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Llnstructions to Studentq

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

1. Itis mandatory for all the students to complete Semester internship either 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 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 vou are expected to acquire.

g

Development of professional competencies that lead to future career
SUCCESS,

\\i\)bbl}hbbbbuuuUuuuov.-, o, 00 w0 T S

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 li:-'.lcnin::;

) skills.

2 12. Be aware of the copmmmunication” culture in your work envivronment. Follow tp

2 © and communicate regularly with your supervisor to provide updates on vour '
progress with work assignments.
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22.

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.

Be regular in filling up your Program Book. It shall be filled up in your own

-handwriting. Add additional sheets wherever necessary.

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

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

Do not meddle with the instruments/equipment you work with.

Ensure that you do not cause any disturbance to the regular activities of the
intern organization.

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

You should understand that during the internship programme, you are the

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

If you are involved in any discipline related issues, you will be withdrawn

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

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

B )
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Student’s Declaration
L_&c&&_ﬁﬁ_&@%ﬁm——a student of

Program, Reg. No. 220000y of the Department of f‘pA (:T (n F;S

College do hereby declare that I have completed the mandatory internship

from _e/en/z2 to _\pbx/r > mu_hg‘mbﬁw&%&h\(Name of

the intern organization) under the Faculty ~Guideship  of
(Name of the Faculty Guide), Department of
e )
A (TGED  Goot_Oropee_(oflege Aok prenp S
— J
(Name of the College)

%gﬁm% and Bate)
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Official Certification

This is to certify that [3AYPAL LY . IO ARAQ (Name of
the student) Reg. No QD)L YD, has completed his/her Internship in

‘\écg&?:h_[ﬁm.lﬂﬁ]m‘ﬂ\]mne " of the  Intern Organization) ~ on
e .

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

Degree  of A ('TC“E) in the Department of

@mﬂ%ﬁt'_(ﬁ@g-ﬁlﬁﬂdyame.of the College).

This is accepted for evaluation.

Aoma oo

(Signatory sifbal)
" jam (R M2°

Endorsements ‘ -

Faculty Guide

Head of the Department

Principal

Page No
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Certificate from Intern Organization

This is to certify that q\ WW (Name of the intern)

Reg. No22e&n|UUCOOR . ﬁamm;ga?:ﬂi@cg;&@ mame of the

College) underwent internship in =S¢ )_ (Name of the

Intern Organization) from _G ;ﬁ Virk to__J&/v/ 27

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

30"\-‘1‘5‘? o0 RWU (Satisfactory /Not Satisfactory).

Ny '
/£ ( ) 4’2}5}}-’?9
Authorizell Banchayatv8edretarid Seal

KHAJIPETA
Srikakulam (R, Manda’
o
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have a bricf executive summary. It shall include five or
more L%earning 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
o

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, pre ofits, market

AEpomy

reach and market value.
G. Future Plans of the Organization.
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CHAPTER 3: INTERNSHIP PART

Description of the Activities/Responsibilities in the Tntern Organization during Iiternship,
which shall include - details of working conditions, weckly work schedule, equipment used,

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

ic» dﬁw@ﬂ/c

acquired.
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ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT
WEEK -1 (From Dt....ccuvunierens 0 B ciniins)
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ACTIVITY LOG FOR THE SECOND WEEK
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‘'WEEKLY REPORT
WEEK -2 (From Dt................ {135 5 | PPy

Objective of the Activity Done:
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ACTIVITY LOG FOR THE THIRD WEEK
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WEEKLY REPORT
WEEK -3 (From Dt...... veverene 0 Dhaceaninanlll)
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ACTIVITY LOG FOR THE FORTH WEEK
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WEEKLY REPORT

WEEK -4 (From Dt.........
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ACTIVITY LOG FOR THE FIFTH WEEK
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- WEEKLY REPORT
WEEK -5 (From Dt................ {11} 5. |
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ACTIVITY LOG FOR THE SIXTH WEEK
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WEEKLY REPORT
WEEK -6 (From Dt
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ACTIVITY LOG FOR TH
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E SEVEN WEEK

]
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WEEKLY REPORT
WEEK -7 (From Dt................ to B .

