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 Introduction 
 
 
The work placement in the second or third year of the study programme allows you to apply the 
knowledge and skills acquired in the foundational semesters in the field. It is a professional internship 
which will give you a taste of the kinds of tasks you can expect in your future profession. Therefore, it is 
important to find a good work placement which allows you to work on the key competencies and 
professional tasks of the ICT industry. 
 
This manual  offers essential information about the work placement, competence development testing, 
assessment, and resits. More information and useful documents, e.g. portfolio assessment forms, are 
found in: Students  A-Z /stage HBO-ICT. 
  
Please, study the manual carefully beforehand. We also recommend using it as a guideline throughout 
your placement. 
 
 
Note: in this document and others, we use both (work) placement (UK) and internship (US) to refer to a 
semester in which a students has a position in company in their field of study to gain work experience 
and learn about the industry (Dutch: stage). The word intern is used to describe the student undertaking 
the work placement. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html.
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1. The work placement assignment and preparations 
 
By fulfilling  professional tasks in your work placement, you will demonstrate that you are an aspiring ICT 
professional who is successful in professional practice.  
 
The work placement offers you the opportunity to apply the knowledge you have acquired in practice 
and to learn more. Conducting professional tasks allows you to develop competent behaviour consistent 
with the six competencies described in the Competence forms. In the placement assessment at the end 
of the semester, you will offer proof of mastery of at least four of the six competencies at an advanced 
level. Mastery of the four competencies,  which are professional expertise, research competence 
learning ability,  and communication skills, can be proven by means of the professional products you will 
work on. The two other competencies, Collaboration, and Professional Ethics and Social Awareness will 
also be discussed in the assessment. You may prove your mastery of these competencies as you see fit. 
The evidence may also come from outside the work placement, as long as they come from the ICT 
context.  
 
 

1.1 Professional Tasks 

The key professional tasks have been derived from the domain description of a Bachelor of ICT created 
by the professionals from Dutch universities of applied sciences and from the ICT industry  Two of the 
discernible dimensions are: 

a) the life-cycle activities of ICT systems: managing, analysing, advising, designing, and 
implementing. 

b) the aspects of ICT systems to which the life-cycle activities relate, also known as architectural 
layers, which are: user interaction, business processes, infrastructure, software, and hardware 
interfacing. 
 

Prior to your work placement, you must complete a form with professional tasks which you upload to 
OnStage1 together with your signed (and approved) placement agreement. 
 

1.2 Advanced-level competency 

Working on the professional tasks allows you to develop the professional behaviour described in the six 
HBO competencies. These are explained and further specified in ICT sub-competencies including specific 
behaviours per (sub-)competency, see appendix 2.  The final placement assessment is focused around 
these professional behaviours.  
 
HBO-ICT indicates three levels at which interns can perform the professional tasks: beginner level, 
advanced level, and expert level. A higher level means that you work more independently in an 
increasingly less predictable environment on increasingly complex tasks. Table 1 offers a description of 
advanced-level task performance. 
 
  
Table 1: Advanced-level task performance 

Element / Aspect Advanced-level task performance  

Degree of independence You work moderately independently, e.g. in demarcation of 
your tasks. As you are still learning, guidance is allowed. 
However, it is important that you are able to report for your 
approach, your behaviour and the consequent results at all 
times.  

 
1 Onstage is the web application in which each student’s placement file is kept; available at: http://onstage.hva.nl 

http://onstage.hva.nl/
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The context in which the 
tasks are performed. 

As circumstances are not always predictable, you are able to 
adapt tot changes in the organisation with regard to the 
execution of your assignment. In addition, you can take the 
interests of the stakeholders into report.  Finally, you can 
explain your considerations in decision making and behaviour. 

Task complexity You perform tasks from the list of professional tasks specific 
to your study programme allowing you to gain new 
knowledge in the process. Advanced-level means performing 
at least two tasks at level II. The task must relate to at least 
two different lifecycle activities. 

 
 

1.3 The placement assignment summary 

• All placement activities must relate to the list of professional tasks specific to your study 
programme. This list is available at: Students A-Z - Stage 
 

• The professional task enable you to develop the professional behaviours connected to the HBO 
competencies and sub-competencies as described in appendix 2.  
 

• Tasks must be performed at an advanced level, see section 1.2.  
 
 

1.4 Pre-placement preparations 

In the semester prior to your placement, you can inform yourself about the possibilities for internships 
by visiting our placement market and by searching the placement bank available at: https://stagebank-
hbo-ict.irp.nl. 2 
 
An additional option is searching for a placement offer of your own accord. Please be aware that all 
placement offers must first be approved by the Graduation Committee.3  Also check whether the 
assignments fit within the list of professional tasks. 
 
The Placement Office offers another source of information, namely, a collection of Experiential reports 
written by former interns. These retrospective reports will allow you a glimpse into both well-known 
and less well-known companies and inform you about companies to which you can send an open 
application. 
 
 

1.5 Entry requirements for the work placement 

You can start your internship if you have passed your propaedeutic phase, completed your third 
semester project and held a portfolio presentation. 

 
 

1.6 Requirements to the company where your internship will take place. 

The company where you will do an internship, for example a business, a non-profit organization or a   
government agency, must offer a professional environment and comply with the following guidelines: 

• Someone in the staff is capable of performing the tasks that you will be given.  

• A company supervisor in possession of a Bachelor Degree in ICT is available to you. 

