Model Program Book

§ W g - .'.1
f-Jh | "':_ R : oy T ;
s L L3 b 4 r.. } . ..t-'l..rn,: 'l / 3
SRR Sl B Sy A s
T i [ i~ - ’ |

SHORT-TERM
INTERNSHIP

(On-Site/Virtual)

Designed & Developed by

f.!“ : Lo,

ANDHRA PRADESH =

STATE COUNCIL OF HIGHER EDUCAJTION

(A STATUTORY BODY. OF GOVERNMENT OF ANDHRA F’RADESH]




St

...-.. . .. l ..
..&..,. ”.wﬁh%p....r.....

'—. : . Jp.u. ..‘””rq.l*_ _.kui...1. -

it 17 - T ﬂc.w.. ]

1&.4.-.! n ﬁh‘h. - , o

5] *..l?.‘i.‘.l._.-_._ﬂi.__.. gt e 1k -
£ u..___m..“. =i T T e
: r w_...ru.n.ﬂ.__,_:.. - r...;....,.{tu.f............l,- ta
" by N S e i o !l Sl S
Pem .-l.ﬁ.__.l ..“...uq......l. .ﬂ --..TH 1 e - ....|..1-

...r..l........___u..l .._. . :..Wl..rmr_lﬁ_fl

vt oy

‘#,ﬁly

ol

R

i
). A lg

“
¥ 1".' i
i.1 i

¥R

A g
'-"*‘1-:“."'"" 4
s 21

i
N

Fi g
= ¥

A PRt

gant

&
I

£
zs
-
<
=
ﬂﬂ.
o

§

it 1 3 |
e
.
2

—
-

e

=

sy sy . . -
Ry w - Wi A

g . ) el Y .- 1“..-u....i..-.
- il ' 4 - g - L- b- "~
CN V- 8 ISR T .h...-.hjh.r .r-..u..n_.ﬂ.-_H.r h..

e

- —




144

)RR
/I

]

i)
/dd

/

O

Vi v vt bl
J

v ¥) ¥ ¥ §

/

vy
=y
¥

.

'y

v/’

f -
6

'’

"'_f
b

 J
[ |

4
f-l' §
—

“’

b il 5 -
'ﬂl::;"- '

el

F‘
‘
)

An Internship Report on

i i e

(Title of the Internship)

Submitted in accordance with the requirement for the degree of

Bse (mpe )

Under the Faculty Guideship of

(Name of the Faculty Guide)

Department of

(Name of the College)

Submitted by:

(Name of the Student)

Reg.No:_2.122 00\DS 230 \4
Department of

(Name of the College)

@\n\ltmmm‘c dtawb Qﬁ““f}“— Lmen) Cyivaeuiam.
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Please

‘ Instructions to Students |

read the detailed Guidelines on Internship hosted on the website of AP State

Council of Higher Education httpsy/apsche.ap.gov.in

10.

1L

12.

It is mandatory for all the students to complete 2 months (180 hours) of short-
term internship either physically or virtually.

Every student should identify the organization for internship in consultation
with the College Principal/the authorized person nominated by the Principal.
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.
You should maintain punctuality in attending the internship. Daily attendance

is compulsory.

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.

While you are attending the internship, follow the rules and regulations of the
intern organization.

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

If your College has a prescribed dress as uniform, wear the uniform daily, as

you attend to your assigned duties.
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.
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.
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.
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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13.

14,

15.

16.

17.
18.

19.

20.

21.

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.

<<@>>cme e
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Student’s Declaration
[,_g{d_oﬂ_ﬁ_v_"ﬂnd_kmm a student of _BSL_LJQ-P—E—)

Program, Reg. No.2132eows301y,_ of the Department of

College do hereby declare that I have completed the mandatu'gr internship
Vidayayamo PUya

from \8 |pg )23 to 3o0)eplaa in Srama_Sadiytiayan (Name of

the intern organization) wunder the Faculty Guideship of

(Name of the Faculty Guide), Department of

, (St Qegree congge tmen),

(Name of the College)

g‘ Vine d Qamy

(Signature and Date) 3 U) 9 , 13
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Official Certification

This is to certify that _thdn_mmm_ . (Name of

the student) Reg. No. 21330010 Sn 1. has completed his/her Internship in
104 1OM O puy & 1) -
——p gng:n_&n.nhlmm,n (Name of the [ntern Organization) on

’PU"‘“'WMMM (Title of the Internship) under my

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

Degree of ___ Qs Impg) in the Department ot
G\w.t_hd.lﬂ:u_tm%:_\nm fName of the College).

