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rlnsh’uctions to Students J

i G ke
Please read the detailed Guidelines on Intermship hosted on the we Isite of A" Slate

Council of Higher Education hllps#{apwhe.ap.guv.ln

1. 1t is mandatory for all the students to complete Semester internship cither in V

Semwester or in VI Semester.
2. Every student should identify
with the College Principal/the authorized person nominated by the Principal.
3. Report to the intemn organization as per the schedule given by the College. You
your own arrangements for transportation to recach the

the organization for internship in consultation

must  make
organization.

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

5. You are expected to learn about the organizalion, 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. Dala 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 cullure 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, vou 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 vou 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 vour fellow interns.

20. You should understand that during the internship programme, vou are the
ambassador of your College, and vour behavior during the internship
programme is of utmost importance.

21.1f you are involved in any discipline related issues, you will be withdrawn
trom the intemship programme immediately and disaplinary action shall be
initiated.

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

<<HD>>
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Student’s Declaration )
LMANNENT. S 1PQ]3IQ a student of L'ﬂiﬂiﬁb_iﬂif.mbh?f)

Program, Reg. No. 220ningng. of the Department of Bac

College do hereby declare that I have completed the mandatory internship

from 19 )p |20 to 1§13[03 in Churmlaualasa (Name of
the intern organization) under the Faculty Guideship of
<. Ra \iha ho 8 3 (Name of the Faculty Guide), Department of

Rsc ; cdg“i dgq:m College Conen) SKLP

(Name of the College)

I\qas 'ETLO..

(Signature and Date
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Official Certification

This is to certify that MONNENT Sy Pm\ {0 (Name of
the student) Reg. No. mJ-QDlDLHﬁ!-IEIh“S completed his/her Internship in

G‘I:Lam.a_.badﬁ_mfaq&wc of the Intern Organization) on

Cheernlnialara (Title of the Internship) under my
supervision as a part of partial fulfillment of the requirement for the
Degree of ASe ( AIc) in the Department of

%qunfm;c ”f the C”"‘-‘SL’).

This is accepted for evaluation.

\a\M3>3
(Signatory with D eiumL,S']m! )
tama Sachivalayam
ECHIM ALAVALASA /7
Endorsements

Faculty Guiide

Head of the D:T'nr!nw:H

Principal
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Certificate from Intern Organization

This is to certify that _Dﬂﬂ_MNENLAu_PQj‘\; A (E‘mm: of the intern)
mun Sktm
Reg. No9MN1? [)ngg'q Y l;;- of Qm_tl_dgq_m_,_ﬂ_cgu,_qg{ mm!( of the

College) underwent internship in _hoe mnalaualasn (Name of the

Intern Organization) from _Ia_),u_]_)_)_lo 1213 [23

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

‘%aﬁ_ﬂqf_ar_m_‘,(sa:ﬁsfactorymut Satisfactory).

Mwlr—b

Authorized Signatory with Dﬂft"\‘ and Seul

P

r——_-e--‘? Py Y Epapt

LA LA F
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have a brief 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 of all the activities done by the intemn
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 intem 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 Internship,
which shall include - details of working conditions, weekly work schedule, equipment used,

and tasks performed. This part could end by reflecting on whal kird of skills the intern

acquired,
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ACTIVITY LOGTORTH

E FIRST WEEK

Day . Person In-
P Brief descriptfo‘n of the daily Learning Outcome Charge
Date s Signature
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WEEKLY REPORT
WEEK -1 (From Dt.I2.| U]2.2. 10 prlLfin]an

'Objcctive of the Activity Done:

Detailed Report:
] fn,q lj\!rf'g Ll oo |r‘n-n_r\?nci le':ﬁll-l:
(>
\’lllnﬁi:’ gﬁr.j!r-l;_gﬂaon! 1.¢ !;-JhL{ Hao. Secmie-

+avinl S:i,&-l_em lilns  Ectablihed and
_H:'anr*r} Se

n

Tha 'Al(l{ﬁ"]’{!’ HM?QTG_Q{

I~la g _FLL“IJ ?J‘\—[Lr'ﬂmfcl N boot e .

, NS BY dharn nncl \a lues C{i—ﬂ%—

fc=l
\f:gfr_j-r}

c'l'roma Qo hf\l(xl%nm th]’n.il 1D

o o
Cxicoton. FR‘I +hic aout | D0 ace

%)

o Q
{0 e Dple mg SOCiety

Page No



ACTIVITY LOG FOR THE
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WEEKLY REPORT
‘VEEK - 2 (Pmm Dlo.q e sen - lD Dt ----------- -)

Objective of the Activity Done:

Detailed Report:

m R_!("ﬂn n?:}(]‘{ﬂaﬁﬂ g"f-xu_{-l-r L~70
A nA *—Eu-t-u. Y10 PI ans 0’5 Hae \TUa op

Cecaetan ol Lale s Ascuered In
Ol.a-tn Pla s laleek alsn  Ahat
a_bo y<p Pf_n,tfrm Kanoka . houw

