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Council of Higher Education httpsy/apseheap.gov.in
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l Instructions to Students ]

ate

It is mandatory for all the students to complete Semester internship either in V
Semwestor or in V1 Semester,
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
arganization,
You should maintain punctuality in attending the internship. Daily attendance
is compulsory,
You are expected to learn about the organization, policiesgprocedures, and
processes by interacting with the people working in the organization and by
consulting the supervisor attached to the interns.
While vou 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 vour College has a prescribed dress as uniformy, 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
G uide.-'l'hese 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 1o acquire,

c. Development of professional compelencies that lead to future career

SUCCEess. |
Practice professional communication skills with leam members, co-interns,
and your supervisor.
through oral, writlen, and non
skills.

Be aware of the communic : o
and communicate regularly with your supervisor o provide updates on y«
13

progress with work assignments.

This includes expressing thoughts and ideas elfectively
-verbal communication, and utilizing listening

ation culture in your work environment. Follow up
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13, Never be hesttant 1o ask questions (o make sure you fully understand what
you need o do your work and to contribute to the organization,

14, Bo vegular in filling up your Program Book, 1t shall be filled up in your own
handwriting, Add additfonal sheets wherever necestary.

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

16, Thore 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 you do nol cause any disturbance to the regular activities of the
intern organization,

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

20. 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.

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 1o keep up your family pride and prestige of your College.

27 >
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Student’s Declaration

L / JoLu LAV S ALIAN a student of [-0uw ton 70/@’«'?51.‘7@
Program, Reg. No. 20220005 20)v of the Department of _{38¢/M. P/

College do hereby declare that T have completed the mandatory internship
from 12-P 222 to 07-63 -2:23 in Mot Koln svesdhual (Name of

the intern organization) under the Faculty Guideship of

(Name of the Faculty Guide),%epartment of
ELE CTRoNZ Cs , (o T-DEGREE _cotibzer MENT S0,
(Name of the College)

A.

(Stenature and Date)
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Official Certification

This is to certify that Ko MY KALYAN (Name of

the student) Reg. No. 2022000520 )¢ _ has completed his/her Internship in
KoTTHAKDTA SECRETARTT (Name of the Intern Organization) on

GAAML/NE HIVIALA (Title of the Internship) under my
supervision as a part of partial fulfillment of the requirement for the
Degree  of Bse W-P-Ej in the Department of

CrivT. DISREE rolises AMEnT (Name of the College).

This is accepted for evaluation.

-~

( ngnatoﬂ' wirh igme ﬁnd Seal)

Endorsements Kothakota G.P

y (

Faculty Guide

Q

Head of the Department =

Principal

Page No

G Scanned with OKEN Scanner



Certificate from Intern Organization

This is to certify that )'{O MM . RALYAN (Name of the intern)
Reg. No 202200105 20)v

= ,,‘;R”' X
gesMEN/ (Name  of  the

College) underwent internship in Korr AR TA SECREFARIT __ (Name of the

Intern Organization) from _12-/2-2022  to_07-23 ~273

The overall performance of the intern during his/her internship is found to be
) (Satisfactory/ Not Satisfactory).

Authorized Sig:mm;iy ui:;: %ne and Seal
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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 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 lerms of turnover, profits, market
reach and market value.

AEOOWP

G. 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 what kind of skills the intern

acquired. | j -

i) P aﬂc}z%jig Rey Al - 199v r{,% %é ,/m,ﬁ f{'s’@m"’/wf v
8\13"‘(?7'/ Ui/ lﬂ'fb’ op 5//#’ (?L‘ZMJ# ad De.\/géme/ i O 12 Lk e
W2ar e .

2 chik m?nfﬁré’)‘f oC /zn(/jm P&a/ag; ,5%,,]’2 y.5. P&:Lﬂf ﬂé/,/f
gﬁm Yhese Qegﬁ'ﬁ"’;’ff af v?.iaél&:wacfa, Ve Glmfum,/ s

\ ede. 00 ookber 2, ond, Yo 15 Oy vesssery Y
’ * Mababa  Copodbits” bio¥h doy

: 3) Funérlim OC f&wg werd Miw%z/m - }z = rﬂw/é 1 %Péé
; DC Yhe obFieer v éc’ca@im‘aj. The vf‘//cyé v,;/wff/sea’f 5J57é17;
-~ o fo /,;5;? ?Wan’nmj Sexvicéd fo ?&p)[gs dpes steps.
i y) Gzenmjé s ol %ﬁj»‘aﬂ skilk and imstsuont m,;,,é,
= 22 ~ui .,43)48 LFOI'WJ%;M, Gamﬁ,ﬁ"gp 5&5»4417.

Z s’) 7;6 ‘rﬂJWﬁA:P ?@7){ ‘#}W A?ﬁo/ op _5/4://5 ool \,/g%v :,,Qw%
- j:&#ﬂnig &ﬁ?&r}?”j, Caﬂ(-\ioj@w A Mjﬁ:{? 5;%4:}@3» Pcmciqu
- prd Lee rrgerneit

'__‘z ¢) o toms o rond Mm@fw #a

. a) exily sobon o ull  Povblloms.

