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[ Instructions to Students J

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

1. It is 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 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 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 listening
skills.

12. Be aware of the communication culture in your work environment. Follow up

and communicate regularly with vour supervisor to provide updates on your
progress with work assignments.
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13 Never be hesitant to ask questions to make sure yvou fully understand what
viou need to do vour work and to contribute to the organtzation,

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

15. At the end of internship, yvou 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, you are the
ambassador of vour College, and your behavior during the internship
programme is of utmost importance.

21 1f 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 yvour family pride and prestige of yvour College.

<<§l>>
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Endorsements

Faculty Guide

Official Certification

This is to certify that 1 Anif | ianmn (Nanie of
the student) Reg, No. 212200128 35] completed his/her Internship in
(Name  of  the Intern Organization) on

= (Title of the Internship) under my
supervision as a part of partial fulfillment of the requirement for ﬂ:h&
Degree of . o e Bﬂp&rhnem .ﬁﬁ
Gresl_Degrcs r_g @Eﬂ'wlmﬂ_nfmg College). gl A2 |

This is accepted for evaluation.

S

Hcanned with CamSannner






the intern during the period.
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CHAPTER 1: EXECUTIVE SUMMARY
The internship report shall have only a one-page 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
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CHAPTER 3: INTERNSHIP PART

Dreseription of the Actioities/Responsibilities in the Intern Organization during Internship,
which shall include - detatls of workipng conditiens, weekly work schedwle, equipment used,
ard tasks performed. This part could end by reflecting on what kind of skills the intern
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ACTIVITY LOG FOR THE FIRST WEEK

Day
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ACTIVITY LOG FOR THE SECOND WEEK

Day

Date

Brief description of the daily
activity
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ACTIVITY LOG FOR THE THIRD WEEK

D;y Brief description of the daily Person In-
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ACTIVITY LOG FOR THE FIFTH WEEK
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ACTIVITY LOG FOR THE SIXTH WEEK

Day

Brief deseription of the daily
activity
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CHAPTER 5: OUTCOMES DESCRIFTION.

i
pescribe the work environment you have experienced (in fernis of people inter
facilities available and maintenance, clarity of job roles, protocols, proced _
discipline, time management, harmonious relationships, sacialization, mut
teamieork, mﬁmﬂw. space and ventilation, otc.)

o P e s e ol
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Describe the technological developments you have obscrved and relevant to the
subject arca of teaining (focus on digital technologies releoant o your job role)

4



Student Name: CM!’L Jeomen
Term of Internsh _ir: From: (3 fﬂq‘l.ﬂ
Date of Eﬂlu'iﬂ;__;'!;'g !

Y ":@:‘: L‘:f.- 5
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Evaluation by the Supervisor of the Intern Organization

Student Name: C-H ~A 4L [ ey

knﬂnﬁnﬁu‘h’- MNo:
Term of Inl:lrn'ah’ip:

4 W B | -
From: JB!ﬂg [20nn T""I"‘g"dﬁ, w23
Date of Evaluation:
Organization Name & Address:

|
Name & Address of the Supervisor
with Mobile Number

Please rate the student’s performance in the 'Ebuaw_ing.m:f

Please note that your evaluation shall be dmgindgmﬁm‘tmf
evaluation L]
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PHIOTOS & VIDEO LINKS
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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
To develop ¢
future job.

* To

and attitudes necessary for job success

ommunication, interpersonal and other critical skills in the

aAcquire 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 learni

students and for the comprehensive and continuous
students,

The assessment is to be conducted for 100 marks.
The number of credits assigned is 4. Later
grades and grade Points to include finally in the SGPA and
* The weightings shall be-

> Activity Log

25 marks
= Internship Evaluation S0marks
= Oral Presentation 25 marks

-

Activity Log is the record of the day-to-day
assessed on an individual basis, thus allowing for individual members within
Broups to be assessed this way. The i i

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 ori

ginality and quality of the work produced by the mdividual
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

- Description of the Work Environment.

Page No:
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T

Real Time Tochnical Skills s cuired

. Managerial Skills ac cuired

-
=

Irnprovement of © ommunication Skills
e. Team Dyvnamics

T

hl'll"]liH_Il al Devel rpnents recorded
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MARKS STATEMENT
(To be_ used by the Examiners)
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INTERNAL ASSESSMENT STATEMENT

Name Of the Student:
Programme of Study:
Year of Study:
Group:
Register No/H.T. No:

Name of the College: Craui MNe j‘nﬂ c o Ilf’gﬂ— (.r--‘?f-' r-J) S ks k'-'-q*:\ﬂ
vniversity: Aol kar 1 ivencs i ka kdoo

CH 4Anil komon

= S f;r'_.AJ'I

SIL.No P Evaluation ¢ riterion Maximum Marks
S oS Marks Awarded |
1. ___| Activity Log 25 1l
L2 Ehﬂ_rﬁhi_p_}'fvaluatiun 50
13 ______Dﬂalirlﬁx.lnatiun 25
[ __LE{A_N_EEETAL 4 B 100 ]
Date;

Signature of the Faculty Guide

Certified by

Signature of the Head of the Departmenu'l’ﬂncipal
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ANDHRA PRADESH
STATE COUNCIL OF HIGHER EDUCATION

(A Statuory Body of the Government of Andhra Pradesh)

2nd., 3rd, 4th and 5th Neors. Neeladri Tow ers. Sri Ram Nagar, 6th Batt

alion Road
Atmakur (ViMangalagiri (M), Guntur, Andhra Pradesh, Pin - 522 503

www.apsche.ap. gov.in
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