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[ Instructions to Students J

Please read the detailed Guidelines on Internship hosted on the website of A’ State
Council of Higher Education httpsy/apsche.ap.gov.in

10.

11.

12,

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 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.
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.
c. 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 environment. Follow up
and communicate regularly with your supervisor to provide updates on your
progress with work assignments,
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13. 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.

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

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

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

17. Do not meddle with the instruments/ equipment you work with.
18. Ensure that you do not cause any disturbance to the regular activities of the
intern organization.

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

20. You should understand that during the internship programme, vou are the

ambassador of your College, and your behavior during the internship
programme is of utmost importance.

21.If you are involved in any discipline related issues, you will be withdrawn

from the internship programme immediately and disciplinary action shall be
initiated.

22. Do not forget to keep up your family pride and prestige of your College.

—_————<<@>>
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Student’s Declaration

L_PAID| DEMIKA

a student of 10 YMONAS LYL‘ECYI‘I&

Program, Reg. NO:UQQDOIDQDO% the Department OFM_]_”G{DC []V]

PO

from |B-0B-23 to AD-09-23 in _K_U‘SQ_LQP{Jmm (Name of

the intern organization)

Mi#S NWS_SRIDEVI [TRLLA

under the Faculty Guideship of

(Name of the Faculty Guide), Department of

BaC [Comprueve]
(Name of the College)

SRIkAKL AN

FG'E  3of0af23

(Signature and Date)
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‘) Official Certification

¢ \‘m_.__.v 1:11[15 is to certify that PAIDIL D =5V |l < e —— __ (Name of
the student) Reg. No. 212200105003 has completed his/her Internship in

" LPOP School _Kusala pu_yam(Nmm of  the  Intern Organization) on

School Qe paxtment (Title of the [Internship) under —my
1

supervision as a part of partial fulfillment of the requirement for the

N B SC @"\T)CS] in the Department of

Q.OV e)‘ﬂmr&-_'Dg_(JlMM%f_ (Name of the College).
EME' ] SytkeaRulan

¥

Degree  of

O
- This is accepted for evaluation.
RS
> -~
MV flanaih” 302>
) (S:gnmquu ”d Rc"}{_e gg}d Seal)
3 MPUP School, Kuszizsuram
Endorsements Etcherla Mandal, Snixaxuiam Ot
»
&
\ %
> Faculty Guide
. . \A/
=
Head of the Department
2
=
Principal
2 P
5
3
4
3
)
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Vo J2/  Certificate from Intern Organization

This is to certify that _PAID | DEVIKH (Name of the intern)

Reg. No 2,12 2.0010600 A1 of GDC u‘_thM] SuRalpouloshame of the

College) underwent internship in M-P-2'PScheol_Kisala f Nhgme of the
Intern Organization) from|8-08 -20233to_A0- 041 =202 3

The overall performance of the intern during his /her internship is found to be

Sﬂ:‘:@&@f YL F (Sat‘i/s:fac tory/ Not Satisfactory).

" -V - wesd 3024[?3

Authorized Sigpeiqey Wit uate and Seal
MPUP School. Kusaizouram
Etcherla Mandal. Srixakutan. Ot
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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 df 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 to 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.
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CHAPTER 3: INTERNSHIP PART

Description of the Activities/Responsibilities in the Intern Organization during I[nternship,
which shall include - details of working conditions, weekly work schedule, equipment used,
and 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

Day

Date

Brief description of the daily
activity

Person In-

Learning Outcome Charge
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WEEKLY REPORT
WEEK -1 (Erom Dt) 8] %2310 Dt&‘ll?.?jﬂ)

Objective of the Activity Done: Idoduction. and
oasic  clowe 4Cathing.

Detailed Report:
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ACTIVITY LOG FOR THE SECOND WEEK

Day ‘ Person In-
& Brief description of the daily Learning Qutcome Charge
Date activity Signature
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WEEKLY REPORT
WEEK -2 (From Dtﬁlﬁfzﬁ. to Dt.BLJO.&[?B)

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE THIRD WEEK

D;Y Brief descriptfop of the daily Learning Outcome Pglig;.lglen-
Date activity Signature
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WEEKLY REPORT
WEEK - 3 (From Dti.}.@.ﬁ’lﬁ:to DtSJ,D.QJ;’-.?ﬂ

OUbjective of the Activity Done: . )
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ACTIVITY LOG FOR THE FORTH WEEK

Day i . Person In-
& Brief descript‘lop of the daily Learning Outcome Charge
Date Ly Signature
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WEEKLY REPORT
WEEK -4 (From Dt.) !J.QJ.'B to Dtl E-i‘\ J.Z&)

Objective of the Activity Done: SP&CL}\L‘) - yrt U{ e h},‘ r\%\

Detailed Report
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WEEKLY REPORT
WEEK -4 (From Dt.} 'J.qJ'l?: to Dtlblqjla.)

