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Instructions to Students

Please read the detailed Guidelines on Internship hosted on the website of AP
State Council of Higher Education https:/ [apsche.ap.gov.in

. It is mandatory for all the students to complete 2 months (180 hours) of short-

term internship either physically or virtually.

. Every student should identify the organization for internship in consultation

with the College Principal/the authorized person nominated by the Principal.
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.

. You should maintain punctuality in attending the internship. Daily

attendance is compulsory.
You are expected to learn about the organization, policies, procedures, and
processes by interacting with the persons working in the organization and by

consulting the supervisor attached to the interns.

. While you are attending the internship, follow the rules and regulations of the

intern organization.

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

10.

§ 55

. If your College has a prescribed dress as uniform, wear the uniform daily, as

you attend to your assigned duties.

You will be assigned with a Faculty Guide from your College. He/She will be

creating a WhatsApp group with your fellow interns. Post your daily activity

done and/or any difficulty you encounter during the internship.

Identify five or more learning objectives in consultation with your Faculty

Guide. These learning objectives can address:

* Data and Information you are expected to collect about the organization
and/or industry.

¢ Job Skills you are expected to acquire.

* Development of professional competencies that lead to future career success.

Practice professional communication skills with team members, co-interns and
your supervisor. This includes expressing thoughts and ideas effectively

through oral, written, and non-verbal communication, and utilizing listening
skills.



12.

13.

14.

15.

16.

17.
18.

19.

20.

21,

22.

Be aware of the communication culture in your work environment. Follow up
and communicate regularly with your supervisor to provide updates on your
progress with work assignments.

Never be hesitant to ask questions to make sure you fully understand what
you need to do your work and to contribute to the organization.

Be regular in filling up your Program Book. It shall be filled up in your
own handivriting. Add additional sheets wherever necessary.

At the end of internship you shall be evaluated by your Supervisor of the intern
organization.

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

Do not meddle with the instruments/equipment you work with.

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

Be cordial but not too intimate with the employees of the intern organization
and your fellow interns.

You should understand that during internship programme, you are the

ambassador of your College, and your behavior during the

internship
programme is of utmost importance.

If you are involved in any discipline related issues, you will be withdrawn from

the internship programme immediately and disciplinary action shall be

initiated,

Do not forget to keep up your family pride and prestige of your College.
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Certificate from Intern Organization
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ACTIVITY LOG FOR THE FIRST WEEK

DAY LEARNING OUTCOME Person
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have only a one-page executive summary. It shall include
five or more Learning Objectives and Outcomes achieved, a brief description 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.

mE U 0w

Introduction of the Organization
Vision, Mission and Values of the Organization

Policy of the Organization, in relation with the intern role

. Organizational Structure

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

Performance of the Organization in terms of turnover, profits, market reach

and market value.

. Future Plans of the Organization.



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,

of skills the intern acquired.
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WEEKLY REPORT
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ACTIVITY LOG FOR THE SECOND WEEK
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ACTIVITY LOG FOR THE THIRD WEEK
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WEEKLY REPORT

WEEK - 3 (From Dt.....ccccoeveens

Objective of the Activity Done:

Detailed Report:

cllec Fshe-
AN AN

codetl _L:f’c--/-. §22  ct [mz?a cr/nr/ /1?7(':’10! hes LLLE['A CL j/ﬂgﬁ

If_l:!zohc?lc,a)ﬁ; _fnpbf mmc/ cpﬁh f?LC/f m/'uifh?)j ,fa}”iﬁu,j

quefcl  ¢eehm  on  fk Josal  sae onol  chilir,
£9) &l helly b awnclhenr Cphon  in ,&mgﬂ; arh

.fcc-p}p o u)oﬁs/fbéf
=  pluk e omn 2onleanleh o encl ﬂWﬁb

Rolicl_£14) ;=
gole £t how  copecll . x»ﬁmp (e  cod Mpﬁu

Lt LR jcm;g CEneeh o ﬁaafgf Coaenel e dth

Scehon  §L hus  meneme  bg ctfy | melecn

mngal £7sh -
f\/\,ad\/\/\_- ~N

h  has  smedl  pocel shop  ane|  Aounfpg

MU il fom g ctawhen .-5(.76&-_9 GML] wtdth
cociles GL hug Jur%y L chunds mefen

=P feed] T8 Dattonn)  baice]/ peceleny

— @h enall inces  geompute/ coepcend eom)

o’em’lt)i/‘:{'




g A

- W W W e v W v v W v W v

ACTIVITY LOG FOR THE FOURTH WEEK
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WEEKLY REPORT
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ACTIVITY LOG FOR THE FIFTH WEEK
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WEEKLY REPORT
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CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (in terms of people

interactions, facilities available and maintenance, clarity of job roles, protocols

procedures, processes, discipline, time management, harmonious relationships,

socialization, mutual support and teamwork, motivation, space and ventilation, etc.)
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related skills and hands on experience)

Describe the real time technical skills you have acquired (in terms of the job-
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Describe the managerial skills you have acquired (in terms of planning, leadership,
team work, behaviour, workmanship, productive use of time, weekly improvement in

competencies, goal setting, decision making, performance analysis, etc.
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Describe how you could improve your communication skills (in terms of
improvement in oral communication, written communication, conversational abilities,
confidence levels while communicating, anxiety management, understanding others,
getting 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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in group drounnlons,

Describe how could you could enhance your abilition
londing n

participation in teams, contribution as tonm  membeor,

team/activity.
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Describe the technologlical developments you have observed and relevant to the

subject aren of trnlnln;_ ([r}mu. on digital technologics re h vant to Ejnurjﬂb role)
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Student Self Evaluation of the Short-Term Internship

Student Name: & Registration No: [3, S’N’]ftﬁ‘s fv q 212400l yyooos
Term of Internship: Fromi</§ (To ¢4 [eq /2;0,?/5

Date of Evaluation:

Organization Name& Address: .pi Sheltes dddo‘c N]e,y)‘t’_ s pofcu\f) S{ ‘Cfo

Name & Add fthe S i Sﬁm l‘:D\CUY)
w?tl: Mobile li;?rilgcr: e Supervisor IC.. Cf‘ Mﬂjo"" "\Mrm QNO 'po o & ;
aA860¢ 08 9

Please rate your performance in the following areas:

Rating Scale: Letter grade of CGPA calculation to be provided

5. Smfffoéﬁl/

Signature of the Student




Evaluation by the Supervisor of the Intern Organisation

Student Name: & Registration No: [3 . Sau) [{ 6 sh é’ Alio0lYycoes
Term of Internship: From 1+ / °9A})L5 To H /,a[/ Qe 9«-5
Date of Evaluation:
Organization Name& Address: f‘.’ shefiesS aldklﬂf’ fﬂ(ﬁ\‘f Qjﬁﬁ Ce J SK‘E‘}L"{'{"T
Name & Address of the Supervisor [ . Cf‘ o dlafe p\c\,«O} fD 6 3 [(.A,Ub\"ﬁ'f] |
with Mobile Number:

1866089165~

Please rate the student’s performance in the following areas:

Please note that your evaluation shall be done independent of the Student’s self-evaluation

Rating Scale: 1 is lowest and 5 is highest rank
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