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. It is mandatory for q) the students to com

. Every student shouylg identify t

. Report to the interp organization

Instructions to Students

plete 2 months (180 hours) of short-
or virtually.

he organization for internship in consultation
authorized person nominated by the Principal.
as per the schedule given by the College. You
OWn  arrangements of transportation to reach the

term internship either Physically

with the College Principal/the

must make your
organization,

You shou intai i
'd  maintain punctuality in attending the internship.  Daily

attendance is compulsory

r a -

You are expected to learn. about the ‘crganization, policies, procedures, and

rocesses by i 1 i zad
D s 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.

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

. 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:

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

e Job Skills you are expected to acquire.

e 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.
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Be aware of the communication cul )
and communicate regularl ture in your work environment. Follow up
Y with you : :

progress with work assignments your supervisor to provide updates on your
Never be hesitan §

ou need to do t to ask questions to make sure you fully understand what
l‘; o your work and to contribute to the organization

e re ar in filli :

e e el ling up your Program Book. It shall be filled up in your
own riting. Add additional sheets wherever necessary.

th 1 of i :

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.

vYou should understand that durin
College, and your behavior

g internship programme, you are the

ambassador of your during ‘the internship

programime is of utmost importance.
If you are involved in any discipli

the internship programme imme

initiated.
Do not forget to keep Uup your family pride and prestige of your College.
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION

A. 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.

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

AmOooOow

G. Future Plans of the Organization.
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