 
2 The Placement Market (Dutch: stagemarkt) and the Placement Bank (Dutch: stagebank) can be found through via 

Students A-Z stagebureau 
3 Dutch: afstudeercommissie 

https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html.
https://stagebank-hbo-ict.irp.nl/
https://stagebank-hbo-ict.irp.nl/
https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stagebureau-hbo-ict/stagebureau-hbo-ict.html?origin=WPlfD6LLTXCzB4xWBKSxbw
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• It is not a start-up company.  

• The company has several paid employees. 

• While fulfilling the placement assignment, the company offers you the space to work on your 
competence development. If the placement visit shows that this is not the case, the internship can 
be terminated prematurely. 

 
 

1.7 Placement Abroad 

The same terms and conditions apply to a placement abroad. Intermediate assessments, peer review 
meetings take place via email, telephone, Skype, or Teams. The Final assessment will take place after 
the student’s return to the Netherlands.  

Please visit the page of the International Office, available at: studenten A-Z- International Office HBO-ICT 
for more information the possibilities. You can also contact Marlies Nijenhuis, Head of the International 
Office, at:  m.l.c.nijenhuis-stelder@hva.nl 

 

1.8 Steps in the search for a placement and its approval  

If you think you have found a suitable placement company, these are the steps to follow: 
 
▪ You call/mail or write to the company asking whether internship assignments are available and, if so, 

how you can apply to an available assignment.  
▪ You wait a maximum of seven working days for a response from the company. It is even better to call 

and make an appointment a few days after sending your letter/mail.  
▪ If the conversation is successful, you will draw up a precise description of the assignment together 

with your future company supervisor. For this you can download the Work Placement Agreement 
form and the List with professional tasks from Students A-Z - stage 

• You submit your placement proposal to the Graduation Committee (afstudeercommissie.hbo-
ICT@hva.nl). Signatures are not yet required. 

• After approval by the Graduation Committee, you print out the the placement agreement and have 
it signed by all parties involved. This agreement is your placement contract.  

• After the Placement Office has created a file for you in OnStage (http://onstage.hva.nl), you submit 
the Placement Agreement and the completed list of professional tasks.  

 
Only after approval, signing the agreement and submission in OnStage, is your work placement official.  
 
 

1.9 Placement duration 

The work placement lasts 100 days of eight hours, inclusive of holidays, spread over a period of five 
months. The schedule allows for an occasional day off.  
 
You may start counting from the day of approval by the graduation committee. any work days prior 
receiving approval do not count towards the 100 days. 
 
You must complete your entire work placement within twelve months after its start. 

 

Note: The placement agreement and other important documents, such as the list of professional tasks, 
the Intermediate evaluation form, the final evaluation form, etc. are available at: Students A-Z - 
Stage 

 

https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/international-office-hbo-ict/international-office-hbo-ict.html
mailto:m.l.c.nijenhuis-stelder@hva.nl
https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html
mailto:afstudeercommissie.hbo-ICT@hva.nl
mailto:afstudeercommissie.hbo-ICT@hva.nl
http://onstage.hva.nl/
https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html.
https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html.
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2. Placement supervision 
 
Support during your internship is provided by your placement supervisor, the study advisor, and the 
company supervisor. Their tasks and roles are explained in this chapter. Make timely appointments with 
your company supervisor and placement supervisor for visits at your placement company. The initiative 
for making these appointments lies with you. One of the study advisors will invite you to the peer review 
sessions. 
 

2.1 Placement supervisor 

 
The thesis committee assigns you a placement supervisor, a lecturer from the study programme who 
will advise you on your competence development and, as much as possible, on the subject matter of 
placement assignment. You may indicate a preference for a certain lecturer when you submit the 
placement proposal to the Graduation committee. Please, contact you placement supervisor as soon as 
they have been assigned to you.  
 
The Placement supervisor: 

• is the contact person for you and the company supervisor on behalf of the department of HBO-ICT 

• discusses and follows your competence development during the internship on the basis of your 
personal development goals; 

• Visit you at your placement address around week 5 and at the final evaluation meeting in week 18 
(in special circumstances, the visits may be replaced by online meetings via Teams or Skype); 

• keeps in touch with you by phone or e-mail throughout your placement; 

• checks if your placement assignment remains of sufficient quality and, if necessary, advises on 
adjustments; 

• answers questions about your portfolio; 

• assesses whether your research question is of sufficient level; 

• assesses your research report and completes this step in OnStage; 

• checks your portfolio for completeness and finalises this step in OnStage; 

• is (optionally) present at the competency-based final evaluation meeting at the company; 

• is one of the two assessors during the placement assessment.-  
 
Company visit by the placement supervisor 
In the beginning stages of the placement certain problems can still be solved. Therefore, a timely 
company visit by the placement supervisor is required. Contact both your placement supervisor and 
your company supervisor to set up a meeting around week 5. This meeting will focus on getting 
acquainted,  the arrangements in  the placement agreement, possible changes and first experiences.  
 
During the final evaluation meeting at the company (around week 18), you will discuss your professional 
tasks, your portfolio and the products you have made for the company 
 
Note: If you run into difficulties or problems at your work placement, you can take a number of steps 

to work things out. First you try to solve the problems by yourself. At this stage, you can seek 
advice from your company supervisor and/ or placment supervisor. work things In geval van 
problemen op je stage, probeer je deze in eerste instantie zelf op te lossen, eventueel in overleg 
met bedrijfsbegeleider en je stagebegeleider. If this does not work, you can contact the 
Placement office for advice and mediation.  

 
 

2.2 The study advisor (LA) 

The study advisor guides your learning process during the placement by means of peer review sessions.  
 

https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stagebureau-hbo-ict/stagebureau-hbo-ict.html
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2.3 Peer review sessions and the placement presentation 

The peer review sessions, and placement presentations take place at the university . 
 
