¢

TS R 4.0 GG, 6},**2-
; /4

Program Book | Short Term Internship

- AP STATE COUNCIL OF HIGHER EDUCATION

(A STATUTORY BODY OF GOVERNMENT OF ANDHRA PRADESH)



Program Book
for
Short-Term Internship

Q
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Inatructionsa to Studanta

Ple
Sta:i:ecread the detailed Guidelines on Internship hosted on the webaite of AP
ouncil of Higher Education httpa://apache.ap.gov.in

1. It is mandatory for all the students to complete 2 months (180 hours) of short-
term internship cither physically or virtually.

2. Every student should identify the organization for internship in consultation
with the College Principal/the authorized person nominated by the Principal.

3. Report to the intern organization as per the schedule given by the College. You
must make your own arrangements of transportation to reach the
organization.

4. You should maintain punctuality in attending the

attendance is compulsory.
5. You are expected to learn about the oi*ganization, policies, procedures, and

processes by
consulting the supervisor attached to the interns.

6. While you are attending the internship,
intern organization.

While in the intern organization, always wear your College Identity Card.

8. If your College has a
you attend to your assigned duties.

9. You will be assigned wi
creating a WhatsApp group with your fellow interns.
done and/or any difficulty you encounter during the internship.

10. Identify five or more learning objective
Guide. These learning objectives can address:

Data and Information you are expected to collec

and/or industry.

e Job Skills you are expected to acquire.
ssional competencies that lead to future career

e Development of profe

11. Practice professional communication skills

your Supervisor. This includes expressing thoughts and

through oral, written, and non

clrills.

internship. Daily

interacting with the persons working in the organization and by

follow the rules and regulations of the

prescribed dress as uniform, wear the uniform daily, as

th a Faculty Guide from your College. He/She will be
Post your daily activity

s in consultation with your Faculty

t about the organization

SUCCESS.

with team members, co-interns and
ideas effectively

-verbal communication, and utilizing listening



12,

13.

14.

15.

16.

17.
18.

19.

20.

21.

22.

Be aw
are 0f . 14 g
the communication enlture in your work environment Follow up

and communicate re
u1 i
ricate regularly with your supervitsor to provide updates on yaur

progress with work nsgsignmenta,

Never si g cs
cr be hesitant 1o nd k ques tions to make au
fe to the (!Iﬂﬂﬂiz‘lfiﬂﬂ.

It shall he filled up in your

re you fully undersatand what

you need to do your work and to contribu
Be regular in filling up your Program Book.
Add additional sheets wherever nccessary.

own handwriting.
evaluated by your Supervisor of the intern

At the end of internship you shall be
organization.

There shall also be evaluation at the end of the internship by the Faculty Guide

and the Principal.

Do not meddle with the instrumen
any disturbance

ts/equipment you work with.

Ensure that you do not cause to the regular activities of the
intern organization.

Be cordial but not too intimate wi

th the employees of the intern organization

and your fellow interns.
You should understand that du u are the
ambassador of your College, and Yyour
gramme is of utmost importance.

are involved in any discipline related issues, you will be

ring internship programme, YO

behavior during the internship

withdrawn from
action shall be

pro

If you
the internship programime immediately and disciplinary
initiated.

pride and prestige of your College.

Do not forget to keep up your family



An Internship Report
On
(Title of the Internship)

Submitted in accordance with the requirement for the degree of .15/

Name of the College: @l v T D(Txu col Loa (’an) -3;_

Department: é(/w
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Student’s Dcclnrntion

12.ch7 A
SC‘A.QHQWN’& Student of ...,... Program, Reg, No. 2120 LOI0%h 30f the

D o4 /
Cphartment oi‘..c,—.(,mldﬂl j College do hereby deglare that I have

Completed the mandatory im_érnship fromf.‘%%. to 1.,,«07 %} in
(Name of the intern organization) under the

...................