= b) AN sewvices ) b epensip

—~

»

-

(¥ scanned with OKEN Scanner



- e

VWOV LVYVY W www v

ACTIVITY LOG FOR THE FIRST WEEK
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WEEKLY REPORT

-12-2 171270
WEEK -1 (From Dt.222 %22 to Dt-. )

Objective of the Activity Done

Detailed Report 75 :ﬂlf % i&'ﬂmpf@%gﬁ
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ACTIVITY LOG FOR THE SECOND WEEK
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S B
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ACTIVITY LOG FOR THE THIRD WEEK
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ACTIVITY LOG FOR THE FORTH WEEK
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WEEKLY REPORT
WEEK -11 (Erom Dt.£2002:2. to Dt.2502:%3)
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WEEKLY REPORT
WEEK =12 (From DtZ4..96 72 .10 DLOLBZ02)
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ACTIVITY LOG FOR THE THIRTEENTH WEEK
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WEEKLY REPORT
WEEK -13 (From Dt.24-02:23 10 Dt../1707.522)

Objective of the Activity Done:

Detailed Report:
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WEEKLY REPORT
WEEK - 14 (From Dt./7%22-2) 1o De..227223)

Objective of the Activity Done:

Detailed Report:
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CHAPTER 5: OUTCOMES DESCRIPTION ‘

Describe the work environment you have experienced (in lerms of people interactions,
facilities available and maintenance, clarity of job :_'oh:s, pr:atpcal.s, procedutres, ;:7ror:esses(,i
discipline, time managenenl, larmonious relationships, socialization, mutual support an

teaniwork, motivation, space and ventilation, elc.)
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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 how you could improve your communication skills (in ferms of
unprovement in oral communication, wrillen communication, conversational abilities,
confidence levels while communicating, anxiety management, understanding others, getting
tnderstood by others, extempore speech, ability to articulale the key points, dosing the
conversation, maintaining niceties and protocols, greeting, tanking and dppreciating others,
efe.,) - :
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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 leamy/activity.
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Dus_lcribe 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- T erm Intermsisy

| Student Nazme: Yy, f AUIAY Raspaeation Sy, 0 520005 20%
Term of Inbernabig: Frowe 13 - 17 -8 25% Vo2 ¢7-9% -8427%

Date of ¥valuation: J(j-83 - 2657

Organization Name & Addeess f-y{/ﬁﬁ“/ Lisgh henz’ y/ * :
Yo er}; A

Please rate your pesformance in e flloniang st

Rating Scale: Letley grade of CORA calasiation b be pranided
LoL | Omph commurication WP I R T
2 Writlen commumication I 2 3 / 5
<3 _‘ Prozctiveness X 558 M0 sl 5 5‘/ £ 5
4  Interaction ability with comanarity i Zq / z = 5
5 Vositive Attitude i 28 243 4/;
6 Selfconfiderce / 2 3 4 5 /
7. Ability to learn ) G e s
8  Work Flan and orgardzztion I Z 3 4 5 '/
5_ 9 " Professionalism A Vo wi L -_-; 3 4 5/
10 Creativity 1 2 3 “ 5,/
11 Quality of work done s 34 5
12 Time Management i ) 3 “ 5
13 Understanding the Community o PR 3 4 5
14 Achiewement of Desised Outcomes 1 2 3 s 57
15  OVERALLPERFORMANCE T e S oideics
Vil
Date: Sigmature of the Student

Evaluation by the Supervisor of the Intern Organization
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Student Name: MOHI‘") V- UALYAN

Registration No: 952 200 1253011
Term of Internship:

From: To:

g

Date of Evaluation:

Organization Name & Address: @7[?.4’1/3/”%0'?9 SALVT VAZ;)Y/’W‘

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

A\

Oral communication

! I 2 3
2 Written communication 1 2 3 4‘/ 5
3 -~ Proactiveness 1 2 3/ - 5
4  Interaction ability with community 1 2 3 - 5

5 Positive Attitude ‘ et s
6  Seclf-confidence 1 2 3 41/ 5 |
7 - Ability to learn {5 3 4 57

‘ 8 Work Plaﬁ and organization 1 2 3 4 5

' 9 Professionalism | 2 3 4 5 ?
10 Creativity 1 2 3 4 5 ,
11 Quality of work done ; 1 2 3 4 5/
.12 ’fir.;ne Management _ 1 2 3 % - 5
13~ Understanding the Community 1 2 3 - 3.5
14 . Adﬁevcnwht of Desired Outcomes 1 2 3 4 S f Vv

15 OVERALL PERFORMANCE 1 iR i 1S

Signature of lhciSu&&isur
Date:
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Internal & External Evaluation for Semester Internship

Objectives:
* Explore career alternatives prior lo graduation.
* To assess interests and abilities in the field of study.

* To develop communication, interpersonal and other critizzl 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:

s There shall be both internal evaluation and external 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.

e The assessment is to be conducted for 200 marks. Internal Evaluation for 50
marks and External Evaluation for 150 marks

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

s The weightings for Internal Evaluation shall be:

o Activity Log 10 marks
¢ Internship Evaluation 20 marks
o Oral Presentation 10 marks

o The weightings for External Evaluation shall be:
o Internship Evaluation 100 marks
o Viva-Voce 50 marks

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

e Activity Log is the record of the day-lo-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 evaluating the student’s Activily 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 Outcomes Description

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

c. Managerial Skills acquired.

d. Imprlovement of Communication Skills.
e. Team Dynamics

f. Technological Developments recorded.
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