Peer review sessions 
The study advisor organises and chairs two peer review meetings, one in week 6 and the other in week 
10. The purpose of these sessions is to give you an understanding of the level at which you must 
function in practice and to provide you with ideas on how to prove your performance in the placement 
assessment. 
 
Reviewing one another’s products, you exchange ideas with your fellow students. In addition, you ask 
critical questions and give one another feedback and tips. During the discussion, the concrete 
behaviours of the HBO-ICT competencies (see appendix 2) are leading. 
 
In the first meeting, special attention is paid to the research questions and the preparation for the 
Intermediate evaluation with the company supervisor. 
 
Part of the second meeting is allocated to reading one another’s products and STARR evaluations (make 
sure to prepare). Furthermore, you can look back at your Intermediate evaluation with the company 
supervisor. Finally, the placement assessment is discussed. 
 
Placement presentations 
The placement office will inform you about the placement presentations, which take place around week 
12. You will give a presentation about your placement to a group of six to seven and a study advisor who 
chairs the meeting. More information about the presentation can be found in appendix 5. At the end of 
this meeting you can ask questions about the assessment and the products to be delivered.  In case of 
absence or insufficient performance, you allowed one resit in the same semester. 
 
 

2.4 The company supervisor 

The placement company must appoint one of their staff members as your supervisor. The company 
supervisor,  under whose direct responsibility you perform your work, will advise you on matters related 
to the company and the field of ICT. Moreover, the company supervisor evaluates your performance in 
practice. 
 
 
The company supervisor: 

• supervises you in the workplace and regularly discusses your performance in the company with you. 

• is the contact person for the placement supervisor on behalf of the placement company. 

• discusses the planning and of your tasks in general and your placement assignment in specific. 
Moreover, they work with you on selecting tasks for you to work on during the placement from the 
list of professional tasks.  

• sits down with you for an intermediate and a final evaluation of your competence development and 
your portfolio; 

• contacts the placement supervisor (with your permission), in case of extraordinary circumstance. 

  



 

  

9 

 

3. Stages of the work placement  
 

3.1 Placement schedule 

Table 2 contains all phases and activities of the internship week by week; showing  who is involved and 
which products you must deliver. All products and form must be uploaded in OnStage. 
 
The week numbers refer to the placement weeks, not calendar weeks or term weeks. Moreover, week 
numbers are a guideline; the activities will not always take place in exactly that week. The exceptions, 
however, are the deadlines for submitting the research report and the portfolio. These are fixed dates of 
which you will be informed by the Placement office via OnStage. 
 
Table 2 placement schedule 

Week no. what who result 

prior to 
week 1 

Careers advice events Student, Placement office   

prior to 
week 1 

Search for Placement Student  Potential placement assignment 

 prior to 
week 1 

Submit Placement Proposal 
to Graduation Committee 

Student Placement Approval  

week 1 
A Placement File is created 
in OnStage 

Placement Office Placement file 

week 2 
Do you have enough 
credits? Check SIS 

Student, Student advisor (LA)4 
Signed placement agreement + 
placement approval in OnStage 

5 Company visit  
Student, Placement supervisor, 
Company supervisor 

Approval of Research proposal (the 
main research question) 

6 Peer review session no. 1 
Student, Peer group, One of the 
study advisors (see section 2.2) 

 

10 
Intermediate Evaluation by 
the company using the 
form. 

Student, Company supervisor 
Intermediate evaluation form 
signed by the company supervisor 
in OnStage 

10 Peer review session no. 2 
Student, Peer group, One of the 
study advisors (see section 2.2) 

 

12 
Placement presentation (see 
Appendix 5)5 

Peer group, One of the study 
advisors (see section 2.2) 

Placement Presentation evalaution 
form in OnStage 

14 
Submit the final version of 
the research report OnStage 

Student, Assessment by 
Placement supervisor 
 

Research report in Onstage & 
Evaluation form in  OnStage (see 
appendix 4) 

17 Portfolio completed 
Student, Assessment by 
Placement supervisor 

Portfolio (chapter 4 and 
appendices) 

18 
Final evaluation meeting at 
the company 

Student, Placement supervisor, 
Company advisor  
(in person or via e.g. Skype) 

Signed final evaluation form in 
OnStage 

18 
Upload definitive version of 
the portfolio in OnStage 

Student,  check by Placement 
supervisor 

Portfolio (chapter 4 and 
appendices) 

20 
Retrospective report  
(Appendix 6) 

Student Submit in OnStage  

20 Placement assessment  Student, 2 lecturers  Portfolio in OnStage 

All elements are compulsory! 
 Make sure to work on your portfolio from the start of your placement. 

 You must also remain in contact with your Placement supervisor. 

 
4 Dutch: Loopbaanadviseur (LA) 
5 If you still have questions about the placement presentation after reading appendix 5, you may contact your placement advisor or 

the placement coordinator Mieke Bierbooms (m.j.bierbooms@hva.nl). 

mailto:m.j.bierbooms@hva.nl
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4. Assessments and resits 
 

4.1 The research report 

One of the compulsory professional products of the placement is the research report. This section 
describes how the research report is used as part of the placement assessment. A sufficient research 
report evaluation is part of the portfolio and therefore a prerequisite for the placement assessment. 
 
It is important that you submit your research proposal, containing your main research question with 
your placement supervisor in advance. Make sure to start your research as early as possible because 
your report has to be completed and assessed around week 14. You will receive the exact deadline from 
the Placement Office via OnStage. This is also the place where must submit the report. 
 
