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[ Instructions to Studentsj

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

1. Itis mandatory for all the students to complete 2 months (180 hours) of short-
term internship either physically or virtually.

2. Every student should identify the organization for internship in consultation
with the College Principal/the authorized person nominated by the Princi pal.

3. 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.

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

5. 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.

6. While you 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 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.

c. 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 thoughts and ideas effectively
through oral, written, and non-verbal communication, and utilizing listenin;g
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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13. Never be hesitant to ask questions to make sure vou fully understand what
vou need to do your work and to contribute to the organization.

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

15. At the end of internship, vou shall be evaluated by vour 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 vou work with. -

18. Ensure that vou do not cause anv disturbance to the regular activities of the
intern organization.

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

20. You should understand that during the internship programme, you are the
ambassador of vour College, and vour 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 vour family pride and prestige of vour College.

<<@>>
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Student’s Declaration

L‘gm_uuaiu__ﬁ%jg__'a student of S

Program, Reg. No. 2)2200losd0n4 3 of the Department of_(noc CMey)) sklm

College do hereby declare that I have completed the mandatory internship

from |g-0%-2023 t0 3o= 09-R032  in _Schapl £0ucation  (Name of
the intern . organization) under the Faculty ~Guideship  of

(Name of the Faculty Guide), Department of
leq? Sﬁfakulqn
d

CamPpotex SCt‘eﬂC(’ 7 (nouesnment  Qogaee (Mep) col

(Name of the College)

S. DW e
(Signature and Date)
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Official Certification

This is to certify that Susayvaxapy (Pivda (Name of

the student) Reg. No.9l 3acplosng 42 has completed his/her Internship in
schoo) gQuachen (Name of  the  Intern Organization) ~ On

PP 5 Sﬁ‘ﬂ\am?nﬂou‘um (Title of the Internship) under my

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

Degree of . in the Department of

(aDc_Crmev) sklm  (Name of the College).

This is accepted for evaluation.

Q‘? SCHQo
:;r{//_
S:;"-!ﬂ'\D‘ e N2 %

_ c;ﬁ A
szjory with Date dpd Seal)

jo

5N < e | tol 2012
M‘Pf/ i _P\.l °Scno;%0

Endorsements
. OV ]ﬁ;é‘"}ﬁhh e fad .
\ F‘?lﬂ Qr-yt\-t.gfﬂ
Faculty Guide
Head of the Department
Principal
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Certificate from Intern Organization

This is to certify that _ SuUwauayapy D U\}Jfa (Name of the intern)
Reg. No_ 21200 lospgy 3 of (npc (mew ) srlm (Name of the
College) underwent internship in __Gcheol €Luach pn (Name of the

Intern Organization) from [&_g8— 2023 to_ 36— cq._ 2023

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

v
Sa-ha-ta cdnsy (Satisfactory /Not Satisfactory).

1)
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omarajapui ez
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CHAPTER 1: EXECUTIVE SUMMARY

The i i
internship report shall have only 5 One-page executive summary. It shall include
ﬁv . . .
€ Or more Learning Objectives and Outcomes achieved, a brief description of the
Sector of business and intern organi

zation 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 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.

G. Future Plans of the Organization.
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escription of the Activities/Responsibilities in the Intern Orgmrization
which shall include - details of working conditions, weekly work schedi

and tasks performed. This part could end by reflecting on what kit

CHAPTER 3: INTERNSHIP PART

during Internship,
le, equipment used,

1d of skills the intern

acquired.
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ACTIVITY LOG FOR THE FIRST WEEK

Day i o ) Person In-
& Brief descnpt:}op of the daily Learning Outcome Charge
Date activity * | Signature
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WEEKLY REPORT
WEEK -1 (From DtlR...05... to Dt.24 .25...)
Objective of the Activity Done: deﬂf’ nj
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Detailed Report: any
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ACTIVITY LOG FOR THE SECOND WEEK

|

Day N | Person In-
& Brief description of the daily Learning Qutcome | Charge
Date actvity | Signature
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WEEKLY REPORT
WEEK =2 (From D22, 50 .. 10 DLA L. 03,0
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ACTIVITY LOG FOR THE THIRD WEEK

Person In-

D;Y Brief description of the daily Learning Outcome ngmt%i i
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WEEKLY REPORT
WEEK - 3 (From Dt...L..7.09... to Dt...1.zQ...)

