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[ Instructions to Students ]

Please read the detailed Guidelines on Internship hosted on the website of Al State
Council of Higher Education hltps://npschu.np.guv.in

1. Itis mandatory [or all the students to complete Semester internship cither 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.

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 altending 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
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 acqiu‘re.

c. Development of professional competencies that lead to future carcer

Faculty

success.
11. Practice professional communication skills with team members, co- -interns,

and your supervisor. This includes expressing thoughts and ideas etfectively
through oral, written, and non-verbal communication, and utilizing listening
skills,
12. Be aware of the communication culture in your work environment. F ollow up
- and communicate regularly with your supervisor to provide updates on vour
progress with work assignments. ;




13. Never be hesitant o ask questions to make sure you fully understand what
you need to do your work and to contribute to the (1r5;a;1i2:llitrrl.

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 evalualed by your Supervisor of the

intern organization,
16. There shall also be evaluation at the end of the internship by the

Guide and the Principal.
17. Do not meddle with the instruments/equipment you work with,
18. Ensure that you do not cause any disturbance lo the regular aclivilies of the

FFaculty

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 vour College, and your behavior durmg the internship
\.:l-'

programme is of utmost importance.
21.1f you are involved in any discipline related issues, )}011 will be withdrawn

from the internship programme immediately and d15c1plma1y 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»__ﬁhﬂ.?_&mu_—/ij‘(ﬂ‘-r{ Cz.lz.om_é a student of l]ﬂL‘ o "P —
Program, Reg. No. l@&%\‘;‘;ﬁg@nf the Department of P\(\\ Q’&QQ*'\‘{ —

College do hereby declare that 1 have completed the mandatory internship

from 2} Doy e \‘)—IQ:\ }2{1) 2 in _&M&.g@:’{?\ﬁ\r\  (Name of
the intern organization) under the Faculty Guideship of
™ - PAd e (Name of the Faculty Guide), Department of

G De_%ne_e_ CANee Qox(oaed) evasesdos~ .
(IName of the College)

(.S':gnahu e (n?u' I_) crler)

@

Tage No



Official Certification

This is to certify that NMEQNMKQ ‘\K\i\\ C\\Q\M (Nanie of

the student) Reg. No. 201\ S6O% __ has completed his/her Internship in

3&\'&6‘\ (Nanie of the Tnilern Organizalion) on

E'c\k\m&“mm = 5QN‘L (Title  of the Internsh.fg) under my

supervision as a part of partial fulfillment of the requ}?cnwnl for the

Degree  of B.® ﬁ%Q) in the Department of
G“D\L\‘W\QQ Cﬁ\\%‘i‘%ﬁh‘“\@\‘] (Name of the College).

This is accepted for evaluation.

N Padma;'tlo |02

(Si¢natory wri:’[rEPA(H)ﬁHr's,\lr_gﬁ
2 GPJ?:EEOI (T.W)
End
ndorsements ‘ ethampeta (Md).SK LM.

Faculty Guide |+~ A 2, '
Head of the Departinent

Principal
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Certificate from Intern Organization

This is to certify that S\« E\_K\{\\ Q-\c\gfk\‘\él _ (Name of the titlern)
Reg. No 20): 0\ SH0H of Gou\- eatee (dkqu%m{??"\nw of the
College) underwent internship in *_Gd' \xQQA-‘\Q‘f\ — (Name of the

Intern Organization) from DAY g \')_\Q‘Sl 200y

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

|\~
N IR (Satisfactory /Not Satisfactory).

M < Pac\mﬂ’mlm}g

Authorized Signatory with Date and Seal

i
. HEAD MASTER
lb({;_P School (T.W)

JAL
‘Seethampela (Md).S¥LM-

G-
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CHATPTER 1: EXECUTIVE SUMMARY

The internship report shall have a brief executive summary. It shall include five or
more Learning Objectives and Outcomes achicved, a brief description of the sector of

business and intern organization and summary of all the activities done by the intern
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l CHATPTER 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,

rn.mt”‘itﬂ?’

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

Description of the Activities/Responsibilities in the Tnlern Organizalion during liternship,
which shall include - deiails of working conditions, weekly woik 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

o

’erson In-
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Signature
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WEEKLY REPORT
WEEK -1 (From Di........ w10 Dsaavissicioe)

k)l] ctive of the Activity Done:

Dectailed Report:
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ACTIVITY LOG FOR THE SECOND WEEK

Day 5 s § o ;
& Bricf dc'm'.'pynf: of the daily
Dah:\ RINhY| }’

Learning Outcome
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Day -6
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WEEKLY REPORT
WEEK =2 (From Dlccanvenenns 10 Dlcaissisieness)

bl]t‘cl of the Activily Done
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ACTIVITY LOG FOR THE THIRD WEEK

Learning Oulcome
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WEEKLY REPORT
VIBBK <3 FBm I osssowosvs 0 D wicoss iramasses)

- Objective of the Activily Done:

Detailed Report:
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ACTIVITY LOG FOR THIE FOR'TH WEEK
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WEEKLY REPORT
WERK =4 (Feom Dloassinaann 10 Dlivninesinii)

bjective of the Activity Done:

IDemichR eport:
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ACTIVITY LOG FOR THE FIFTH WEEK

D . —_—
;Y Bricf descriptio
Date activ

n of the daily
ity

rso
Charge
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WEEKLY REPORT
WEEK =5 (From Db 10 Dl i)

Objective of the .f\clivil_\-' Done: —‘
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ACTIVITY LOG FOR THE SIXTH WEEK
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WEEKLY REPORT
WEEK = 0 (From Dl 10 Dl )

Objective of the Activily Done:

Detailed Report:

e
o
t
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ACTIVITY LOG FOR THE SEVIEN WEEK

Day
&
Date

Brief description of the daily
activity
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WEEKLY REPORT

WEEK = 7 (From Dl e 10 D iiiiiiiniiss)

Objective of the Activity Done:
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ACTIVITY LOG FOR THE EIGTH WEEK
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WEEKLY REPFORT
WEEK =8 (From Dl 10 DU D)

Objective of the Activity Done:
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ACTIVITY LOG FOR THE NINETH WEEK

h o mm——
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WEEKLY REPORT
WEEK =9 (From Dl sicviisees 10, Dlicisossirinsioss)

g)jccl-ive of the Activily Done:

Detailed Report:
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ACTIVITY LOG FOR THE TENTH WEEK
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WEEKLY REI'ORT
WEEK -10 (From Dt.....vovenn.nn. to ) b | PP o A
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ACTIVITY LOG FOR THE ELEVENTH WEEK

e L S —

Day
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WEEKLY REPORT
WEEK - 11 (From DL..,..,
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}Detailcd Report:
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WEEKLY REPORT
WEEK =12 (From Dl.....ovvirne 10 Dhiciciiniiniiisd)

Objective of the Activ 1l\ Done:

Detailed Report:
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ACTIVITY LOG FOR THE TWELVETH WELK

Day . i i - Person In-
& L e d(.‘scrlptfo!'[ uEtheily Learning Outcome Charge
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ACTIVITY LOG FOR THE THIRTEENTH WEEW"

I'e
Day '
Dfl:tc activity i Signal
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WEEKLY REI'ORT
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ACTIVITY LOG FOR THE FOURTEENTH WEEK
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WEEKLY REPORT
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ACTIVITY LOG FOR THE FIFTEENTH WEEK
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CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (i lerins of people interaclions,
facilities available aind mantenance, clarity of job roles, protocols, procedures, processes,

discipline, time managenient, larmonions relationships, socialization, mutual support and
teanrivork, motivation, space and venlilation, ele,)
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I_Dcscribc how you could improve your communication skills (in lerms of
tmprovement in oral conununication, written conmunicalion, conversalional abilities,
- confidence levels while conmmunicating, anxiety management, understanding olliers, gelling
understood by others, extempore speech, ability lo articulate the key poinls, closing the

conversation, maintaining niceties and protocols, greeting, thanking and apprecialing others,
ete.,)
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Dllllll;,,iiill ents you hav lrvd!ltl!l
subject area of training (focus on digital fechnologics r HJ ;f role)
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hort-Term Inte pnship

I-‘ .' = : Student Sc]f E‘Uﬂhlﬂtioﬁ Df the S i ehusn
.. = - - - r #s Qb
B VAN Q\NQ} Registration N 0:153’13.93‘3\356&
Student Name: ™\ D
prom: \(L{1L) 202 T o3| IR

Term of Internship:

Date of Evaluation:

Organization Name & Address: Qd\;\m\‘\n\\.‘:}e&\x\?\ ‘ &:\‘\Q}.\a\ NGNS

|
Please rate your performance in the following arcas: ;
, Rating Scale: Lettergrade of CGP'A calculation to be provided é
| 1 C_'ral communicalion ] 2 3 4 5 ;
' 2 Written communication | 2 3 4 5 !g
l o3 ~ Proactiveness 1 2 3 4 5 k
; ﬁ 4 h1te1*nctiun ability with co.rnmulji.ty“ l % .: 4 5 Ef
5 Positive Attitude 1 2 23 5 4 5 £
' 6  Self-confidence 1 2 3 4 5
] 7 ' Ai)iiity to learn 1 2 3 4 5
) 8  Work Plan and organization ] 2 3 4 5 i
b 9 Pr_otes_siohalism ______ 1 £ ZM_ 3 4 3
10 Creativity 1 2 3 4 5
i 11  Quality of work done 1 2 3 4 5
) 12 Time Managemenl 1 .2 3 4 3
' 13  Understanding the Commumty 1 2 3 4 5
14  Achievement of Desired Outcomes | 2 3 4 5
' 15 OVERALLPERFORMANCE 10 e 3. 4°5@s
i
’ R ;

! ' £ 2D
' Bates . Signa.turc of The Studtit

Evaluation by the Supervisor of the Intern Organization
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Student Name: . RN\ Q\(\Q\\\§ Registration No: 301200\ 3540
Term of Internship: From: \L\200  To: Qu1QY| 0Ly

