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Instructions to Bltudernts

Plonsice rend the detalled Guidelines on Internship hosted an the vehsite of AV
State Council of Higher Education https:/ /apscheappov.in

. You are expected to learn about the organization, policies, procedures,

e is mandatory for all the students 1o complete 2 monthia (1640 b s) of shiort

term internship either physically or virtually.
very student should identify the organization for internship in consultation

1 0 \ » . g . ¢ ¢
with the College Principal /the authorized person nominated by the Principil,

. Report to the intern organization as per the schedule given by the Collegr. You
must make your own arrangements  of transportation 10 reach  the
organization,

. You should maintain punctuality in attending the internship. Daily

attendance is compulsory.
and

processes by interacting with the persons 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.

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

10.

1L

you attend to your assigned duties.
You will be assigned with 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:

e Data and Information you are expected to collect about the organization

and/or industry.

« Job Skills you are expected to acquire.

e Development of professional competencies that lead to future career success.

Practice profcssional 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.

———
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12. Be aware of the communication culture in your work environment. Follow up
to provide updates on your

and communicate regularly with your supervisor
progress with work assignments.

13. Never be hesitant to ask gquestions 10 make sure you fully understand what

ganization.

hall be filled up in your
essary.

rvisor of the intern

vou need to do your work and to contribute to the or
14. Be regular in filling up your Program Book. Its

own handwriting. Add additional sheets wherever nec

15. At the end of internship you shall be evaluated by your Supe

organization.

16. There shall also be evaluatl
and the Principal.

17. Do not meddle with the instrum

on at the end of the internship by the F aculty Guide

ents/equipment vou work with.

18. Ensure that yvou 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 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
ary action shall be

the internship programme immediately and disciplin
initiated.
22. Do not forget to keep up your family pride and prestige of your College.




An Internship Report
Oun
(Title of the Internship)
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Student’s Declaration

Tc)
< - s e c
1'“"L"'S‘£q?‘l£-“ student  of B$:¢, Program, Reg. No.212300156603%f the
. ~
Department of... . MACLC College do hereby declare that 1 have

completed the mandatory internship from -?Ol'q- mggl’l_pj'z_‘s_in SQCL,.,mﬂ%Qm

\F s . < ) . . ) :
(Name of the intern organization) under the Faculty Guideship
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION
Suggestive contents
A. Introduction of the Organization
Vision, Mission and Values of the Organization
Policy of the Organization, in relation with the intern role
. Organizational Structure

Roles and responsibilities of the employees in which the intern is placed.

T H U0 W

Performance of the Organization in terms of turnover, profits, market reach
and market value.

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.
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ACTIVITY LOG FOR THE FIRST WEEK

BRIEF DESCRIPTION OF THE DAILY
ACTIVITY

LEARNING OUTCOME
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WEEKLY REPORT
WEEK - 1 (From Dt
Objective of the ?\c_t-lir'ity Done:

Detailed Report:
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Day -
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ACTIVITY LOG FOR THE SECOND WEEK

BRIEF DESCRIPTION OF THE DAILY LEARNING OUTCOME Person
ACTIVITY In-charge
Signature
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WEEKLY REPORT

‘VEEK - 2 {FI'OIII Dt-uun-tlcl-icncll to Dt‘ """""""""""

‘Objective of the Activity Done:

Detailed Report:
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THIRD WEEK
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WEEKLY REPORT
WEEK - 3 (From Dt...ccoevereenns 1Y) ) AR )
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WEEKLY REPORT
WEEK - 4 (From Dt................ £0 Dtueeeernrennreenns )

[ Objective of the Activity Done:

Detailed Report:
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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 th
€ wor
k environment you have experienced (in terms of people

m!eractzons act
Jacilities available and maintenance, clarity of job roles, protocols,

Procedures, e ; . ;
Processes, discipline, time management, harmonious relationships,

Socializatio o
n, mutual Support and teamwork, motivation, space and ventilation, etc.)
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Duncrllm the mpg na

te Berial skills You have acquired (in terms of planning, leadership,
vam wopj, behauio

ur, workmanship, productive use of time, weekly improvement in
neies, goal selting, de.