 

4.2 The portfolio 

The portfolio is the body of proof of the HBO-ICT portfolio. During the second half of our placement you 
will work on completing and submitting the portfolio. See A-Z Stage for all the forms. 
 
You must upload your portfolio in OnStage around week 18 of your internship, but no later than 2 weeks 
before your internship assessment. Then you discuss the document with your placement supervisor and 
your company supervisor during the final interview. After that, there is still time to adjust your portfolio. 
The final version should be available in OnStage three working days before your assessment, at the 
latest. 
 
Make sure the portfolio is one document, instead of a loose collection of separate documents. Do not 
include the research report in your portfolio because it is already closed. Instead, you must include the 
Research report assessment form. More information on the portfolio requirements can be found in 
appendix 1. 
 
Proving mastery of the competencies 
The competencies of Professional expertise, Research competence, Communication skills, and Learning 
ability, must be proven during your assessment. Proof of these competencies may only come from your 
internship. In your portfolio, you use a competence form and a STARR evaluation to describe your proof 
of the competence.  
 
Optionally, you may prove the other two competencies (Professional Ethics & Social Awareness, and 
Collaboration). The proof for the mastery of these competencies may also come from outside your 
internship.  If you are going to prove them, use a competence form and  a STARR evaluation. 
 
 If you are not going to prove these competencies, you must deliver an alternative for each competency: 
write a relevant text containing your vision on the competency and a plan for developing the 
competency. Make sure the text answers the following questions: 
1. How come you have not been able to work on this competence during your internship? 
2. How are you going to make sure that can demonstrate this competency at the end of your studies? 
 
Compiling the portfolio 
 
Step 1: Selecting evidence 
Consistently choose the best and most complex example from the evidence you collected during your 
placement.  
 
Step 2: Completion of competency forms and STARR-evaluation forms 
For each competency,  fill in a competency form. Make clear which professional tasks you have worked 

https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html
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 on to demonstrate this competence and which professional product(s) this has resulted in.  
 
Also include one or more STARR-evaluation forms for each competency; every piece of evidence 
requires a STARR evaluation. The STARR evaluation gives an explanation of your evidence/professional 
product; this explanation is very important to the assessors. 
 
If there is no product, you must write an report of your professional experience using a STARR 
evaluation. Describe why this experience is proof of the competence and make clear what role you 
played in it. your involvement in the creation of the evidence becomes clear. 
 
You may use one piece of evidence to demonstrate more competencies. In that case, you write a 
separate STARR evaluation for each competency, in which you explain why the evidence is also relevant 
for that competency. 
 
Step 3: Organising the materials 
After collection of material, work on the structure and presentation of the materials in the portfolio. 
Make sure the following elements are present: 
 

1. Title page including date, name, student number, study programme, telephone number, and email address. 

2. Table of contents 

3. An updated CV 

4 Introduction 

5. The completed list of professional tasks  

 Per competency that you want to prove: 
- a completed competence form. 
- one to three completed STARR6 evaluations with corresponding work placement products 
- evidence in the shape of a professional product 

 
More information can be found in the Portfolio checklist; use it to check your portfolio for 
completeness, see students A-Z - stage. 
 
Step 4: Portfolio submission and evaluation  
The portfolio must be submitted in OnStage two weeks before the final assessment. It is then evaluated 
by your placement supervisor. If it is complete, you are allowed to proceed to the placement 
assessment. 
If it is not complete, you will get the chance to improve your portfolio using the feedback from the 
placement supervisor.  If your portfolio is not ready three days prior to the placement assessment,  then 
your assessment moves on to the next assessment round. 
 

4.3 The placement assessment 

The placement assessment is test in which you can prove per competency that you are able to work at 
the required level. Prerequisite for the placement assessment is a completed portfolio  
 
Preparation 
It is important to demonstrate that the evidence in your portfolio is not a fluke, but that you have 
gained experience with a competence in several complex situations. As a  preparation, think about 

 
6  STARR evaluation: Situation, Task, Action taken, Result, Reflection, see appendix 3. 

https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html?origin=WPlfD6LLTXCzB4xWBKSxbw
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examples of situations that you have not included in your portfolio. These are usually not your best 
examples. They can be situations in which you found it more difficult to show the desired behaviour 
(what was the cause of that exactly?). This can also involve situations that were less complex or in which 
you were less successful (what was the cause of that?). 
 
The assessment 
The placement assessment session lasts approximately 1.5 hours. In the assessment two assessors, your 
placement supervisor and the external assessor, will ask to what extent you have demonstrated the 
behaviour that belongs to the six HBO-ICT competencies while carrying out the professional tasks during 
the placement. The information in your portfolio forms the basis for the assessment. 
 
Review 
After the assessment, you leave the classroom. The assessors will now take the time to weigh all the 
information from your internship assessment and assess it at an advanced level. For each competency 
they will assess the evidence you have provided and the additional information you have provided. They 
determine whether you have developed the behaviour that belongs to the six HBO-ICT competencies at 
an advanced level.  First they do this independently of each other, after which they discuss their findings 
in order to reach a joint opinion.  
 
Grading 
For each competency they indicate to what extent you have demonstrated this. In the assessment, the 
ICT sub-competencies are used as criteria for the HBO-ICT competencies. The assessors use the 
following labels for each competency: 
 

• I   insufficient:   The result  is not in keeping with the ICT sub-competencies. 
• S  sufficient:    The result largely complies with the ICT sub-competencies. 
• G good:     The result  is in keeping with the ICT sub-competencies. 
• VG very good:  The result surpasses the ICT sub-competencies. 