This is accepted for evaluation.

Endorsements

Faculty Guide m

Head of the Depq{thient

Qv -
S inst I S

Principal
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Certificate from Intern Organization

This is to certify that _(en1yado \mod Cuman (Nante of the intern)

Reg. NojyynoowoeSamu  of M%mm:\ (Name of the
“EM“‘?&?@}M (Name of the

College) underwent internship in

Intern Organization) from _\g {R\1.2 to_23p\a \yy

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

(Satisf:;':tnry /Not Satisfactory).
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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

the intern during the period.

locad Qoveynan e n

Puncmxjml‘x oy otl — (aas deyl  Mat

evey Vinage ‘Fﬁ] me gnu:-rh S devetopment in a Huivabe M Aanng,
mp\tmmt&lﬁm of gmm wond  Soackivaayom Lo undoy X0 device

¢ lhouse oldo and oy devewpwy me Vinage N A Joabie
o M

MOWWED -

| /Puﬂlf‘

o bal meimy  to by of

.Al‘ gwtumblb dwtlﬁ[\m“t

X oot b tlod Ceyviee .

» JNeam g hygumt  Condition
Page No



h 2 !

77777

a Pm\!id‘iﬂg benic  needt

)

R

/d7

")

b 3

NP )
Yrrrry;

i Ll

TIT77773

G 00 « ¢
7{‘.1" |

) U Come o giama wod S achiwvalewam

to Me

«AM gu’:uctr p{ to on Chup-

‘anj gmuﬁm b au l\wbltmj‘.

Page No:

health vand.



)
775

)

J

CHAPTER 2: OVERVIEW OF THE ORGANIZATION

/dd

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.

. Future Plans of the Organization.
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l‘\ CHAPTER 3: INTERNSHIP PART

e
—

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 what kind of skills the intern

/77

acquired.
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ACTIVITY LOG FOR THE FIRST WEEK

Day _ _ . Person In-
& Brief descrlptfn.n of the daily Learning Outcome Charge
Date aetivisy Signature
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WEEKLY REPORT
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ACTIVITY LOG FOR THE SECOND WEEK

Day sof — £ the dail Person In-
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WEEKLY REPORT
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ACTIVITY LOG FOR THE THIRD WEEK

Day

Date

Brief description of the daily
activity

Learning Outcome

Person In-
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Signature

Day -1

(Divition € vespontibility HngdﬂiL Meon

ANM ¢, Malla Puh'(_e

imple meno Lien Qﬂfn}

of women ¢ Clitd

Day -2

Qivition ¢; fu"mnms'ub'ilit-y
o Uﬂytﬂﬂ_ﬁﬂ? ASCt. &

pancuayat Secveteary

Dmyuiry Wik rQuiy
-tmenltl T /mmmrun

(‘Hr mean crt§.

JITITITTITY ¢

Day -3

.,{:ietcf activity Spé
Suvvwy pm.Jey Surve

lbuuwinﬁr et about
Sunteviable dﬁrtmp

- ment Grewlh prece s

Day -4

/F_itht! {lth'uity {nm[g{mﬁﬂ kmwwiﬂg Qout t‘ya"“

Suvvty pos diseribution

od mouseavtd € theiv
E,Ht?ibi {Fh{

Day -5

lewow o L2 appty

M cali-eS [nceme

ceybficabes <
Mouve CeyuiCel

Day -6

De- it oOn \osc

% c&md L oat<wakon

ovurald e o= ned

name moonxcan (e

4o

WINAEN M VUM UAT A

ST VC M i LS

Page No:




WEEKLY REPORT
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ACTIVITY LOG FOR THE FORTH WEEK

|
Day : o _ Person In-
& Brief descnptl-up of the daily Learniliy Chubrase Cliithe
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ACTIVITY LOG FOR THE FIFTH WEEK
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WEEKLY REPORT
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CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (in terms of people interactions,
facilities available and maintenance, clarity of job roles, protocols, procedures, processes,
discipline, time management, harmonious relationships, socialization, mutual support and

teamwork, motivation, space and ventilation, etc.)
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Describe the real time technical skills you have acquired (in terms of the job-
related skills and hands on experience)
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Describe the managerial skills you have acquired (in terms of planning, leadership,
team work, behaviour, workmanship, productive use of time, weekly tmprovement in
competencies, goal setting, decision making, performance analysts, efc.
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Describe how you could improve your communication skills (in ferms of
improvement in oral communication, written communication, conversational abilities,
confidence levels while communicating, anxiety management, understanding others, getting
understood by others, extempore speech, ability to articulate the key points, closing the
conversation, maintaining niceties and protocols, greeting, thanking and appreciating others,

elc.,)
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M
Pesnibe how could you could enhance your abilities in group discussions, participation
P in teams, contribution as a team member, leading a team/activity.
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Describe the technological developments you have observed and relevant to the

| subject area of training (focus on digital technologies relevant to your job role)
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Student Self Evaluation of the Short-Term Internship

Student Name: C:-\Hndn Vinod Cumed

Date of Evaluation:

Registration No: 2132 0o \0S3bw.

Term of Internship: From: \&8\okx\i1v123 To: 3b|nt‘-1l‘1t:13

Organization Name & Address: \) ijuﬂa‘tumu pLY afm C_-“ amo  Sakhwalagam |

Please rate your performance in the following areas:

Rating Scale: Letter grade of CGPA calculation to be provided
]  Oral communication I 2 3 4 5
2  Written communication I 2 3 4 5
3  Proactiveness I 2 3 3 S
4  Interaction ability with community I 2 3 4 5
5 Positive Attitude ] 2 3 4 5
6  Self-confidence ] 2 3 4 5
7  Ability to learn 1 2 3 4 5
8  Work Plan and organization I 2 3 4 5
9  Professionalism ] 2 3 4 5
10 Creativity I 2 3 4 5
11 Quality of work done ] 2 3 4 | 5
12 Time Management l 2 3 4 5
13  Understanding the Community 1 2 3 4 5
14  Achievement of Desired Outcomes I 2 3 4 5
I5 OVERALL PERFORMANCE R ERE

Date:
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Evaluation by the Supervisor of the Intern Organization

Term of Internship:

Student Name: (-’D\‘Yodﬂ Uiﬂﬂd kﬂm&)\
From: \§| v ¢ | 2033

Date of Evaluation:

Name & Address of the Supervisor
with Mobile Number

To:

Organization Name & Address: |/ ijaymnma)m Yam L?mmf‘ Cathry valtlyﬂﬂ]

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

Registration No: 3 {2209 \t}L 01y

30}Dqlluv3

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
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Date:

Oral communication

Written communication

Proactiveness

Interaction ability with community

Positive Attitude
Self-confidence

Ability to learn

Work Plan and organization
Professionalism

Creativity

Quality of work done

Time Management
Understanding the Community
Achievement of Desired Outcomes
OVERALL PERFORMANCE
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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 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 in-charge 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
o Internship Evaluation
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.

b. The originality and quality of the work produced by the individual

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.

25 marks

50marks
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b.

d.

C.

Real Time Technical Skills acquired.
Managerial Skills acquired,

Improvement of Communication Skills.
Team Dynamics

Technological Developments recorded.
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INTERNAL ASSESSMENT STATEMENT
n _1;':-';: Name Of the Student: G“p ADA  VINDDYUMAD
| Programme of Study: .—Fuul h‘aﬁiﬂy 0f (/) rama Wwand Saclival 0y
» Year of Study: 558 % '
: - Grnup: ].C \mp.{')
.:,."r_“ '“ ' REgiEtEf ND[H.T. No: 2 \1105 \O 20\
9 Name of the College: ) :
ol ; . A o R egyee c_g\\tgg_ kMtn (S vivaxuiom)
N University:
Ly OY. 8y:  Ambedkr niverticy .
> B SLNo Evaluation Criterion Maximum Marks
ﬁ, Marks Awarded
bt 1. Activity Log 25
» 2. Internship Evaluation 50
‘?’ 3. Oral Presentation 25
E‘ | GRAND TOTAL 100
D
3 Date: Signature of the Faculty Guide
i
s Certified by
-
> Date: Signature of the Head of the Department/Principal
- Seal:
9
e
=
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9
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