' Objective of the Activity Done: T CO-CL{"-ﬂ G,A £ W[Lal‘;o M

2 /e /B /8 A /8 E BA A A LA A

RUR IR 1 I TR IR IR AR AR IR R =)

Detailed Report:

"

R "
£\++1'-1er Qe Jesmines A +ufe

he
ch amg -
The Host .-rlm'wé & dewohey jei o e ’
bedore
I |QQ5I/I+
-‘“’\e_ 4\\\\:’\3 — \,\ 2 S-}Ugev\.—}?‘ ,quqc\*) '+O He
;% r"ﬂer QRSCJ?HMQ Gfﬁ(Q CP’"#"I"’UQG,

& 8ugotom

—fosmo & r-!\/\ha, a S4oen’
Row o i bike o0 ! LabHs a
&OOQ chayactes Gng Lol auiow .

(oo chasacter 1§ what buf\9§ +he ?ehsomf’g

anf beguzv?ox @-&— dhe  Pesson g what QJQ(‘;S -tho 545}

o le n -%L\Q Qeuelc;pmem 9(— 4o (_P?_B$9ﬂ’\°t1'g --H\‘.Q

R fg'w,kﬂ""b 81{@*‘ [t)GrcfEGﬂQI!lh‘Q% ‘BQ_ ¢hg Nat&n e o d.

%sz‘ ¢ —\-QQCl’\Q?J_) %'{ecﬂ |€Q<ng Q.&_ ..“12 V\Q’h'o—rl f‘g

dce A\ne sroben+ 9(34? —Jeaches g 'S Hae 91«3»

Way e ‘Ymocess - -lqdﬁn&_ ~fom e Heachers

—1 —lhe S*'h)gem-+$ !

Page No: 90




ACTIVITY LOG FOR THE FORTH WEEK
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WEEKLY REPORT
WEEK -4 (From Dt..2.2.2.9...to Dtlil.ze2..)
Objective of the Activity Done: l@}’ﬂi.j Goonpesi o Kavey %,P_LJJ. 5
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ACTIVITY LOG FOR THE FIFTH WEEK

Day . . : Person In-
& Roact descnpt!o.n afthedatly Learning Outcome Charge
Date activity Signature
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WEEKLY REPORT
WEEK -5 (From Dt.15.:2]....t10 DL.2.2..:9]...)
Objective of the Adtivity Done: | eavi s " { cc;'\ il ol sl<lls
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Detailed Report:
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ACTIVITY LOG FOR THE SIXTH WEEK
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&y Brief description of the daily . Person In-
Date activity Learning Outcome Charge
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WEEKLY REPORT
WEEK - 6 (From Dt.22:2).... to DL.A020.].)

Objective of the Activity Done: P VJj\aﬁ’Y’rf = (Or'cg_u C!f—ﬂd
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CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (in terms of people interaclions,
ﬂ{alftfes available and maintenance, clarity of job roles, protocols, procedures, processes,
discipline, time management, harmonious relationships, socialization, mutual support and
teanmwork, motivation, space and ventilation, etc.)
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: i in terms of the job-
Describe the real time technical skills you have acquired (in 1 y be:
related skills and hands on experience)

Technitad skille

— p— —

1. Pvoblemn g—o\vij

3 *(mcc_()'\:wl skalls
Poplic oPeakia”