Faculty Guideship

= S » (Name of the Faculty Guide), Department o[(,[lmﬂ——
QMJ&@ALJ},(

..,l(\oh (Name of the College)

. @
A- (Aﬁﬂﬂmm;
(Signature and Date)

’_/
Endorsements

Faculty Guide }GCVQJP/
Head of the Department C /
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Certificate from Intern Organization

v B . - Q
This is to certify that ffi.-cf:mnamm.t...... (Name of the intern) Reg.
4 NoR19R0. 0033t (1:VT.089100.c0llegalare of the College) underwent internship
) in @x‘meu.(zwt[pif““&"fﬂ (Name of the Intern Organization) from...181.¥] 2222
l to 2|29 [ae2)...
The.'foverall performanc the intern during his/her internship is found to be

Slﬁbéa.c""ﬁ/r (Satisfactory/Not Satisfactory).

Authorized
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have only a one-page executive summary. It shall include
Jive or more Learning Objectives and Outcomes achieved, a brief desecription of the
Sector of business and intern organization and summary of all the activities done by
the intern during the period.
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION
Suggestive contents
A. Introduction of the Organization
Vision, Mission and Values of the Organization
Policy of the Organization, in relation with the intern role

. Organizational Structurc

@O0 w

Roles and responsibilities of the employees in which the intern is placed.

e

Performance of the Organization in terms of turnover, profits, market reach
and market value.

G. Future Plans of the Organization.
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CHAPTER 3: INTERNSHIP PART

Description of the Activities/Responsibilities in the Intern Organization during
Internship, which shall include - details of working conditions, weekly work. schedule,
equipment used, and tasks performed. This part could end by reflecting on what kind

of skills the intern acquired.
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WEEKLY REPORT
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Objective of the Activity Done:
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ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT

WEEK ~ 2 (From Dtu.c.covieeiienes £0 Dbusuveresisssssnss )
Objective of the Activity Done: 7]
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WEEKLY REPORT
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WEEKLY REPORT
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[W EEK - 4 (From Dt................ to Dt )
ctive of the Activity Done:
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ACTIVITY LOG FOR THE FOURTH WEFK
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CHAPTER 5: OUTCOMES DESCRIPTION

Describ
e
- the work cnvironment you have experienced (in terms of people
inter 1 reg g ;

actions, facilities available and maintenance, clarity of job roles, protocols,
ro R ; _
Procedures, processes, discipline, time management, harmonious relationships,

Socialization, mutual support and teamwork, motivation, space and ventilation, etc.)
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Describe the real time technical skills you have acquired (in terms of the job-

related skills and hands on experience)
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Dezcribe the managerial skills you have acquired (in terms of planning, leadership,
; " . :
teamn work, behaviour, workmanship, productive use of time, weekly improvement in

competencies, goal setting, decision making, performance analysis, etc.
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Des

fmp;r::;e:::l :’:‘: C:"uld 'imlfmva 3lmur communication skills (in terms of
mmunication, written communication, conversational abilities,

COanidence levels while communicating, anxiety management, understanding others,

Qettt'ng understood by others, extempore speech, ability to articulate the key points,

closing the Conversation, maintaining niceties and protocols, greeting, thanking and

Appreciating others, etc., )
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Describe how could you could enhance your abilities in group discussions,
participation in teams,

contribution as a team member,
team /activity.
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D =
escribe the technological developments you have ohserved and relevant to the

subject area of training (focus on digital technologies relevant to your job role)
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Student Self Evaluation of the Short-Term Internship

Slutlcm Name: & Registration No: K. (‘AMM Cearn =5 299D 0h (D3OS g
Term of Internship: From & IT To 30, m’:} )

Date of Evaluation:
Organization Name& Address:

Name & Address of the Supervisor
with Mobile Number:

» » , '-c“sa
Pleasc rate your performance in the following n g

Rating Scale: Letter grade of CGPA calculation to be provided




Puslustion by the Supervisor of the Intern Organisation
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Uirganizasion; Vg b Address

Fiusie & Address of (e Superviso
with Muobile HNumibes
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Mease pate the student’s performance in the {ehlgwing arezr:
's yelfevainativn
Plense note that your evaluation shall be done independent of the Stodent’s

Hating Scale: 1 i lowest and 5 is highest rank

6) Dependability







PHOTOS & VIDEO LINKS
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