Compete i
cision making, performance analysis, etc.
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Descriy
' ¢ how ,
you could Improve your communication skills (in terms of

fﬂl,'u'um'n
lent
m oral cemnanteation, written coppmnication, coriversational abilities,

confidence
levels white vunderatanding others,

communicaling, anxiety moanagenent,
.‘f(»”l.'lr' 7] '

1 understood by others, extempore specch, ability 1o articulate the ey pointes,
t!u'ﬁm

1 the convers sation, maintaining niceties and protocols, greeting, thanking and

up;m'r :urmr; othe ;'., cle.,)

. e ——————— ———

“____h_—”Mj ——LOMmAN cey” \IOVl == ﬂk.a l\ OO YYL()J, s.‘l e _ancl |
H-‘!-Yhﬂ-_“\.mpv_n\;c_ - YY\\:)SK' N\ Wi ___...c_t,.h'\mum C LL& lﬁﬂ-.-c‘.xkk_f_r,ﬁ&_&i._

—-P&P—O-lf_lmh_d.l.[,-&imd; -

-2

N\j wyilen ¢ ommuaicodion v peyv
vpyeve i by teyideing couy  eveludion taiphion ]
~!—\A0ugﬂ4 g

M (‘m‘\'-fidun((? lovely  oxe  vevwu gl ancl
~J J 7 0

LY

i) contimnt vy, 1 hemne

My Amerely tevel  awe very low 7 am

\JQ\(\} pm;\‘.e*n‘\ ona  Urem A4 muvie  algueu ey

i | —Fe'l‘ O\V\uj-"gu‘w\a . leanwn move Qvn\'\ch],

mnnmqmem'g dochevdlpo -
oneQ . 29

Q olmmj,c; 05\_{:(\* ("V&Vj one h:),aQM v _<Sce

Ao . g dbhose Mo  ed anliomevey 4—9\44); do

ﬂ(’\ﬁ(‘" \LQ\JLV\O“'S
<J o N




Describe how coulg you co

Participation jp

uld enhance your abilities in group discussions,

teams, contribution as a team member, leading a

tcam/actwlty
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Describe i
the technological developments you have observed and relevant to the
subject area of train

ing (focus on digital technologies relevant to your job role)
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Student Self Evatuation of the Short-Term Internship

Student Name: & Registration No: <S k . Qllo\n‘lﬂf 9} ],ﬁ)"g? Oof ¢ 6 6 0 -1_('2]
l'\ ' r

Term oflnlcrnship: FFrom 96,61’[‘0 0§/ IO( 202 %

Date of Evaluation:

Organization Name& Address: G\YC\YY} S‘CLC[\J\ UODOjO\m L('Qﬁ( L\C'U'\Ql’]"‘\ .

Name & Address of the Supervisor
with Mobile Number:

Please rate Your performance in the following areas:

Rating Scale: Letter grade of CGPA caleulation to he provided
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1) Oral communication 77 S PR AT F Y 1,

2) Written communication

3)_ Initiative
i 2 3 4 sV
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4) Interaction with stafr

TNt
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10) Creativity

11) Quality of work

12) Productivity
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14) Adaptability to organization’s culture/policies

15) OVERALLPERFORMANCE i1

Sk ESF\O’WE‘\
Signature of the Studest
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Evaluation by the Supervisor of the Intern Organisation

Student Name: & Registration No: ke - Slont & 19900t ¢6603A -

Term of Internship: ~ From Qofof—] fﬂ To O §I(o f‘z 00

Date of Evaluation:

Organization Name& Address: (3 yQma  SOC [*\'tuaocﬂo\m kQV\CI\OﬂGWV\ )

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
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1) Oral communication . .

2) Written communication

B I niliative S o R T i e

4) Interaction with staff

—_

5)  Attitude .
6) Dependability

12) Productivity
—-rmW >
13) Progressof learning - . . .

14) Adaptability to organization’s culture/policies

15)/OVERALL PERFORMANCE =07
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INTERNAL ASSESSMENT STATEMENT
Name of the Student: A&k /b’&mﬁaf

Programmer of Study: Lo [ V.JO\ \f-!\«Wl .

Yearof Study: 90233 -~ 304223

Group: e B8c

Register No/H.T.No: -,;UQQ 00156602}

. Lkl
Name of the college: (2 DNCAUH U S \DQW L@Cf’jl? CHen) H
University: Dr. By ._sﬁ'rﬂ,LOGC[ kol
SILNO Evaluation Criterion Maximum marks Marks Awarded

1 Project log 20 | F

2 Internship Evaluation 30 <0

3 Report 25 oY)

4 Oral presentation 25 <0

0

5 GRAD TOTAL 10 A
Date: S|ghature of the Faculty
Guide

= Certified by
=
i /é-—‘ﬁi.}&-
e i )

Seal: Signature of the Head of the
Department/Principal - PRINCIPAL >~

Govt. Degree College (Men)'

~ SRIKAKULAW