\1 2
5 . C:_rl-l:-l'c_g.D .l—tJ-n—k-:-f:j
g o Lechnicd skills like Rovect
T hove o.(cl/d‘\fﬂ.oq rmng 1 , frb__l,;,’"alﬂ-csl
rf'\ano.al-mm—{’ chJ:CL apa-j-jﬁjﬁ y l—jcn-q e
problen 2 Crcephuol | Pblic 51%}57 ey 147
‘5d'uAJJj | CoTLL ‘E-a_!"ij Sird JL.@JJ.\,I,j
Do He inbenshiP musﬂcﬁ to  teih QLUM
i C\Lfam?:k ~ird seks . e T j.mmk%o J&ﬁ
CP:L% PmpJJ— : D”"";j Jce_o.cJ-..inj A Lae Lo /Q»{;ajo;,j
.Fl-,& . CQ‘YWCQPL Lo be w&mﬁl—o.ho‘.alsb— 'JIG Q_vgj_g
aludind- - \kme . lssmt  Godod o ﬁA S‘OQOJ—Q_E,j N

| "e»aPlamglﬂvj GHENS - irrvineg s shodinte a:k mrj
.J‘J‘Lﬂ EL " B Q];%dlp/ﬂ_zn_q_co (A_Aaj LOC” CI?A_L 2.8
Pa:L‘{ﬁrLLL, o\rd CYIL;CJ H\Jr\kaj

Page No:



L0V IU VU OO UILUIUIOU UL EeETTEeEEFFT FEFv o Lo v eE®Y¥

2.
e
e -
2 5L"fa_ij;C. H\J-f'-k"j
b
X

Describe the managerial skills you have acquired (in terms of planning, leadership,
team work, behaviour, workmanship, productive use of f::frc, weekly improvement in
competencies, goal setting, decision making, performance analysts, efc.
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Describe how you could improve your communication skills '(r'n frf'ﬂff."i.nf
improvement in oral communication, written communication, conversational nmm:_r»s,
confidence levels while communicating, anxiety management, understanding others, getting
understood by others, extempore speecl, ability to articulate the key pomls,. c’!’osmg the
conversation, maintaining niceties and protocols, greeting, thanking and appreciating others,
efc.,)
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Describe how could you could enhance y

in teams, contribution as a team member, leading 2 tez m/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 rolc)
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Student Self Evaluation of the Short-Term I nternship

4%

' . . . oolo GOt
Student Name: gusavayafu (Dt‘*'ao- Registration No: J]22-

Term of Internship: From: |g |og (2023 To: sc/oql 2023

Date of Evaluation:

Organization Name & Address: s‘omaﬁ'ﬂgcsza‘ﬂm | 7P P Schoo)

Please rate your performance in the following areas:

Rating Scale: Letter grade of CGPA calculation to be provided

“0S1 V
23T e T o e w«uawwﬁ}r%u 2

Self—conﬁdence

= ‘D.‘oeéo

Date: Signature of the Student
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Evaluation by the Supervisor of the Intern Organization

Student Name:  suxevaxa o (lD'\l(tjﬂ Reglatration No: ©12200 iyl
Term of Internship: From: \§ | O8 12023  Tor o) oq 7023

Date of Evaluation:

Organization Name & Address: qmnmqs‘upum m o, M 0P hoo |

Name & Address of the Supervisor
with Mobile Number

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

- Ol S R e

Written com munimllon 1 2 3 4 5

s

Interaction dbllll‘y w1lh comm umly 1 2 3 4 3

‘5 Dositive Attitude IR D SRR VLA 0

Self-confidence 1 2 3 4 5

% RS IRACEN N G S L S P R R

“Work Plan and orgamzallon 1 2 3 4 5

9 Professionalism R TS

Creativity 1 2 3 4 5

. 11 Qualityofworkd done F'N.,W"z-,.‘.\.'_-; cre _:F-m2 3 4 5

12  Time Management 1 2 3- 4 5

|15 Understanding the Community 7T A0 23 4 s

14  Achievement of Desired Outcomes 1 :.2_ o 3 4 5
(15 OVERALLPERFORMANCE |~ = "1 = 2 T3 s

"QB"‘

&

Date: Slgnp ure of the Suz:—w;\sgﬂf k’fﬂﬂ
\ & t’f.ﬁ s,
LP-U-°.$‘=3‘?°
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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 S0marks
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.

¢. 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 b

ased
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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