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PMease

[ 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

[
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11

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
orgamzation,
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.
¢. Development of professional competencies that lead to future career
SUCCeSS,

Practice professional communication skills with team members, co-interns,
and vour 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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14. Be regular in filling up your Progpam Vessk 1t daall b S8l g W Y R
handwrniting, Add additimal shusts wiwreyss nes ssary

15. At the end of mternshup, you shall be v aluatud bry yims gty N A
ntern organization.

16. There shall also be evaluation at the end A the wtwspshoy vy te §u ity
Guide and the Principal

17. Do not meddle with the instrusments [ «quipmet you wor with

18. Ensure that you do not cause any disturbance v, e pegpiier wtsy @ A, G
mtern organization.

19. Be cordial but not to0 intimate with the exmployees of G wlosn o sz ats
and your fellow interns
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(Name of the € ollege)

(Signature and Date)
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Official Certification

(Name of

This is to certify that __-A . Hay1 Sou—2
the student) Reg. No. 2123 009 &2 004 has completed his/her Internship m

(Name of the Intern Organization) on

‘;f\ ' (\ra LA [(1._: 1 g (Tltle Of Hlf InmS}IIP) un‘der my

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

Cl1,..1TF~ in the Department of
g W ¢
Ghovt Deqye ol fr?fff’”--)(Name of the College).

Degree of Prandiseal

This is accepted for evaluation.

(Signatory with Date and Seal)

Panchayat Secretan

Endorsements SRIJAGANNADHAPURAM
GRAMAPANCHAYAT
Kotabommal
Faculty Guide
Head of ti;e Department
Principal
PRINCIPAL -

Govl. Degree College (Men)
—«. SRIKAKULAM

Page No:




Y WY W W W U WU W U W W WU W W W W W W W W W W w T W W W W W W W W W W

Certificate from Intern Organization

This is to certify that _ -\ - ‘= Y saunked (Name of the intern)

Reg. No 2123 00\S62002  of (nputDegyee (@lua@-\uﬂ)(Name of the

College) underwent internship in _Scac ta g lon 1& DAy (Name of the

Intern Organization) from 13- % 23 to 20-94 - 2%

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

(Satisfactory/Not Satisfactory).

Authorized Signatory with Date and Seal

Panchayat Secretary |
SRIJAGANNADHAPURAM |
GRAMAPANCHAYAT
Kolabommali
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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.
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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 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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CHAPTER 3 INTERNSTHP PART

Phesiriptione of the Actioition/Respnsabilition o the Ditern Organtization diring ternehipy,
ol shall ol detinls of working conditions, wehly work sehedule, equipment e,
il tasks performed s part conld emd by veflecting on wlit kindd of wkills the tntern
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CHAFPTER 5 OUTCOMES DESCRIFTION

Describe the work environment you have experienced (in lerms of people inlera biems,
facilities available and matntenance, clarity of Jobv roles, protools, procedires, proesses,
discipline, time management, harmonions relatiomslips, socializalion, miulual support wnd
teanwork, motivation, space and venlilation, ¢fc )
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ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT

WEEK -1 (From Dt.......cceneun. to Di.ovisssiiniisnis)
Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE SECOND WEEK

Day Silol desciban Person In-
& rie escnpt_lo.n of the daily Learning Outcome Charge
Date activity Signature
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ACTIVITY LOG FOR THE FORTH WEEK

Day Brief descrinti . Person In-
& ef description of the daily Learning Outcome Charge
Date activity Signature
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Student Self Evaluation of the Short-Term Internship

Student Name: _A . +la a1 Sanl eos Registration No:
Term of Internship:) «voed“From: |3 - g-2 1 To: zo-q-23

Date of Evaluation:

Organization Name & Address: Saclatva Q-‘”‘& deai

Please rate your performance in the following areas:

Rating Scale: Letter grade of CGPA calculation to be provided

@ ¥ U 9 9 9 ¥V U U v B " W WS W™

R A N S
nality of work done

12 Time Management

_A —Hcf"\-; S Ou.lktﬂls\.
Date: Signature of the Student
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Evaluation by the Supervisor of the Intern Organization

Student Name: Registration No:
Term of Internship: From: To:

Date of Evaluation:

Organization Name & Address:

Name & Address of the Supervisor
with Mobile Number

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

2  Written communication 1 2 =

i iy e

4  Interaction ability with community 1 2 3 4 5

12 Time Management 1 -

14 Achievement of Desired Outcomes 1 2 3 4 5

Date: sgan'nSofms-pm
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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 floors, Neeladri Towers, Sri Ram Nagar, 6th Battalion Road

Atmakur (V)Mangalagiri (M), Guntur, Andhra Pradesh, Pin - 522 503
www.apsche.ap.gov.in