 
The result concerns all evidence in the portfolio and the student’s explanation in the assessment. Four 
competencies must be labelled sufficient or higher: professional expertise, research competence, 
communication skills, and learning ability. 
 
The other two competencies (Professional Ethics & Social Awareness, and Collaboration)  may still be 
insufficient. If this is the case, you will have another chance to prove them in the next phase of your 
studies. You will then take the feedback with you to the next assessment.  
 
You will receive a label for each competency accompanied by feedback. Finally you receive an overall 
grade. Grades of 5.5 and higher for this test lead to 30 ECTS. 
 
For more information see the work placement final assessment form, see students A-Z - stage. 
Your placement grade will be processed in SIS after completion of your file in OnStage 
 
Further information on the portfolio and the assessment 
More information on the portfolio and the placement assessment can be found in three videos made by 
HBO-ICT, the language of which is Dutch. 
 

HBO-ICT made three videos which explain the Portfolio Assessment HBO-ICT 

Part 1:  Wat krijgen we nou? 

Part 2: Zo maak je een portfolio. 

Part 3: Portfolio assessment. 

  
 

https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html?origin=WPlfD6LLTXCzB4xWBKSxbw
https://www.youtube.com/playlist?list=PLWujd0GGHiht7tCvi6SrVaSHdWWnILzjY
https://www.youtube.com/watch?v=6JOFXpaCHa4&list=PLWujd0GGHiht7tCvi6SrVaSHdWWnILzjY
https://www.youtube.com/watch?v=Xtkcy0l6peY&list=PLWujd0GGHiht7tCvi6SrVaSHdWWnILzjY&index=2
https://www.youtube.com/watch?v=-KG7251ziZQ&list=PLWujd0GGHiht7tCvi6SrVaSHdWWnILzjY&index=3
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4.4 Resits 

Resits are scheduled at the end of each block and in the week prior to the new academic year. Students 
may also plan an assessment date in consultation with the placement supervisor. The placement office 
provides an assessor and books a location.  

Prerequisites for scheduling a resit are:  

1) A research report in Onstage approved by the placement supervisor 

2) A portfolio uploaded to OnStage. 

 

Outgoing placement students 

Students who took the opportunity to do their work placements abroad in semester 1 are scheduled for 
a first attempt in April. Students who went abroad in semester 2 are scheduled for their first attempt in 
August. They reserve the right for a second attempt at a later stage. 
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Appendix 1: Portfolio requirements 

 
In order to qualify for the Placement Assessment, your portfolio must meet the undermentioned 
requirements: 
 
1. The portfolio must contain the following elements and documents:  

a. Title page including date, name, student number, study programme, telephone number, and 
email address. 

b. Table of contents 
c. An updated curriculum vitae 
d. Introduction of at least 1 A4 in which you describe the internship company, the internship 

assignments and the duration of the assignments 
e. The completed list of professional tasks  
f. For every Competence that you wish to demonstrate: 

▪ A completed competence form 
▪ A completed STARR evaluation, see appendix 3 
▪ Evidence per per STARR evaluation 

g. The Intermediate evaluation form 
h. The final Evaluation form 

 
Optional is the addition of Feedback forms, which can be used to elicit feedback from the company 
supervisor or other colleagues. These forms are available in the Students’ A-Z under competencies 
HBO ICT 

2. The proof collected is varied, relevant, authentic, recent, and quantitively viable.7 

3. The evidence in the portfolio  is numbered 

4. The competence forms contain clearly numbered references to the evidence (using the number and 
description of the piece of evidence.)  

5. The descriptions of the professional products in the portfolio, including the research report 
evaluation,  are all accompanied by completed STARR evaluations (including a reference)  

6. The experience reports are based on STARR evaluations. 

7. The portfolio is submitted in OnStage.  

 
Note 1: Your portfolio must be completed before you can take part in the placement assessments. A 

checklist is available to check the portfolio for completeness, see students A-Z - stage. 
 
Note 2:  All the forms mentioned above can be found via see students A-Z - stage.  
 
  

 
7 Varied:  = your portfolio contains a variety of evidence 

Relevant = the evidence is relevant to the competency(ies) you wish to demonstrate with it. 
Authentic = the evidence is authentic: it was made by you individually or in collaboration with others. 
Recent = the evidence has been made recently. 
Quantity = no more evidence has been added than the instructions indicate. 

https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html?origin=WPlfD6LLTXCzB4xWBKSxbw
https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html?origin=WPlfD6LLTXCzB4xWBKSxbw
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Appendix 2: HBO-ICT competencies 

 

Part 1:      ICT-competencies and ICT sub-competencies8 

The department of HBO-ICT recognises six competencies. Table 3 explains the six HBO-ICT competencies 
and their sub-competencies. Competencies 1 to 4 are relevant when assessing each professional task; 
they are discussed in part 2 of this appendix. The student may demonstrate the mastery of  
competencies 5 and 6 by using a specific situation or assignment he/she has worked on in practice. 
Competencies 5 and 6 are described in Part 3 of this appendix. 