Objective of the Activity Done:
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ACTIVITY LOG FOR THE EIGTH WEEK
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WEEKLY REPORT
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CHAPTER 5: OUTCOMLES DESCRIPTION

Describe the work environment you have experienced (in terms of people j”""r”""i””‘qf
facilities available and maintenance, clarily of job "'”"f-'-"'; f”_"“'f"-‘”{"" f”'”"'r"f“"“‘,'q_’ ‘r”m:{"m?h}
discipline, time management, harmonions relationships, socialization, mutual support
teamzoork, motivation, space and venlilation, elc.)
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Describe the real time technical skills you have acquired (in lerims of the job-
related skills and hands on experience) -
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Describ : : ; .
o E..kth?, mapagenal skills you have acquired (in terms of planning, leadership,
N boi s chaviour, workmanship, produclive use of time, weekly improoement in
competencies, goal setting, decision making, performance analysis, elc. '
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nprove your communication skills (in terms of
orilfen  comminicalion, conversalional abililies,
nenl, understandmg others, getling
date the key points, closing e
thanking and appreciating others,

Describe how you could i
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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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INTERNAL ASSESSMENT STATEMENT

Name Of the Student: 9L 0.0

s )

Programme of Study: Gisouro S0 {'\m'\)r-.l(‘n Curn

Year of Study: v

Quoope: . BA CeR)
Register No/ELT. No: - 090,00/ 1L 000
Name of the College:  Gov Oy d‘é(\\’gfé‘ (‘c,uege, '?('9& DACIN C %‘1(.\[. M)

University:
SLNo Evaluation Criterion Maximum Marks
. Marks Awarded
1. Aclivity Log 10 (O
2, Internship Evaluation 30 4y
3. Oral Presentation 10 29
GRAND TOTAL 50 >0

S

Date: _Signature of the Fgc/ul'_t;E;idc



Student Self Evaluation of the Short-Term Internship

Student Name: (7 L«.'.'.SOL\&“Q Registration No: 2 02200 JLJLFJCC-Q LN
Term of Internship: From: ¢7 / ) 1/'1 0T To: 1% /5 5 5
Date of Evaluation:

Organization Name & Address: (] n(nwneél L.}A;\:ojc%om ; '\é:\g\',_{“,:jﬂ L SR ¢ wlow .

Please rate your performance in the following areas:

Rating Scale: Letter grade of CGPA caleulation to be provided

1 Omlmmggnmahon ! 3 4 5
2 Wntten_conunurucahon 2 3 4 5
3 I’roacti\'mess ?.. i3 - 5
4 2 3 - 5
5 Positive Altltudg 3 2 3 - 5
6  Self-confidence 2 3 4 5
7 Abilitytolean i ; AR R B BO
8  Work Plan .tmd organimlion . . 5

TO h Crcauv:ty 1 . 2 4 5
T R T " _ Rl 2 _ .. e z
12 Time Management | 2 3 4 N
13 Understnhdlng the Cohxmunlly-- A ¥ 21 3 4 S)
14 Achlevcmenl of Desimd Otllltcomes e | 2 3 4 5
15 OVERALLPERFORMANCE | IE R o i o
Date: S l;.un"l fire ¢ &rﬁgllﬂﬁ

Evaluation by the Supervisor of the Interu Organization
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Student = Sen
Name: 1 \Z\CL?@TUQ\ Registration No: 202200144 000
J : | =
QEMMP: From: ¢ /D'/CCQ'L To: 1‘};/03/9(','2 LS

Date of Evaluation:

2. [ ‘ !
Orga“l"ation Nﬂn\e & Address: @‘ﬁ‘( -1 ?f\Q‘ f[‘\:\\}(). Q(‘}j("M, A .-_f((y Q(f-y(}\ ) C‘.:;ﬁﬂ/__[‘ k/b\,‘ Cutaqg