Mnmj —{jiltbm LﬁTLc{rrfm:A f‘“_[’)rurﬂnﬁ,’%ﬁ
1 N Flf’c&fh?rﬁhﬁ Cencdexia,
Flquh?rf-fq and m;cgufﬁre(-l

Abcme nis f3 pid acpe [T}ﬁmfm

L\I?Clnu') Tmfnsfo“n \1'? < hle Dens,fm

(=]

§ L nc?JffL Llenen ’DPns\?m » ‘f—rac:lfﬁrrnn /

Cobbex l!‘){hafmj Hﬂlﬂ??‘! ClLug(ch o=

(e -

Page No



ACTIVITY LOG FOR THE THIRD WEEK

DS:Y Brief dﬂmi];:::l;'l of the daily Lea ming Oulcome PEIIS;?BIEn-
Date ty Signature
The Mohila poticd.-t om fauu
Day -1 SQCh:\p-LD-LJQJﬂ Sl focus and 4—
°0 P leanned
! ' Neuleats cl,l'\-f?m'mn b
The modila Potfcc.hot.oﬂ harda)
o2 |efficesy Aaught  |and how | 4
Sexual hcolc)%mum bwl_i}?j?‘u’t
The ™Makila Polc |dhat aow that
Dﬁ}"'S %HC_&"]" (fn C(}Llca.tl C—DMU—Pﬁm é_
Sexurtces Sew\ices
The Mohila Pod’c Py Acciclent
Day-4 |Bdbicesn Told aboul|dnd C\:fmina\ ggp
Sorma fmpow’comrb caie AU
membpexs
The \RO 5?171 Cxpla?m:l Stc:nd:cm.fcu
Day-5 | (Ocal qout g OTIE. Of ﬂilm'#‘
¢ o Cao'\l‘l._ -l_—hOti
il et L PC\J’!HMlIG‘J‘Lﬂd
Ousl \yRo 'H)ldp -t'Dcla.Ld I REeh munbc154
Day -6 jr::l-b Cooe C]Dlﬂq | 6lf0ffblf-a Ej
Ted K , Poy qout
— S heme |

Page No




WEEKLY REPORT
\WEEK -3 (From Dt.26[11}32to Dt.Blj.QL]a,a_},

chdiw of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR TIIE FORTII WEEK
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WEEKLY REPORT
WEEK -4 (From DEJL12.3. to Dt Lh30)

Bbicctlvc of the Activity Done:

Detailed Report:
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WEEKLY REPORT
WEEK -5 (From Dt} |.1}2% - 1o De.Lbp 112 3)
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ACTIVITY LOG FOR THE SIXTH WEEK
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WEEKLY REPORT
WEEK -6 (From Dt.L&][J2.3 0 m.)l, nif23
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Detailed Report:

—

Thexn  tcehorme. $a loveeched })q e
CJmH' cﬁ -ﬁ,lD ) i\ nO\icle -@c-n roe Achoo]
ke Ut s, 41 Stiide 0 S'lucltgﬁn_rd ?n qonet
School  Pa e Cdade. Ao kTta  Tnclided

2

[ferme  Sch Qs chang hmjm.

| \gp c‘huﬁr_f-em ? -

fJn/'Jorjr iy AlIGR Ctlttiru-l'hq_,

Qeheme., —F'fr)n neral M?Q‘[ﬂﬂ(‘p f,/') 36/84

}D‘hm itded 1 o a he lroiging. to
|

_f_rdﬂ <(1 C_I_l Q(‘ f}ﬂrl n’?fnm?ﬁ!
- I

COMMetnities [AIHD O nC‘}p l‘)n{—-nmn

—Jﬁl‘onanrfa | ALt Nce £s IQ,.*I C

Page No

A
v




ACTIVITY LOG FOR THE SEVEN WEEK
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WEEKLY REPORT
WEEK -7 (From Dt.’.lalj P. 3 to Dt.2 %.[,1.};.3)

laajcctivc of the Activity Done:

Detailed Report:
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CHAFPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (int ferms of people interactions,
Sucilities available and maintennance, clarity of job roles, protocols, procedures, processes,
discipline, time management, harmonious relationships, socialization, mutual support and
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Describe the real time technical skills you have acquired (in ferms of the job-
related skills and tands on experience)
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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 teanyactivity.
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Describe the technological developments you have observed apd relevant to the
subject area of training (focus on digital teclnologies relevant to vour job role)
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1 Can Sewn de -f-l_._.h_._,«u__ Plo.nrlfnq o‘% Job
J10le  Loi+h 'te.c.hnoioqfcal Tngtvement 1IN

Secoetanial —ﬁoclouj;’nq oy below
o CoTDputes System
® Fhevney Comneckrty
3 Telephone. Mattple , Phone, Syetem, Aingle
D ?ﬂ‘fj(ﬁ’lne_-[— Phom_ Aystenm
) Photo Copi<s COPLdfnc] ) l:)?nclfr\q, M wliple
[Pocket COPcﬁn%
) -SCanness [ ITRIs gaannuSD
) PAintesis
) Bio- manie R
) face dehom%d pmoqmmmoﬂ
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1 Tl Osfnc‘ LN My jfu{wu JoOb
Jwle g hawe. f’n\shummts 1T am Fal