Objective of the Activity Done:
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Detailed Report:
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ACTIVITY LOG FOR THE FIFTH WEEK

Dsiy Brief descrip?'o.n ofthe daily Learning Outcome Pgﬁg;lg?-
Date activity Signature
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WEEKLY REPORT
WEEK -5 (From Dthjo!szJ to Dtns\q.))f).}
Objective of the Activity Done:
Jea thinq »

Detailed Report:
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ACTIVITY LOG FOR THE SIXTH WEEK

Day

Date

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature
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WEEKLY REPORT
WEEK -6 (From m?,qrq‘l.'ﬁ to Dt.?)écy.?—.?l)

OUbjective of the Activity Done:
V) eacPwma,

Detailed Report

> "’3‘““%‘3% o ¢80 clas ttudunkt |
v o3 ghclons o d-CLLLﬂH'_ oauce Mathunadics

=  Loodd WRabiu dey Afocech en - cuw
> Jlad —-ttn - Valst J\ouc{cul,

- 8Maﬂ’, Kr)cuh jU\ ju.ulﬁu, -?Btuc'ULj ol
OO, &Paca. P_ﬂLC(‘LC‘fﬂ.M.(Y’LE .

Page No: 9 U



CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (in ferms of people interactions,
facilities available and maintenance, clarity of job roles, protocols, procedures, processes,
discipline, time management, harmonious relationships, socialization, mutual support and

teanwork, motivation, space and ventilation, etc.)
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Describe the real time technical skills you have acquired (in ferms of the job-
related skills and hands on experience)
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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 iniprovement in
conpetencies, goal setting, decision making, performance analysis, etc.
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Describe how you could improve your communication skills (in terms of
inprovement 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,
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Describe how could you could enhance your abilities in group discussions, participation
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 technologies relevant fo your job role)
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Student Self Evaluation of the Short-Term Internship

Organization Name & Address:

Student Name: PAID|I DEVIKA
Term of Internship: t&()ﬁ gme: | 8' "’O%‘"Z 3 To: '.50 o Oq = Q.,.Z)
Date of Evaluation: %j ql 2%

MP-O P School , kKusalapua
Lechoxla Mandal

Registration No: Z| 220010500 3l

Please rate your performance in the following areas:

Rating Scale:
1  Oral communication
2  Written communication
3  Proactiveness
4  Interaction ability with community
5  Positive Attitude
6  Self-confidence
7  Ability to learn
8  Work Plan and organization
9  Professionalism
10  Creativity
11  Quality of work done
12 Time Management
13  Understanding the Community
14  Achievement of Desired Outcomes
15 OVERALL PERFORMANCE

Date: 2[61]23

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
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Letter grade of CGPA calculation to be provided
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Signature of the Student



Evaluation by the Supervisor of the Intern Organization

Student Name: PA | D | DEVI KA

WO
Date of Evaluation: &Z)J' C‘LJ 9%

with Mobile Number Q| Q| 8| L5232

Term of Internship: £3,0¢ From: 15 - 08 ~2023T0: B30 09 202 3
%

Organization Name & Address: MP U P Sehool , kKusalepuvyam
Name & Address of the Supervisor M- \/* Ravwlona Muxdhe

r

Registration No: 2| 2200 106003 |

KL [MLQP YoM

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

1  Oral communication
2 Written communication
3  Proactiveness
4  Interaction ability with community
5  Positive Attitude
6  Self-confidence
7  Ability to learn
8  Work Plan and organization
9  Professionalism
10  Creativity
11 Quality of work done
12 Time Management
13  Understanding the Community
14  Achievement of Desired Outcomes
15 OVERALL PERFORMANCE

pae R4 )23
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EVALUATION
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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;

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 produced by the individual
student.

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

d. The completeness of the Activity Log.

The Internship Evaluation shall include the following 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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MARKS STATEMENT
(To be used by the Examiners)
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ANDHRA PRADESH
STATE COUNCIL OF HIGHER EDUCATION
(A Statuory Body of the Government of Andhra Pradesh)
2nd, 3rd, 4th and 5th floors, Neeladri Towers, Sri Ram Nagar, 6th Battalion Road

Atmakur (V)Mangalagiri (M), Guntur, Andhra Pradesh, Pin - 522 503
www.apsche.ap.gov.in
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