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Instructions to Students

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

1. It is mandatory for all the students to complete 2 months (180 hours) of short-
term internship either physieally 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.

. You should maintain punctuality in attending the internship. Daily
attendance is compulsory.

S. 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.

6. While vou 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.

8. If your College has a prescribed dress as uniform, wear the uniform daily, as
you attend to your assigned duties.

9. 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.

10. 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.
e Job Skills you are expected to acquire.
» Development of professional competencies that lead to future career success.
11. Practice professional communication skills with team members, co-interns and
your supervisor. This includes expressing thoushts and ideas cffectively
through oral, written, and non-verbal communication, and utilizing listening

skills.
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An Internship Report
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Certificate from Intern Organization
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Suggestive contents

Introduction of the Organization

- Organizational Structure
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION

. Vision, Mission and Values of the Organization
- Policy of the Organization, in relation with the intern role

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

Performance of the Organization in terms of turnover, profits, marlket reach
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CHAPTER a: INTERNSHIP PART
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CHAPTER 5: OUTCOMES DESCRIPTION

cribe the work environment you have experienced (in terms of peaople
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cibe the managerial skills you have acquired (in terms of planning, leadership

viour, workmanship, productive use of time, weekly improvement in
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pescﬂ'be how you could improve your communication skills (in terms of
improvement in oral f:ommum'cation, 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 brotocols, greeting, thanking and

appreciating others, etc.;)
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Describe how could you could enhance your abilities in group discussions,
participatlon in teams, contribution as a team mecmber, Ileading a

team/activity.
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pescribe the technological developments you have observed 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

E‘;dj‘“ Name: & Registration No: 30 lwew. Jee uewen [Comteuy :“ 2 22.0016L 10|/

n'i'\
Term of Internship: From l&fuc!‘*ro 20 [oq ] Q0N

Date of Evaluation: 11
Organization Name& Address: B(UJE('. lewdd Cuitl ) [carels (i Covadedd) crueadma Coiy)
Name & :_\ddrcss of the Supervisor ™ [Cor VAL + NAAWE &l IC QA f\{:; Grao c\f-'(”"'b":
| MOBIeNumEE 1 Lgedsend i) tcanelidlifuteds ) 95 20531
Please rate vour performance in the following areas:
Rating Scale: Letter grade of CGPA calculation to be provided
1)" Oral communication. = o i 3 3 SEY ';;5
2) Written communication 1 2 3 A 5
3) nitiative T S N o]
4) Interaction with staff 1 2 3 4 5
5) Attitude 1 2 3 AN
6) Dependability 1 2 3 4 i
7 TAbility to learn T R T
8) Planning and organization 1 2 3 4 _5
9) Professionalism 1 2 RS R
10) Creativity 1 2 3 <4 S
11) Quality of work 1 2 R IR R R
12) Productivity 1 2 3 (4’/“;5
13) Progress of learning 1 PR R sl g
14) Adaptability to organization’s culturc/policics 1 2 3 4 5
15) OVERALL PERFORMANCE TR D s

B-Jeeven Kauom

Signature of the Student

e\



Evaluation by the Supervisor of the Intern Organisation

Bipgit N €L capimfion Nos Behﬁ O Jeevan Kumas G al Lo o0l
remollettits P [0B/OB T gu i s
Date of Evaluation:

Organization Name& Address: J}-10 (/A ZEN!  [enoteertly Cadsendd )¢ rZ_LLCd\l(dlﬁN

Name & Address of the Supervisor & KO A LA - LAV LEL A COM AR GRAMA

: ! i
with Mobile Number: oo ve o Y teaned Q,I[}—(GLC‘ ) Rdho o C‘L;'bgl‘qé E:‘\.»zf‘o gl':fLH

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

1) Oral communication

2) Written communication ) 1 2 3 4 5
T e R R L
4) Interaction with staff 1 2 3 4 -1
6) Dependability 1 2 3 (4/ 5
7) Ability to learn ; T s
8) Planning and organization 1 2 3 4 5
9) Professionalism 1 2 3 455555
10) Creativity 1 2 3 -4 5
11) Quality of work 1 2 3 4 RS
12) Productivity 1 2 3 4 <
13) Progress of learning : 1 2 3 i s
14) Adaptability to organization’s culture/policies 1 2 3 -4 ~5
15) OVERALL PERFORMANCE 1 2 3 ERERG

.,
Signatt Lgfthc upervisor

Secretary
Srama Panchayat

BHOGABENI
Kanchili (M), SKI_M Dist.
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