article 17, paragraph 2 and article 26.

7. Announcement of exam results

Article 20

The interuniversity steering committee or education committee shall determine the procedure governing the announcement of results at all the institutions involved.

Article 21

Copies of written exams shall be stored by examiners for a period of one year following the end of the academic year concerned. Students have a right to inspect their work as part of the examination feedback procedure.

Article 22

The competent administrative section at each participating university shall ensure that, in accordance with the stipulations of article 20, students receive their individual credits and results within a fortnight from the first announcement of results.

8. Obtaining credit certificates

Article 23

Both an exam score of 10 or more points or a "pass" assessment mean that the student is awarded a credit certificate for the course unit concerned which holds unlimited validity for the programme where it was obtained. After a period of 5 academic years, starting from the academic year following the academic year in which it was obtained, a refresher programme may be imposed. Such a decision shall be taken by the interuniversity education committee or steering committee.

9. Dispute settlement

Article 24

Irregularities or conflicts between examiners and students which interfere with proper exam proceedings shall be reported to the examination board by the ombudsperson or the persons involved. If necessary, the examination board shall take preliminary measures to safeguard the proper proceeding of exams. The examination board shall hear the parties which request to be heard and shall then take a final decision.

Article 25

In the event that a material mistake is established following deliberation this circumstance shall be reported formally to the chairman of the examination board, within ten calendar days.

A mistake not resulting in a decision which is disadvantageous to the student shall be rectified by the chairman and secretary of the examination board. The correction shall be communicated to the student involved. The chairman and secretary shall report this in an addendum to be attached to the meeting minutes.

In the event that the decision taken is disadvantageous to the student the chairman shall call a new meeting of the examination board as soon as possible

The new decision shall be communicated in writing to the student involved. In accordance with article 26 it is possible to appeal against the new decision.

Article 26

In the event of a dispute over an exam decision or an exam-related disciplinary measure the student involved may lodge an internal appeal with a body appointed by the interuniversity steering committee, if necessary aided by the ombudsperson, within a period of five calendar days from the announcement of exam results. The appeal shall result in:

· a rejection of the appeal by the chairman of the appeal body on the basis of its inadmissibility;

· a decision by the appeal body which either confirms or revises the original decision, stating full grounds.

Decisions as described in the previous paragraph shall be communicated to the student involved within a period of fifteen calendar days starting from the day following the day on which the appeal was lodged.

10. Study progress monitoring

Article 27

The student is subject to the system of study progress monitoring in place at the institution of his/her registration. An institution’s decision to refuse a student’s registration is recognized by the partner institutions in the agreement.

11. Ombudsperson, incompatibilities and concluding observations

Article 28

The interuniversity steering committee or education committee shall appoint at least one ombudsperson and one deputy.

A member of the examination board may not be appointed as ombudsperson.

Article 29

The ombudsperson acts as an intermediary between examiners and students.

The ombudsperson shall attend the deliberations. The ombudsperson may be requested to act as an intermediary in a discussion by one or all of the parties involved. The ombudsperson shall report his/her actions in writing to the chairman of the interuniversity steering committee.

Article 30

If the chairman of the examination board or his/her deputy are involved in a dispute as described in article 24, they shall be replaced by the most senior member of the examination board and by a person to be appointed by the rector of one of the participating universities.













� The innovation traineeship will automatically end once the Student is no longer enrolled as a student at KU Leuven.


� Confidential information is any information and data which is clearly designated as confidential by the Organisation at the time of disclosure to the Student, with the exception of information which (a) is already publicly available; (b)  was already known to the Student prior to disclosure by the Organisation; (c) has been disclosed to the Student by a third party without  any obligation of confidentiality; (d) is independently developed by the Student without using the Organisation’s confidential information; (e) the Student is obliged to disclose for legal reasons or due to a judicial decision, on condition that the Student notifies the Organisation of this legal obligation or judicial decision.


� HSE = Health, Safety, Environment.