Table 3 HBO-ICT competencies 

HBO-ICT competency sub-competencies explanation 

1. professional 
expertise 

- Systematic approach 
- Application of (scientific) 

knowledge and insight 
- Delivery of quality results 
- Entrepreneurial qualities 

 

You have the knowledge and skills that are 
important to an ICT professional. You understand 
the relevance and value of your expertise and apply 
this in your professional practice.  You work 
methodically, setting criteria for the final product 
and adhering to international professional ICT 

standards. You have an enterprising attitude. 
2. research 

competence 
 

- Analytical and critical 
thinking 

- Conducting research 
- Creativity 

You have an inquisitive attitude. Moreover, you can 
approach the multiple layers of an issue or problem 
from different perspectives. You collect relevant 
data from acknowledged  sources. You are able to 
analyse  and relate the selected data systematically 
and base your solutions on your findings. Finally, you 
are able to generate new ideas and solutions from 
different perspectives. 

3. learning ability - Self-reflection 
- Self-management 

 

You are able to reflect on your own actions and to 
pinpoint your strong and weak points. You are open 
to different perspectives and feedback from others. 
You manage your own development as an ICT 
professional. 

4. communication 
skills 

- Effective and sensitive 
communication 

- Reporting 
- Client centredness 

You are sensitive, open and convincing in your 
communication with e.g. clients. You are client 
oriented; you make transparent appointments, and 
you continuously check if expectations are met. 

5. professional 
ethics and social 
awareness 
 

- Social responsibility and 
professional ethics (e.g. 
with regard to privacy and 
security) 

You are aware of societal issues in the field of ICT. 
You are aware of the relevance of your expertise to 
society and you apply your knowledge and skills in a 
societal context. Critical thinking and acting 
according to current (professional) standards are 
among your skills.  

6. collaboration -team work 
-leadership 

You are able to produce results efficiently and 
effectively, in collaboration with team 
members/colleagues, focusing on both the tasks and 
the team. Moreover, you are to lead, encourage and 
motivate team members/colleagues. Finally, you can 
effectively consult with the client. 

 
8 These are the competencies that students work on in their studies at HBO-ICT. The descriptions are regularly updated; the 

latest version of the competence descriptions can be found in: A-Z Studenten / Competenties HBO-ICT 

https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/competenties-hbo-ict/competenties-hbo-ict.html
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Part 2:      ICT-competencies, sub-competencies and associated behaviours (compulsory) 

 
This section shows the competencies which are used to evaluate each professional task. The four 
competencies below are further specified in sub-competencies and the behaviours associated with the 
competencies. The purpose of these descriptions is to create a uniform of the behaviours of an HBO-ICT 
student. They are here to to help you, your supervisors, and assessors interpret the competencies in the 
same way. However, they must not be used as a checklist. 
 

Competency: Professional Expertise 

Sub-competencies ICT associated behaviours 

Systematic approach - sets SMART goals 
- makes and adheres to a project planning 
- takes steps when deadlines are missed 

Application of 

(scientific) expertise 

- makes a well-founded choice when applying (international) theories, 
methods, techniques and models 

- applies knowledge and insight correctly 
- integrates knowledge and insight from different (international) 

professional disciplines 

Delivering quality 

results 

- sets criteria for the final product in advance 
- checks if a result meets the criteria 
- works accurately 
- follows professional standards 

Entrepreneurial skills - seizes business opportunities 
- takes unasked-for action when problems arise 
- suggests the development or improvement of services, products, 

processes 
- is not afraid of taking risks 
- takes timely decisions, doesn’t wait for others to decide for them 

 

Competency: Research Competence 

Sub-competencies ICT associated behaviours 

Analytical and critical 
thinking 

- distils the essence and relevance from data 
- distinguishes facts from opinion/  interpretation  
- distinguishes main points from side issues 
- identifies cause and effect 
- evaluates solutions based on previously establish criteria 
- draws well-reasoned conclusions 

Conducting research - views a problem from multiple perspectives 
- maps different aspects of a research question 
- defines the main research question and its  sub questions 
- makes a well-founded choice between research instruments (interview, 

questionnaire, etc.) 
- gathers relevant data 
- checks data, avoids unfounded conclusions 
- cites sources correctly 

Creativity - generates ideas 
- comes up with new and original solutions 
- uses existing solutions in new applications 
- views issues from less obvious perspectives 
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Competency: Learning Ability 

Sub-competencies ICT associated behaviours 

Self-reflection - is open to different methods and points of view and methods,  is able to 
let go of personal ideas  

- ask for feedback on his/her own approach and results 
- maps his/her own weaknesses and strengths 

Self-management - decides on learning goals based on self-reflection 
- sets out to achieve learning goals  
- adapts behaviour because of feedback and insights if needed 
- takes responsibility for his/her own actions 

 

Competency: Communication Skills 

Sub-competencies ICT associated behaviours 

Communicating Effectiveness: 
- speaks clearly and understandably  at the right pace 
- is an animated speaker 
- is to the point 
- uses effective non-verbal communication 
- adapts use of language to target group 
- uses correct English / Dutch 
- uses a clear and logical structure  
- uses all means of communication effectively 

Sensitivity: 
- is an active listener, asks open-ended questions,  check if something has 

been understood correctly 
- checks is something has been understood by summarising, and asking for 

feedback 
- displays an interested posture  
- takes other people’s feelings into consideration 
- takes different cultures and values into account 

Persuasiveness: 
- clearly explains why something was done or has to be done 
- shows logical reasoning at the right moment 
- identifies common interest 
- knows how to convince people 

Reporting - uses a suitable reporting style 
- uses correct Dutch / English spelling and grammar 
- uses clear reporting structure 
- follows required reporting guidelines 
- produces a professional layout 

Client centredness - focuses on requirements 
- makes transparent  appointments and agreements and honours them 
- addresses customer wishes/complaints timely and correctly  
- checks if expectations have been met 
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Part 3:    ICT-competencies, sub-competencies and associated behaviours (elective) 

 
The competencies below do not apply to the assessment of every professional task. However, the 
student may introduce specific situations or assignments with which the mastery of these competencies 
can be demonstrated. 
 

