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Lllt.‘-ll'lll‘"ﬂl!h to Studenis ]

Mease road the detailed Guidelines on Imermship hosted on the websils of A" Slale
Comnedl of Higher Education hitpsgfapache.ap.gov.in

L Itis mandatory for all the students 1o complete 2 months (180 hours) of shart-
term internship ecither physically or virtually.

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

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. I]u_l.l},r attendancs
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 organizabion.

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

B. 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
BUCCESS,

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 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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14, MNever be hesitant o aak uestions to make sure you [ully understand what
vou need to do your work and to contribute o the organization.

14. Be regular in filling up yvour Program Boolk. It shall be filled up in your ow
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 organizatior
and vour fellow interns.

20, You should understand that during the internship programme, you aré 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 withdrawr
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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) A '.'I\..';]‘l-11-. B studont of 3..'  Waka' '.-"'JF'."F ol May KRN

L.'HHP_W.' do hereby declare that | have |.'1l||l||||1'll'd the mandatory internship
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(Name of the College)

(Signature and Date)
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Official Certification
- This is to certity that Touwg? deawoat (Name of
)
the student) Reg. No. 122001051044 has completed his/her Internship in
Day Luaht (Foyegt : g ‘['i"":l':lllu'fl of the Intern Organization)  on
. _ Ehxent (depasbvmend (Title of the Internship) under my
supervision as a part of partial fulfillment of the requirement for the
Degree of _ ktae Cedecety  in the Department of
":L’LEL“" 1":;5,,1’ _ (Name of the College).
et
This is accepted for evaluation.
v O A i -t‘, i -
{Si éﬂc%fiﬂﬂll Date and Seal)
-9
-5
-2
-3
-3
el

Endorsements

Faculty Guide
l Head of the Department

Principal
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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, "
reach and market value. er, profits, market

G. Future Plans of the Organization,
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CHAPTER 3: INTERNSHIP PART

Description of the Actrvities/Respomsibilities in the Intern Organization during Internship,
which shall include - details of working conditions, weekly work schedule, equipment used,

e
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ACTIVITY LOG FOR THE FIRST WEEK
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ACTIVITY LOG FOR THE SECOND WEEK
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ACTIVITY LOG FOR THE THIRD WEEK
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ACTIVITY LOG FOR THE FORTH WEEK
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Describe the technological devel ments
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EVALUATION




Internal Evaluation for Short Term Internship
(On-site/Virtual)

Objectives:
* Tointegrate theory and practice.
* Tolearn to appreciate work and its function towards the future.
* Todevelop 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 incharge 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.
h.ThEﬂrigimﬂt}'andquilit}‘nfthewnrkpmdmdb}'ﬂnMﬁduﬂ
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 acguired,
Improvement of Communication Skills,
Team Dynamics

Technological Developments recorded,
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MARKS STATEMENT
(To be used by the Examiners)




Student Self Evaluation of the Short-Term Internship

MM Tﬂ (] q{: d"f w AT ﬂ“?

Registration No:
Term of Internshi From: a o L A OUm OS5 oYLy
8 “- o i
F'q'i'\fl:r ET b i va 103 do-09 = |
Date of Evaluation:

Drslntuﬂunﬂm&mﬁv Fow rdit .:"1..-1:--1'! twenmt . el vPh ol ull g )

Please rate your performance in the following areas:

Rating Scale: Letter grade of CGPA calculation to be provided

Written communication

4  Interaction ability with community

Self-confidence

Wnﬂt Plan and nrgu\u:-lhun

Ds Signature of the Student
te:
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Evaluation by the Supervisor of the Intern Organization

sh.l.dfl.'li Hﬂm-t!: ll ."l-..'|,-"r‘|."| 1ltlﬂ'|‘|u-1l'|'11 R!!i‘lh’]ﬂﬂn Mo Q08 ey l]""|f'}i*|.j
1)
Term of IH!ETHIJ'\.'IF: From: 4 - Of-83 To: Oa-0 MT-a9
i'l_'.i'\.“\.l berrem
Date of Evaluation:

Organization Name & Address: Ap Fove &t depasbmint iy

Name & Address of the Supervisor
with Mobile Number

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

Please note that your evaluation shall be dane independent of the Student’s self-
evaluation

Rating Scale: 1 is lowest and 5 is highest rank

2 Written communication 1 2 3 4 5
; etV eTines ~ . _ 5
4 Interaction ability with community ] 2 3 4 5

6  Self-confidence 1 2 3 - -
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INTERNAL ASSESSMENT STATEMENT

Name Ufﬂ'l!ﬂ!udnnl: | ﬁh:]'? {5‘1'“"“5’-‘?

Programme of Study:

Year of Study:

Group: DBé&cimreed?

Register No/H.T. No: diagoolosiary

Name of the College: Clovernmaent 4,,"-.:-.-”-3« Mrw 6 icim

hm-ﬁfnrﬂrimt' n"}l ta umﬂjq ey FE}' LI-F

SILNo Evaluation Criterion [ Maximum Marks
Marks Awarded
1. Activity Log 25
2 Internship Evaluation 50
3. Oral Presentation 5
GRAND TOTAL 100

Date: Smmd&t

Certified by
%
Date: Signature of the Head of the Department/Principal
Seal:
:M_Nﬂ‘
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