Model Program Book

: g

SHORT-TERM
INTERNSHIP

(On-Site/Virtual)

Designed & Developed by

ANDHRA PRADESH

STATE COUNCIL OF HIGHER EDUCATION

(A STATUTORY BODY OF GOVERNMENT OF ANDHRA PRADESH)

w oW W W v v s - - - - "> >






An Internship Report on
l ‘10“%5 ?Y“I\’UH%IP Dw{ﬁg'\’ﬂﬁ’ﬂm POYC’S—[ D&Pl

(Title of the Internship)

Submitted in accordance with the requirement for the degree of

Bach & f Cer'ence (0 HpPcS

Under the Faculty Guideship of
M.V.S Creden: Kello
(Name of the Faculty Guide)

| Department of Foves {-
oc (Mew) Collage

(Name of the College)

I Submitted by:

t . Hantch

(Name of the Student)

RegNo:_2122 06105 00D

Department of BSC ((Compuly SL:Lnte_D
C_\D\(-('- Deaxee CoMaar (Men)
J I S

(Name of the College)




Please read . - _— .
« « the ll(‘ldl]t‘l.l (_ll“dL']u“|_t, on I“Il'l'n"nhip hoslt

LInstructions to Srudentd

.d on the website ol Al' State

Council of Higher Education hitpsy/apsche.ap.gov.in

10. Identify five or more

11. Practice pro

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

¥ 1 2 i - .
lc‘. rmvinternship cither physically or virtually.
Every student should identify the organization for internship in consult

o = 1 ¥ - . N i ) o X
with the College Principal/the authorized person nominated by the I rincipal.
ven by the College. You

to reach the

ation

. i .
Report to the intern organization as per the schedule g1
must make your own arrangements for transportation

organization.

You should maintain punctuality in attending the internship. Daily attendance

is compulsory.

f - .
You are expected to learn about the organization,
g in the organization

policies, procedures, and
processes by interacting with the people workin and by

consulting the supervisor attached to the interns.
rules and regulations of the

While vou are attending the internship, follow the
intern organization.

While in the intern organiza

tion, always wear your College Identity Card.
If your College has a prescribed dress as uniform, wear the

uniform daily, as

vou 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.
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.

c. Development of professional competencies that lead to future career

SUCCESS.
fessional 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. 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.
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16

17
18,

19.

20).

S you are involved in any discipline relat

Never e e . .
be hesitant 1o ask questions to make sure you fully understand whay

youneed todo your woy K and to contribute to the organization
Be regular in BT ap you Program Hook. 1 shall be filled up in your own
handwriting, Addd additional sheets wherever necessary

AL the end o inl:‘llv.lnlh vou shall be evaluated by your Supervisor of the
mlern organization

Fhere shall also be evaluation al the end of the internship by the FFaculty
Cunde and the Principal,

1Yo ot maeddle with he ll'l'-ll'lllllt'lll'»/:'t]lli|"lll|'“| Vol work wilh.
Ensure that vou do not cause any disturbance to the regular activities of the
mtern organization, t ks
Be cordial but not too intimate with the employees of the intern organization
and vour fellow interns.

You should understand that during the internship

ambassador of vour College, and vour behavior
) }: ¥ }

programme, you arc the
during the internship
programme is of utmost importance. |

ed issues, you will be withdrawn

: : : : : isciplinary action shall be
from the internship programme immediately and disciplinary «

initiated.
of your College.

. Do not forget to keep up your family pride and prcsligu

L () - S
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Student’s Declaration

I, D L\Cl_\t\QL\ a student of 2 T‘Umwr\q rph'l(?tnq‘['“lf)

Program, Reg. NoA12200l0500\0 of the Department of _135¢ (H?C*S) Q0C Hen
rnship

College do hereby declare that I have completed the mandatory inte

from \EID%J 20LT to 3009 !20)_3 . ’:OYE’C" Dcmﬁm(nﬂ (Name of
Faculty Guideship  of

the intern  organization) under the

HVS Syedeve Kelley  (Name of the Faculty Guide), Department of
B.-SC [tomp foy €lened) Qouk -Degree Lollage (Hen)

(Name of the College)

D-Hosay),  SL-11-2013

(Signature and Date)



Official Certification

This is to certify that Dupol: N ARISY (Nane of
the student) Reg. No.2\2 2 g0 165 00 1O has completed his/her Internship in

gH-'\‘t‘*’-m Yoy et Dt!’cnlmu;g_ (Name — of  the Intern Organizalion) —

r“"e"lf ijo_mkmenff (Title of 1he [iternslip) under my

Sl.lpl.l‘l'\fiSiOﬂ as a pal—t of pill'tii'll fulfillment of the rcquircmcnt for the

Degree  of R.Sc (Hpcs) in the Department of

g

Goc U\) (@A ‘caltjr (Name of the College).

This is accepted for evaluation.