Name & Address of the Supervis '
with Mobile Number P o ol )"C\-V\'\ Y, Grgumn et W W“((?)MA

1‘?"0(;?"6) G, SAeuad o

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

Please nole 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. . | b A S
2 Wrillen commumcahnn 25 & 5
4 ) H!;Era‘clmn ability with community 1 B+ 3 & 5.
5 Positive Attitude 1 2 ¥ Jiais-idy) 5
6 Sefconfidece 12 3 4 &
75 i Abilydcteasn i e R 3 S
8 WarkPlanand °’S"mﬂh°“ o 1 2 3 4V 5¢
9 _i’fﬁfﬁsionalwni L S N R A e
10 Creativity 1 2 3 4 v 5v
L1 Qualily ul T S Y Y " 1 s TR bl 5 v
{2 Time Management | 2 3 4. 5./
13 Understanding the Community 1 2 3 4v 5
14  Achievement of Desired Qulcomes | 2 3 Qv | 5/
15 OVERALLPERFORMANCE, | | /oLl 0200 30 8% 30
Date: Slgua 'Pﬂﬁ%&lpﬁﬂ
Srikakulam (R, Manda’

Page No



EXTERNAL ASSESSMENT STATEMENT

Name Of the Student: N5 -0 f.y‘c“ClQ\
Programme of Sludy O vanthps A N &:ﬂv\}al
Year of Study: A

Groflp: ARV Q\\G\EB
Register No/H.T. No: 202000 )4 UC00%

Na : ' 2 © .
l.ne ot: the College: (3¢ /et cleoyer (f@ﬁ({ Cje 'S.{C,‘ﬁ (5{\A(_u’]) S1¢LtA
University: \
SI.No Evaluation Criterion M:;‘::’:l;m A:::;;:I;sd
arks de
1. Internship Evaluation 80 FC -
5 For the grading {;iving.hy the Supervisor of o 20 ra
the Intern Organizationn . .. ...}...... [

3. | Viva-Voce '- ~ s | 2C |7

GRAND TOTAL (EXT. 50 M + INT. 100M) 200 190 ¢

Signature of lhe Facully Guide Mtk;ig/

Signalure of the Internal Expert ;E;Q"é\-’\f\"\'"

Signature of the External Expert /0 P .«/L\.
‘?/a'l/:._'!

Gignature of the Principal with Seal

Page No



Internal & External Evaluation for Semester Internship

Obicdivas;

Lxplore career alternatives prior to graduation.
To assess interests and abllities in the field of study.

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

To acquire additional skills required for the world of work.

To acquire employment conlacts leading directly to a full-time job following
graduation from college.

Assessment Model:

There shall be both internal evaluation and external evaluation

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

The assessment is to be conducted for 200 marks. Internal Eyaluation for 50
marks and External Evaluation for150 marks:

The number of crédits assigned is12; Later the ks shall be coriverted into
grades and grade points to include finally in the SGPA and CGPA.

The weightings for Inlernal Evaluation shall be:

o Activity Log 10 marks

o Internship Evaluation 30 marks

o Oral Presentation 10 marks
The weightings for Exlernal Evaluation shall be:

o Internship Evaluation 100 marks

o Viva-Voce 50 marks

The External Evaluation shall be conducted by an Evaluation Committee
comprising of the Principal, Facully Guide, Internal Expert and External
Experl nominated by the affiliating University. The Evaluation Committee
shall also consider the grading given by the Supervisor of the Intern
Organization. - g 1 e ern.
Activity Log Is the record of the day-to-day activifies. The Activity Log is
assessed on an individual basis, thus allowing for individual members wililin

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

While evaluating the student’s Aclivity 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 Activily Log.

The Internship Evaluation shall include the following components and based
on Weekly Reports and OQutcomes Description

a. Description of the Work Environment.
b. Real Time Technical Skills acquired.

c.. Managerial Skills acquired.

d. .Imprm{emnnI’:_.of_!_C.—'Eimm'unfchﬁdn:51&1!5'.;-
e. Team 'Dynam'iés

f. Technological Developments recorded,
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