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[ Instructions to Students ]

ase read the detailed Guidelines on Internship hosted on the website of AP State
uncil of Higher Education httpsy/apsche.ap.gov.in

1. Itis mandatory for all the students to complete Semester internship either in V

Semester or in VI Semester.

2. 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 for 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 people 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 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:

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

b. 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.

. Be aware of the communication culture in your work envitfonment. Follow up

and communicate regularly with your supervisor to provide updates on your
progress with work assignments.




sk questions to make sure you fully understand what

and to contribute to the organization.
shall be filled up in your own

8. Never be hesitant to a
' you need to do your work
4. Be regular in filling up your Program Book. It

handwriting. Add additional sheets wherever necessary.
5. At the end of internship, you shall be evaluated by your Supervisor of the

intern organization.
6. There shall also be evaluation
Guide and the Principal.

2 Do not meddle with the instruments/ e
ause any disturbance to the regular activities of the

at the end of the internship by the Faculty

quipment you work with.

8. Ensure that you do not ¢
intern organization.
9. Be cordial but not too intimate

and your fellow interns.
erstand that during the internship programme,
and your behavior during the internship

with the employees of the intern organization

20. You should und you are the

ambassador of your College,
programme is of utmost importance.

_If you are involved in any discipline related issues,
ogramme immediately and disciplinary action shall be

you will be withdrawn

from the internship pr

initiated.
99 Do not forget to keep up your family pride and prestige of your College.
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Certificate from Intern Organization

This is to certify that _P» TTaxin ,QL; ot (Name of the intern)

Reg. No_209200l06600p3 of _ CrDac (pen) (Name of the
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CHAPTER 1: EXECUTIVE SUMMARY

a brief executive summary. It shall include five or

The internship report shall have
a brief description of the sector of

more Learning Objectives and Outcomes achieved,

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

B. Vision, Mission, and Values of the Organization

C. Policy of the Organization, in relation to the intern role

D. Organizational Structure

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

F. 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,
eohich shall include - details of working conditions, weekly work schedule, equipment used,

gnd tasks performed. This part could end by reflecting on what kind of skills the intern

acquired.
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ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT
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ACTIVITY LOG FOR THE SECOND WEEK
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WEEKLY REPORT
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ACTIVITY LOG FOR THE THIRD WEEK

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature
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WEEKLY REPORT
WEEK -4 (From Dt.3 /0. [[2:3 to Dt.2.0./:05)

Jetailed Report:
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ACTIVITY LOG FOR THE FIFTH WEEK

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature
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stailed Report:
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ACTIVITY LOG FOR THE SIXTH WEEK

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature
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WEEKLY REPORT
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ACTIVITY LOG FOR THE SEVEN WEEK

Brief description of the daily
activity
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ACTIVITY LOG FOR THE EIGTH WEEK

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature
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ACTIVITY LOG FOR THE NINETH WEEK
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ACTIVITY LOG FOR THE TENTH WEEK

Brief description of the daily
activity
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ACTIVITY LOG FOR THE ELEVENTH WEEK

Brief description of the daily
activity
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ACTIVITY LOG FOR THE TWELVETH WEEK

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature
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ACTIVITY LOG FOR THE THIRTEENTH WEEK

Brief description of the daily L Person
activity earning Outcome Isrzécngatzie
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ACTIVITY LOG FOR THE FOURTEENTH WEEK

Brief description of the daily
activity

Learning Outcome

Person
In-Charge
Signature
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ACTIVITY LOG FOR THE FIFTEENTH WEEK

7{]0/4{/':’{"—"5 ’

"Y?ftt{,ﬂf G § gy

L
Day : ey ' Person In-
& Brief descr;lc}g:()in t;f the daily Learning Outcome Charge
Jate Signature
Y {L'L_‘Idr,um” 6 f /J/tfdf M-j nineLHUY )
ay -1 ogmd V0 /omft?{ Cy /&Lfru.(ﬂﬁfw @W
Uaﬂ.(f"on —}(c,(h[ ﬁnaf Gf OV(C;CLMJ&MOV]
ay-2 | fhir de #ihed wute | ol 2
yespon ceéf!f/y Yeun L
Venipus  fuanthron &
> | Moy detined e Qf Sido - . P
2 esjaomee bulrly %
deled Uff?/" 47’ HocoRAnm o
Jay - 4 ‘ Ul 31 ) {'Tﬂnﬂ AL s f
A (R e |
peld 1/;(‘57{/“ by ?m/?(eﬂmf o
Jay -5 : 2
poDC ps }"ELLI?’(OI) /)J’)\ 3 jCl--'-{ Schensd @)gj-uk/
e - gl 0f Aog|= | Bome Lnowle d
Day -6 j{ '
%ﬂbﬁ ol ve d

Page No




WEEKLY REPORT
WEEK - 15 (Erom Dt1]4/1043. to D] u/1o2s.).

tive of the Activity Done:

iled Report:

740/)/ufno 151 Bchoms b Hhe L%QAA&

v(ﬂﬁ f.f)"l/af'/& #/f’ﬂ/ Wﬁfﬁ?‘rzﬂm

/- is. P . !ﬂem’m 18772) /,/—J

(4 ;[.S-Q ﬂmmg vad)*

¢ 7 Wl P . f/r"r/&r,n detine




CHAPTER 5: OUTCOMES DESCRIPTION

ibe the work environment you have experienced (in terms of people interactions,
e quailable and maintenance, clarity of job roles, protocols, prr)f'rzdurf.’s, processes,
oline, time management, harmonious relationships, socialization, mutual support and

work, motivation, space and ventilation, etc.)
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ibe the real time technical skills you have acquired (in terms of the job-
d skills and hands on experience)
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cribe the managerial skil i ;

| work, behaviour workmais g-ou have acquired (in terms of planning, leadership,
o seth', L A IPrIP?‘OduCﬁUe use of time, weekly improvement in
5 & ing, decision making, performance analysis, etc. j
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ribe how you could improve your communication skills (in terms of
wement in oral communication, written communication, conversational abilities,
dence levels while communicating, anxiety management, understanding others, getting
¥stood by others, extempore speech, ability to articulate the key points, closing the
_'_--fmn maintaining niceties and protocols, greeting, thanking and appreciating others,
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se how could you could enhance your abilities in group discussions, participation
7 contribution as a team member, leading a team/activity.
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e the technological developments you have observed apd relevant to the
t area of training (focus on digital technologies relevant to your job role)
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Student Self Evaluation of the Short-Term Internship

ent Name: [ “Tasn pﬂma? : Registration No: 9592 00l06604

of Internship: From: o1+~ wit- 714, L8 =05 ~1684

of Evaluation: 1. mbnth Tnlesn )-!'/L%

ization Name & Address: .-sa,c&j’vn,foyww

e rate your performance in the following areas:

g Scale: Letter grade of CGPA calculation to be provided

'Oral communication

Written communication
‘Proactiveness

Interaction ability with community

Positive Attitude

t
L W W W W L ) W W W W W WL W W

U RN

Self-confidence

Ability to learn

Work Plan and organization
Professionalism

Creativity

Quality of work done

Time Mana gement

Understanding the Community
Achievement of Desired Outcomes

OVERALL PERFORMANCE

- e ek ek ek e ek ek ek e ek ek e ek
NN NN DN N RN N BB N NN N D
\m\%mmxfsﬁmmﬁm\&céﬂ
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Evaluation by the Supervisor of the Intern Organization
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._ ¢ Name: - “Jaoruh Hamast Registration No:9¢ 2200l066043
of [nternship: From: To:

of Evaluation:

.-ation Name & Address:

® & Address of the Supervisor
Mobile Number

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

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

ation )
e Scale: 11s lowest and 5 is highest rank

Oral communication

Written communication
Proactiveness

teraction ability with community
Positive Attitude

Self-confidence

iADbility to learn

Work Plan and organization
Professionalism

Creativity

iRuality of work done

-

3
3
3
3
3
3
3
3
3
3
3
3
3
3
3

iTime Management
. nderstanding the Community

Achievement of Desired Qutcomes
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1.
1
1
1
1
1
|
1
1
1
1
1
1
|
1
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Internal & External Evaluation for Semester Internship

kplore career alternatives prior to graduation.

6 assess interests and abilities in the field of study.

b develop communication, interpersonal and other critical skills in the
jture job.

o acquire additional skills required for the world of work.

b acquire employment contacts leading directly to a full-time job following
raduation from college.

nent Model:
fhere shall be both internal evaluation and external evaluation

the Faculty Guide assigned is in-charge of the learning activities of the
judents and for the comprehensive and continuous assessment of the
tudents.

-

fhe assessment is to be conducted for 200 marks. Internal Evaluation for 50
arks and External Evaluation for 150 marks

fhe number of credits assigned is 12. Later the marks shall be converted into
ades and grade points to include finally in the SGPA and CGPA.

he weightings for Internal Evaluation shall be:

o Activity Log 10 marks

o Internship Evaluation 30 marks

o Oral Presentation 10 marks

the weightings for External Evaluation shall be:

© Internship Evaluation 100 marks

o Viva-Voce 50 marks

he External Evaluation shall be conducted by an Evaluation Committee
Pmprising of the Principal, Faculty Guide, Internal Expert and External
Xpert nominated by the affiliating University. The Evaluation Committee
hall also consider the grading given by the Supervisor of the Intern
rganization.

etivity Log is the record of the day-to-day activities. The Activity Log 1s
8Sessed on an individual basis, thus allowing for individual members within
Bups to be assessed this way. The assessment will take into consideration

Page No




.-:_:-:}:- student’s involvement in the assigned work.k

;évaluating the student’s Activity Log, the following shall be
lered -
dindividual student’s effort

e originality and quality

Bk

and commitment.

of the work produced by the individual

Student’s integration and CO-Operation with the work assigned.
gcompleteness of the Activity Log.

ernship Evaluation shall include the following components and based
ekly Reports and Outcomes Description

escription of the Work Environment.
2al Time Technical Skills acquired.
anagerial Skills acquired.
iprovement of Communication Skills.
2am Dynamics

chnological Developments recorded.
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