(Signatory with Date and Seal)

Endorsements

Faculty Guide

Head of the De;mrhm',-\:\‘/

Principal



Certificate from Intern Organization

Ihis is to CL‘rtif}r that M_‘- I . A EHSH (Name nf!hv mntern)
Reg. No.2122 0mns001n  of Qpc (HEN) Skl (Name of the
College) underwent internship in Mwﬂ—uw (Name of the
Intern Or\'am zation) from 0% lU__Dﬁ_}_’L[lJJJ—-

er internship is found to be

The overall performance of the intern during his/h

(Satisfactory/ Not Satisfactory).

Authorized Signatory with Date and Seal
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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

Introduction of the Organization

Vision, Mission, and Values of the Organization

Policy of the Organization, in relation Lo the intern role
. Organizational Structure

I’I(J‘Ill.'!p marl l\(,_l

A@mUOow>

» - . . - T
Performance of the Organization in terms of turnover,
reach and market value,

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

Description of the Activities/Responsibilities in the Intern Organization during Internship,

. : - d,
which shall include - details of working conditions, weekly work schedule, equipment use

and tasks performed. This part could end by reflecting on what kind of skills the infern

acquired.
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ACTIVITY LOG FOR THE FIRST WEEK

Da
&Y Brief description of the daily ; Person In-
Date activity Learning Outcome Charge
Signature
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WEEKLY REPORT
WEEK -1 (From Dtmog“l? toD
Objective of the Activity Done; CCo = TowWysm

=)
(, 208 <7

Detailed Report:
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ACTIVITY LOG FOR THE SECOND WEEK

D r&ens sior

Da . i
&Y Brief description of the daily Learning Outcome Peé‘;g;lglén
Date activity Signature
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WEEKLY REPORT
~-q=-23
WEEK -2 (From D257 823, 10 DL.2270000)

Objective of the Activity Done: F & ext fl)hﬂ(u_,'gf- ond des

Detailed Report:
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ACTIVITY LOG FOR THE THIRD WEEK

Day
Brief descripti " Person In-
D& escr;}::;‘c:ir:; Rtaedaily Learning Outcome Charge
o Signature
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WEEKLY REPORT
WEEK -3 (From Dt24.:87:1. 10 pt..2] "quzi
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Detailed Report:
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D " s s P In-
;Y Brict geactip tfo.n ok theudaily Learning Outcome gslz?ge
Date HECTIy Signature
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WIEEKLY REPORT
WIEK =4 (I'rom DI .U}.Q:?.l?..'ﬁ, to Dt M/”'][)'S)

Objective of the Activity Done;

| \”(‘_1_!{.’|\r_;l,{.’y.j /\r_ll'ffP:'3 7 ‘\’31‘_'5{"(’_.',{{

Detailed Report:
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ACTIVITY LOG FOR THE SIXTH WEEK

Person In-

Day ‘
& Bt du:crip:: 0;: of thedaily Learning Outcome Charge
Date Al Signature
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WEEKLY REPORT
WEEK - 6 (From Dtl&/@.?./%.i to Dt?.‘"."./ﬂ:’ﬂ./%fs’.)

Objective of the Activity Done: S ‘__,l £ o (/\93] K[ 1
e —_

Detailed 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, harmonions relationships, socialization, mutual support and
teanrwork, motivation, space and ventilation, etc.)
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Describe the real Hm
e techni : , . : i
related skills and hands on "-"?’L‘rfm:;?)l 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, efc.

Page No:



Describe how vyou c -
improvement in gmf coi:::lr?m;'l::r?mve your communication skills (in terms of
confidence levels while communi t-fn": wr{rfen communication, conversational abilities
understood by others, extempo cating, ""—"'C’_fb_f management, understanding others, getriné
conversation, maintainin ipore speech, ability to articulate the key points, closing the
g niceties and protocols, greeting, thanking and appreciating others,

efc.,)
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Describe how ‘

ou . i .
inprovenient. i r};ml could improve your communication skills (in terme of
o iliies Tl conmunication, written communication, conversational  abilities,
undersiood b ot'hersc communicating, anxiety management, understanding others, getting
ot J:r mf"m_, 'LI!m!Jparc speech, ability lo articulate the key points, closing the

s ming nicelies : ; ; . oo

o) e s and protocols, yreeting, thanking and appreciating others,
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Describe how could you could enhance your abilities in group discussions, participat

in teams, contribution as a team member, leading a team/activity.
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Describe the technological developments you have observed and relevant to the
subject area of training (focus on digital technologics relevant to your job role)

T ObSeavey Th e4 TeChnoloyY I'S Ae’fffbg an 4
) ’ - 7 "le e 0
Pyoviding Mo ¢ e th Poyagt Defedt Mo 1)

- “"’};JJ and f’-{{;‘(('&){_/
Sff}’( hws ¢ cum olund OF dat & a cchetely e y

. obe SIStEN.
The LHIEM is an Ohnht Jata b

;es OF fovrd b
Thed  oimt oA Lnd e, Stahdin§  Lhe dyhn <

eV s yi'et € M o /G € M eni
eCoSH o d d 6p(hS e’ Pyo P ot
e {en [J] v

) 4
=22 1 Nften C ¢ th ¢ Cuyst em hel P foree

Heer  ©f haniny  Preffie Ond

P enag e iden tf Y
T Pdt enti of
‘ products (NTIZP)
Won- Timbel Foh et
G (CeM
ond w < .