“Focws O’ndfcdf‘fal "ftc,hnoltxﬂ?u, aN
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Student Self Evaluation of the Short-Term Internship

Student Name: MA)NINENL . SUPF?I\[H Registration No: 2 (013120 |04
Term of Internship: From: |2z |23 To: [5]3[23
Date of Evaluation:

Organization Name & Address: -G]-ro_m < o_(_h;\alal.‘ﬂm
C hermolavalasa

¢

B

VVII2IDUVLOVUOLULWEECL U U U

|

&

\

Please rate your performance in the following areas:

Rating Scale: Letter grade of CGPA calculation to be provided

1 Oral communication 1 2 3 < 5
2 Wrilten communication | 2 3 - 5
3  Proactivencss 1 2 3 4 5
4 Interaclion ability with comm{}' l 2 3 - 5
5 Positive Attitude : o 2 3 4 30S
6  Self<confidence 1 2 3 4 ]
7  Ability to learn 1 2 3 - 5
8  Work Plan and organization 1 2 3 4 5
9  Professionalism 1 TR 4 5
10 Creativity 1 2 3 - 5
11  Quality of woﬂ: done 1 2 | 3 4 5
i2 Time Management | 2 3 4 3
I3 Understanding the Community 1 2 3 4 5
14  Achievement of Desired Outcomes l 2 3 - 5
15 OVERALL PERFORMANCE 1357502 e Tal'g fiam 5

™. SU..PT‘:LICL

Date: Signature of the Student

Evaluation by the Supervisor of the Intern Organization
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Student Name: Mﬂl\lr\\Et\ﬁ . Su PR-T\IF\
Term of Internship: From: [ |2 ][22

Date of Evaluation:

Organization Name & Address: GTCU‘(ICL Sache \ICL\O-"dO“m
Chuemolanalaro

Name & Address of the Supervisor
with Mobile Number

Registration No: .02 ooloy4(

To: |4 |3|13

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 Posilive Attitude HEROT
6 Selfonfidence

7  Ability tolearn

8  Work Plan and organization

9 Professionalism & R
10 Creativity

11 Quality of work done .
12  Time Management

13  Understanding the Community

14 Achievement of Desired Oulcnmes.
Date:

Page No
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Sigﬂﬁr\e of the Supervisor



EVALUATION
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Internal & External Evaluation for Semester Internship

Objectives:

Explore career alternatives prior to graduation.

To assess interests and abilities 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 contacts 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 activifies of the
students and for the comprehensive and continuous assessment of the
students.

The assessment is to be conducted for 200 marks. Internal Evaluation for 20
marks and External Evaluation for 150 marks

The number of credits assigned is 12. Later the marks shall be converted info
grades and grade points to include finally in the SGPA and CGPA

The weightings for Internal Evaluation shall be:

c Activity Log 10 marks

o Intemnship Evaluation 30 marks

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

o Internship Evaluation 100 marks

o Viva-Voce 30 marks

The External Evaluation shall be conducted by an Evaluation Committee
comprising of the Principal, Faculty Guide, Internal Expert and Extermal
Expert nominated by the affiliating University. The Evaluation Committee
shall also consider the grading given by the Supervisor of the Intem
Organization.

Activity Log is the record of the dayv-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
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the individual student’s involvement in the assigned work.

While cvaluating 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.
. 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.
b. Real Time Technical Skills acquired.

c. Managerial Skills acquired.

d. Improvement of Communication Skills.

Team Dynamics

r

f. 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: M ANINIE N - Su Pm\[ﬂ
Programme of Sludy‘ Gwama Aol hiua
Year of Study: ||| 1 et L’ ¢

Group: R3¢
Register No/HLT. No: 202 100[0‘4‘]0"‘:{

Name of the College: G]DUtTan\T Clcqm_,u_. coll
University: D”f' B.P -ﬂmb&c:lk-&j\ t!n!\jt‘j\Slm

[a.l.Ja,m '

eqt Crruﬁ) Qaht

SLNo Coaluation Criterion Maximum Marks
Marks Awarded
: Aclivity Log 10
2 Internship Evaluation 30
3. Oral Presentation 10
GRAND TOTAL 50
Date: Signature of the Faculty Guide
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EXTERNAL ASSESSM ENT STATEMENT
Name Of the Student: PN NENT . SVPFD ‘-lﬂ
Programme of Sludy: G’pa.mo_ Ao.clufklal&'{ﬂ!ﬂ
Year of Study: 1)/ ¥él \eoo]
Group: Ra2c
Register No/HLT. No: 9 02.2.00/0{q04 -]
Name of the College: 6’]9\!‘!‘- C{LCBM CO“CCI Cprm_n) Sklrn

University: 0 ]
versity: Nt -R.R ﬂmbfdhakajl (_uu.\lC:ﬂSl'l"-d.

. Maximum Marks

SLNo Evaluation Criterion Marks Awarded

1. Internship Evaluation 80 19

" For the grading giving by the Supervisor of 20

- the Intern Organization j 20

3. Viva-Voce 50

TOTAL 150

GRAND TOTAL (EXT. 50 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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