Date of Evaluation:

Orghnization Name & Address: € R vw. SNy, gﬁQM@Q_'\G\_

Name & Address of the Supervisor Do
with Mobile Number N ¥

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

TE Reiting Scale: 1 is lowest and 5 is highcst rar

r Oral ébnﬂmimicatiun B g & 3 | ;‘ >
2 Written communication 1 3 4 5
r‘*3 -;-_'?f":,‘ll?r‘r_)éctiveness i I 3 48
.4 Interaction ability with commu . 1 5 4 3
5. Positive Attitude Ehi s 3. 438 5
6  Self-confidence | 3 49 | 5
ey Mt Abﬂlty to learn }. 3 48 5
8 Work Plan and organizafion 1 3 458 5
9 Professionalism 1 3 4 .5
10  Creativity 1 ¥ 3 45
; 1 Qilality of work done i ] : 1 % ZL 3 4 o8
12 Time Management 1 | 2 _ 3 4 5 _
.13 Understanding the Cumm:ulj_jl:f : : ]_ 2 3 4 5
- .1-4 Achimlrement of Desired Outcomes 1 2 3 4 5
15 OVERALLPERFORMANCE' ' - & 1% 24 3 4 5

N - fado

Date: o Signature of the Supervisor
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EA 19rﬁ career allernalives prior o graduation.

s Toassess interests and abililies in the fickd of study.
* To develop communication, interpersonal and other eritical skills in the
future job.

* Toacquire additional skills required for the world of work.
wing

* To acquire emplovment contacts leading directly toa full-time b follo
graduation from college.

Assessment Model:
o There shall be both internal evaluation and external evaluation

- -« The Faculty Guide assigned is incharge of the learning, activitics of the
students and for the comprehensive and continuous assessment ol the
students.

b o1 Al

_' o The assessment is to be cond
~marks and External Evaluation'f

the marks sllafib | into

5 The number of credits assign
grades and grade points to ind

. The weightings for [nternal Evaliration shall be:
= -0 Activity Log

o Internship Evaluation 30 marks
10 marks
ation shall be:
100 marks

50 marks

o Oral Presentation

The weightings for Exte ‘ '

shall also consider the grading given by the Supervisor of the Intern
Organization. :

assessed on an individual basis, thus allowing for individual members within:
groups to be asssssed this way, The assessment will take into consideration

Page No




the individual student’s involvement in the assigned work.

While cvaluating the student’s Activily Log, the following shallbe
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 inlegration and co-operation with the work assigned.
d. The completeness of the Activity Log,

The Internship Fvaluation shall include the following components and based

on Weekly Reports and Outcomes Description

a. Description of the Work Environment.

i

Real Time Techmical Skills acquired.

Managerial Skills acquired.

a o

Improvement of Communication Skills.

o

Team Dynamics

2

Technological Developments recorded.
!
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MARKS STATEMENT
(To be used by the Examiners)
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(&

INTERNAL ASSESSMENT STATEMENT

Name Of the Student: YW\« {\\G\'{\\ Q\"Q\\\b

Programme of Study:

Year of Study: ©ogNg— it %

Group: Q. ENQ\EQ)

Register No/H.T. No: 1Q0) Q0\33 (4

Name of the College: Qﬂh\r"v QQ%&QQ_ QQ\\%Q '%“MN) %h.\%g\\dk\\m

University: DR i
R 3R By kay VRN IR - Bor\ oM,
SLNo Coaluation Criterion Maximun Marks
Marks Awarded

1. Activity Log 10 -

2. Internship Evaluation 30 )

3. QOral Presentation 10 R
1 GRAND TOTAL 50

Date: Signature of the Faculty Guide

G-
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EXTERNAL ASSESSMENT STATEMENT

Name Of the Student: Wwee ANV ‘\\4\'{\\ Q\f\@\‘(\h

Programme of Study: wuew \

Year of Study: N 10
Group: \3 ﬁ Q F“Q

Register No/I.T. No: 'lQ')_\_Q)Q \RT (OO

RECRAN

Name of the College: Q\QN\ . BQ‘I@ Qe Cq\\\%q -Qoh @EN} %'Kulj(‘ﬁ\'éb\\Q\M ‘

Univ v
miversity: Y. B'ﬁ E\N\‘QQAH‘Q\B \’\\‘\'\'ﬂ Q\S\&\l e KQK‘@“\\Q\U\
SI.No Fvaluation Criterion M;;::;:m ‘ '.I:::::f\!;d
1. Intcrnship_li\'nIualiun S(j_ I_ & ]
5 For the gra:i.i_n;; giving by the Supervisor of 0
' the Intern Organization
3. Viva-Voce 50 o o
TOTAL __ 3 150 " _
GRAND TOTAL (E/\_T_S_q M + INT. 100M) 200

Signature of the Faculty Guide

Signature of the Internal Expert

Signature of the External Expert

Signature of the Principal with Seal
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