Competency: Professional Ethics and Social Awareness 

Sub-competencies ICT associated behaviours 

social responsibility 
and professional 
ethics 

- takes the professional ethics into account 

- takes the social implications and sustainability of solutions into consideration  

- respects people and society 

 
 
 
Additional examples of behaviour in professional ethics and social awareness: 
  

- Discusses and warns about the feasibility issues of a project 

- Indicates if there is a conflict of interest 

- Considers the health and safety of people and the environment when making technical 
decisions. 

- Is mindful of the social consequences of a product or service 

- Considers the sustainability of solutions, including the life cycle of products and services 

- Bases conclusions and recommendations on the most up-to-date information available. 

- Is aware of the code of conduct that is applicable to the organisation/industry concerned 

- Participates in the e-learning programme on business ethics  

- Takes into account the laws and regulations in force. 

- Points out any adverse effects related to technical products and/or technologies. 

- Is aware of personal technical limits and communicates this actively.  

- Does not commit plagiarism but is clear about all  sources used. 

- Raises the issue of mistakes made. 

- Does not participate in products that contravene the applicable technical standards. 

- Rejects any form of bribery 

- Maintains technical knowledge 
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Competency: Collaboration 

Sub-competencies ICT associated behaviours 

Team work Task-oriented  collaboration: 
- effectively contributes towards a common outcome in a (multidisciplinary) 

team 
- has a clear overview of who needs to do what and when they need to do it 
- delivers what is promised / agreed on 
- reflects on his/her own contribution, asks for advice 
- reflects on team member contribution, asks questions, gives constructive 

feedback 
Team-oriented collaboration: 
- contributes to the team spirit 
- involves team members/colleagues in discussions and decision-taking, asks 

for their opinion. 
- supports team members/colleagues, offers (requested) help  
- timely asks for help 
- is open to feedback and suggestions 
- holds team members/colleagues accountable for their actions  by 

constructive criticism 
- addresses conflicts positively 

Leadership - takes the lead in task performance 
- analyses the team performance and suggests improvements 
- chairs meetings effectively and efficiently 
- stimulates and motives team members/colleagues in their task 

performance 
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Appendix 3: STARR evaluation form 

 
The evidence concerns: 

o a professional product I made myself, namely: …… (title) 
o a professional product I made in collaboration with others, namely: …… (title) 
o a report of a specific experience. 
 

The evidence relates to: 
…… (number of competency, e.g. 1: Professional expertise) 
 
Date : …… 
 

Introduce the evidence by completing a STARR evaluation. Follow the directions and answer all the 
questions below. Make sure to write a well-structured text instead of a list of points. 
 

S Situation: 

 Describe the context and purpose of the assignment or task underlying the evidence.  

 Mention who requested the assignment/task and other possible  stakeholders 
 

  

T Task: 

 Give a clear and exact description of the assignment /task and the role you played in it. 

 Explain whether you performed the task independently, under supervision or in team 
collaboration. 

 
  

A Activities: 

 Discuss your approach: which activities, in what order, with which preparation? Which methods 
and/or models did you employ? Justify your choices based on sources (if necessary). etc  

 In case of teamwork, clearly describe which part of the activities were your responsibility. Did 
you perform the activities independently?  

 
  

R Result: 

 Describe the result(s) of the assignment/task.  

 How was the result assessed? by whom? Using which criteria?   

 If the result is a professional product, does it correspond with what you learned in your study 
programme?   
If not, answer these questions: What was(/were) your reason(s) for deviating from the 
standard?  What were your considerations? What decisions did you make?  

 What has happened with the result your produced in the company? 
 

  

R Reflection: 

 Explain why you find this a good example for this competency. Relate your explanation to the 
complexity of the assignment and/or the way the result was assessed.  

 What would you do differently next time, with a similar assignment and why? 
  

  

 Reference 
Name: 
Position: 
Telephone number: 
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Appendix 4: Placement research report 

 
One of the required products for your internship is a research report. This section describes what  
research in your placement entails and offers information about the research report. It is important that 
you submit your research proposal, containing your main research question with your placement 
supervisor in advance. Make sure to start your research as early as possible because your report has to 
be completed and assessed around week 14. You will receive the exact deadline from the Placement 
Office via OnStage. 

Introduction 
Research competence is a vital competency for an ICT bachelor.  The research report is, therefore, the 
professional product by which you must demonstrate your mastery of the competency. 
Appendix 2 offers more information on the competencies for the HBO-ICT study programmes including 
the six main competencies, and the sub-competencies with their associated professional behaviours. 
 
Examples of research projects 
The subject of your research must follow logically from your placement practice. Various research 
methods may be applied, for example, a literature study. You could study the literature to find out what 
system requirements there are for the design of a system. Other possible research projects are: an 
analysis of the current ICT infrastructure to see how it can be improved; doing an embedded platform 
analysis; making a target group analysis in connection with a possible new app to be developed; or 
searching, comparing, and testing frameworks.  
 
Before starting your research, you must discuss your research topic with you placement supervisor. 

Research report 
By now, you know more or less what research entails in your study programme. You will complete your 
bachelor programme with the graduation project, which consists of a practice-based research project 
and a Project report. With approximately ten pages, your research report is not as extensive as the 
Graduation project report. However, it must be structured similarly (see Students A-Z HBO ICT - 
afstuderen).  
 