) Mv‘j e,h.v" dh endt
Foh st techmology od3° enComP ey

J

)

J

)

)

)

)

y

)

)

)

y

Y
9
>
D
9
@
¥
v
~J
>
?

- ¢
oA\ Gouna hohvestin 9 vy FAHAt T d Txcwpa%

~ 0‘-") ¢ (‘L&j’crwtf""f ‘CC" ! ‘0‘7‘7-*“[J- O+ ‘15‘-‘3‘{4!:0%"’
0 L-,(J ¢
OPE})G&U" !

S‘b..%( -t[,\c rv]afh*fafhoh((“ o
(o) C,Lj'
Y €2 C,Ly?

Th « Productivie? of foredes cnd  the amocH

Page No:




Student Self Evaluation of the Short-Term In ternship

Student Name: DOUD D). HAR)S W Registration No: 2. 220010 5dO1\0

Term of Intemshxp ?_T"\UI\“«.‘FIGm 4 IO& l 2023 To: 30 loq J)‘OLS
(SHUY\)
Date of Evaluation:

Organization Name & Address: FOREST DEPARTHENT, SRIK&KM{“”}

Please rate your performance in the following areas:

Rating Scale: Letter grade of CGPA calculation to be provided

Oral communication

Written commumcatlon

IR - BN AR N

i

Proactweness

Interaction ablhty w1t11 commuruty

ol A R g e R R e T

g Pomtwe Attitude
Self-confiden ce

':"jlh-_".'lAblhty to leam et

Work Plan and orgamzatlon

pe

[ e siman

i

oA

9 i_.-Professmnahsm
10 Creatwu’y
t 5 ;'{1_:1 Qua].lty of work done

12 Time Management
:_-.:_-. S T B .__:r;- \<
cmmunlty

A TEITRRON S0 APREATE R A e T

Date: 3f [ to f 13 Signature of the Student
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Evaluation by the Supervisor of the Intern Organization

Student Name: DUDD - HAR\S Y Registration No: 212060 500
Term of Internship: From: | € —oy 23 To: 30-0q-2023

Date of Evaluation:

Organization Name & Address: FOREST DEPMHT SRIKkakulhT]

Name & Address of the Supervisor
with Moblle Number

jO

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

.l : -Oral communjcation 1 I 2 | 3 4 5
2 Written communication 1 2 3 _

n 3 ~ Proactiveness . / 1 :“_' WZ,; 3 :
4 Interaction ablhty w:t.h commumty 1 2 3 4
e e et S e
.- 6 H Self-confidence 1 2 3 4
S Ab;hty to leam N T 7
8 ~ Work Plan and organmtlon | 2 3 4
e 9 2 Professmnahsm 1 2 3 ' 4_
]0 Creatw:ty | 2 3 4
'Mﬁ 5 Quahty of work done : 1 é 3 4
| 12 “Tlme Managemcnt 1 AZ - 3 | 4

14 Achlevement of Desu'ed Outcomes 1 2 3 4

----------

Date:

- Signature of the Supervisor
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Internal Evaluation for Short Term Internship
(On-site/Virtual)

Objectives:

To integrate theory and practice.
To learn to appreciate work and its function towards the future.
To develop work habits and attitudes necessary for job success.

To develop communication, interpersonal and other critical skills in the
future job.

To acquire additional skills required for the world of work.

Assessment Model:

-The Internship Evaluation shall include the followin

There shall only be internal evaluation.

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

The assessment is to be conducted for 100 marks.

The number of credits assigned is 4. Later the marks shall be converted into

_grades and grade points to include finally in the SGPA and CGPA.

The weightings shall be:
o Activity Log 25 marks
o Internship Evaluation 50marks
o Oral Presentation 25 marks

Activity Log is the record of the day-to-day activities. The Activity Log is
assessed on an individual basis, thus allowing for individual members within

groups to be assessed this way. The assessment will take into consideration
the individual student’s involvement in the assigned work.

While evaluating the student’s Activity Log, the following shall be
considered -

a. The individual student’s effort and commitment.

b. The originality and quality of the work prodﬁced by the individual
student.

c. The student’s integration and co-operation with the work assigned.

d. The completeness of the Activity Log,

g components and based
on Weekly Reports and Outcomes Description

a. Description of the Work Environment.
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Real Time Technical Skills acquired.
Managerial Skills acquired.
Improvement of Communication Skills.

Team Dynamics

Technological Developments recorded.
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2nd, 3rd, 4th and 5th floors, Necladri Towers, Sri Ram Nagar, 6th Battalion Road

Atmakur (V)Mangalagiri (M), Guntur, Andhra Pradesh, Pin - 522 503
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