Sections of the research report 

1. Title page 

2. Table of contents 

3.   Summary: Write a concise description of the main research question, the methods used, the 
results, and the conclusion. In this way, the reader is given a quick overview of your 
research report.  

4.   introduction: Discuss the context of the general problem, the research assignment, and the 
company situation. Write your main research question and distinguish sub-questions. 
Describe the outline of the the report. 

5. methodology: Describe your approach, namely the actions you have taken to find the answers to 
your questions, e.g. interviews (who, how many people), surveys (how, who, how 
many people), literature study (which research databases, which queries), a 
comparison of systems (which ones, which criteria?), etc. Make sure to explain the 
choices you made in your approach. The description of your methodology must be 
clear enough for others to repeat your study 

 

https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/afstuderen-voltijd-hbo-ict/afstuderen-voltijd-hbo-ict.html
https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/afstuderen-voltijd-hbo-ict/afstuderen-voltijd-hbo-ict.html
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A toolkit for research methods in the field of ICT is available at 

http://Onderzoek.hbo-I.nl. The toolkit is in Dutch and contains interactive images 

which link to explanations. Van Turnhout offers background information on the 

toolkit and types of research (in Dutch). 

 

6.  results: Describe your results concisely and precisely. You may use tables, figures and 

example in your representation of the data collected. The results provide the 

answers to your sub-questions. 

7.  conclusion. The conclusion revisits the main research question and lists the main facts and 
findings. It must not contain new information, nor is it just a summary of the results. 
Instead the conclusion provides an answer to the main research question based on 
the results of your research. This means you interpret the data from the previous 
chapters and draw conclusions based on the evidence. 

 
8.  recommendations: Although this is an options part of the report, it certainly has an added value for 

your placement company. Make sure that all your recommendations are 
underpinned by the conclusions in your report.  

 
9.  references: List the sources you used alphabetically. Write down each source APA-standards. for 

referencing. Also use the correct format to refer to the sources in your text. t 
 
10.  appendices:  Place information that is interesting to the reader but too detailed for the report in 

an appendix, for example the question list of an interview or survey. Give the 
appendix a number, a title, and page numbers. Offer clear references to the appendix 
in the text.  

 
Check your report with the help of the Research Report evaluation form, see students A-Z - stage. 
 
 
 
  

http://onderzoek.hbo-i.nl/
https://issuu.com/koenvanturnhout2/docs/methodenkaart_praktijkonderzoek-iva
https://issuu.com/koenvanturnhout2/docs/methodenkaart_praktijkonderzoek-iva
https://student.hva.nl/hbo-ict/az-lemmas/algemeen/faculteiten/fdmci/stage-hbo-ict/stage-hbo-ict.html?origin=WPlfD6LLTXCzB4xWBKSxbw
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Appendix 5: Placement Presentation 

The organisation 
This internship presentation has multiple purposes:  it is a final rehearsal for your graduation session 
Moreover, it is evidence of your communication skills as part of the placement assessment. 
 
You will present to a group of fellow students and a lecturer/study advisor (not your personal advisor). 
The placement office has created presentation session groups of six to seven students from all five of 
the study programmes of HBO-ICT.  
  
The study advisor in charge of your session group will invite you to a session around week 12. You will 
be present throughout the session and will listen to the presentations of your fellow students as well as 
give your presentation. 
 
The presentation 
Your presentation is not about presenting a completed internship, but about telling good story: a story 
that is structured very well  and show the context of your company and assignment(s). Usually the 
presentation starts with a short section about yourself, then you tell something about the company, and 
then about the assignments and the techniques used. You end with the conclusion and a preview of the 
rest of your internship. Your story is supported by a digital presentation, for example PowerPoint. At the 
end of your presentation questions can be asked and the other participants will tell you what your 
strong points were and offer you tips for improvements. 
 
 
Presentation preparation 
• The presentation must be well prepared and practised. 
• Ask yourself first why you want to discuss a topic and who your audience is, then review what you 

want to explain. Finally order you topics (also see structure). 
• Your talk may last approximately 10 minutes (time yourself when you practise!) 
• You may use notes and keywords, but reading from script is not allowed. 
• Do not go into detail too much.  
• Formulate any conclusions well 

 
Structure 
• Provide an outline of your talk at the beginning 
• Structure your talk well: 

- proper introduction 
- main part with topics and subtopics 
- proper closing 

 
Attitude: 
• Speak to your audience 
• Be enthusiastic and inspired. 
• Do not talk too fast (breathe) 

 
Voice: 
• Avoid monotonous speech 
• Articulate clearly 
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Visual Aids: 
• use helpful visuals and clear writing on slides and whiteboard. 

 
Questions: 
• Announce whether the audience is free to interrupt you with questions or you would prefer to 

answer questions at the end. 
• Listen carefully to the question before you start your answer. 

 
The study advisor will intervene if: 
• a presenter takes too long. 
• the presentation is side-tracked 
• the presenter is going into detail too much 
• participants stop listening and talk amongst themselves 
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Appendix 6: Retrospective report 

 
At the end of your placement, you will write a retrospective report, which is used to help second-year 
student in their search for a work placement. The goal is to give future interns a realistic idea of working 
in a company. The report is a personal story in which you look back on all the choices you made and 
experiences you gained, and select those experiences that you believe are useful for future interns. 
 
The retrospective report will not be made available to the company, neither will it be included in the 
portfolio.  
 
There is no format for the report. However, the Placement Office can provide you with samples from 
other reports.  
 
The retrospective report is submitted in OnStage. 
 


