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F nstructions to Studentﬂ

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

Council of Higher Education https://apsche.a p-gov.in

1. Itis mandatory for all the students to complete Short term {nternship either In
2nd Semester.

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 [dentity 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 your supervisor to provide updates on your

progress with work assignments.

Page No



13. 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.
14, Be regular in filling up your Program Book. It shall be filled up in your own

handwriting. Add additional sheets wherever necessary.
15. At the end of internship, you 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 you do not cause any disturbance to the regular activities of the

intern organization.
19. Be cordial but not too intimate with the em

and your fellow interns.
20. You should understand that during the internship programme, y
ambassador of your College, and your behavior during the internship

programme is of utmost importance.
21.If you are involved in any discipline related issues,
from the internship programme immediately and discipl

ployees of the intern organization

ou are the

you will be withdrawn
inary action shall be

initiated.
22. Do not forget to keep up your family pride and prestige of your College.
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Student’s Declaration

. [ (]
S -@\\\ SN0, a student of Qecl oneca)

(Group)
Program, Reg. No.aalwoscntaco?, of the Department of My cncsh s o8

College do hereby declare that I have completed the mandatory internship
fromax—ay -apnw to as-cla-2meN, in (Pt <, (Name of

the intern organization) under the Faculty Guide ship of . '"{cm@‘ c\zﬁmMR&}\m
(Name of the Faculty Guide), Department of

coddotnaMicd | (Gouehe e o Ceceres Qm\\m:f; . Qn‘dc\vrvfeﬁ?
(Name of the College)

o &S =

D%&\S’_‘QQ}%\
(Signature and Date)
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Official Certification
[y —__(_:,1
This is to certify that_Swoa NRRRN SN0 (Name of
the student) Reg. No.Qs\eneevS\aein?, _has completed his/her Internship in

AR TN (Name  of the  Intern  Organization) on
oy Qe m@@ EosewyeeTitle of the Internship) under my
supervision as a part of partial fulflllment of the requirement for the
oee loner o in the Department of

Degree of
(ne ‘(Ae&qmmg?&\ (Name of the College).

This is accepted for evaluation.

-

(Signatommégﬁgﬁgf

Gowornment Degiee collega

Rajampet, Kadapa (O4)

Endorsements

Faculty Guide [ r@aﬁ
Head of the Department ™ - %

Principal PRINCIPAL
Govt. Degree College

RAJAMPET - 516 115.
Annamayya Dist.
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Certificate from Intern Organization

This is to certify that_Zssas E\\D‘Axﬁ - (Name of the intern)

of. (W‘l‘v-t\er}j}@m cA\cay» (Name of the

Reg. NooQ\-cl0eTM\OND

College) underwent internship in mm&_;_%ﬂ.“;’l&.-(h’ame of the

to s - -ACENS

Intern Organization) fromaa—cS Ao\

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

&ﬂﬁﬂﬁﬁ__ (Satisfactory/Not Satisfactory).

\\{ i ’(“c' e g

Authorzzeweq‘@ﬂﬁbat&giéb&;ﬂ

o e

Page No




50

SV sapeid BIYPUY NI
<1354 10} (YD'9¥) 301IU0D 1S

mmchnmm.momnandmzu aisw

N7 op

g wivuey VITRIL J1a% s1ntued .._lnl.ll.
L13sany Jo Awapeay _aco:ma E

"HY| o nluiosog

AN3IWNdOT3AIA YNy 340 AMLSININ
e by

AN O Ay 1 0 Jonig ; _l._.;.ﬂhlti___d@

7 Wy

SEYN9S %ﬁﬁduemﬂ. 2@%& p e

auneus] N
; %/\@ ' $702°90°4T anss| jo aie
i Rl ) 2 i
Al \ ninjeduag  2Nss| J0 32e|d
\/M» 4 _ PR b (ke 131ED
. edepey 1213514
"31005 /3% %19  YlIM JUSLUSSASSE BU) paled|d A||nyssadans sey \sapeld eaypuy mmww PeA
s Lo = sino uonesng jo
_ Sues] ¥ [3A3110mawely suofieayl|ent sj|is jeuolien Yy ove !
edepe) - L13548) mncmwum_. el 103 Jish Mt kel BIE| 1ol nipke
(S000¥DUVN) @intes pue sijeday suoyd (12D uonedyiienb/ajos qol Joj
B Blo/ IDUE L
817 6~X00X-XXXX T"ON Jeeypey Nanuvy s JO piepn/1a1ydneqg/uog
L Halie ) erpnop/ B/ yEH
VI3LIAVY S s/ sw/an) 1egy Aj1U3d 0 st siy)
BeDied 4B/ e sl 3 1000 1oy prayiien,
AIVIHILH3D
Eh-Inlkrly




-

Contents

2. o

A dend fe dane)iga |
a,
) oite. o\ cm\(‘? :Uhr\\c .
L Q al) o

A SEYS - = “erdesn, o\e@u\ws&r\m.

- “-L“LE—LSQM& ’F;uvxﬂ\ha\\k
b avenen o N SSSi .
L ordag  omh
T ‘
Q‘@:‘\’\km \% Res Rsal o
MQ& %\m%: e e o
S el
\“\‘Q Nepy S Setaed wes\,
\Q\%ﬁk‘@ M~ - .
™. g
‘\Qé’v\)}tn \QQ E@g\ &I\‘S& QQDXL-
g seed L
\¥ K—\Q&\)\Q \QQ3 See Sl wesl
\B&QQ\'Q 3\@&@3&: = = o
L.
b@v o B@Q_%\'\QQ‘SQ\QS\.

Qe
. 'E_wo&wé:\m’\ \gw&@\%}r %&S@\-

\5 . E\&‘Q&t\mﬁ \ gy\?@\ WDy, e ‘\‘%\\'\ Q)%\%Q’\“\\QE%\\QQ .
. Ku&e:u\o& ‘\g&esgw\&%qaaéée@l\%ﬁﬁ\@&%: 3




CHAPTER 1: EXECUTIVE SUMMARY

report shall have a brief executive summary. It shall include five or

The internship
brief description of the sector of

more Learning Objectives and Outcomes achleved, a
on and summary of all the activities done by the intern

business and intern organizati

during the period.
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION

estive contents

A. Introduction of the Organization
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Vision, Misslon, and Values of the Organization
Policy of the Organization, in relation to the Intern role

Organizational Structure

reach and market value.
Future Plans of the Organization.

Roles and responsibilities of the employees in which the Intern Is placed.
Performance of the Organization in terms of turnover, profits, market
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CHAPTER 3: INTERNSHIP PART

Description of the Activitics/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

W

Person Iin-
Day Briefdescription of the dally Learning Outcome Charge
& activity Signature
Date
valed We NoERE
Day-1 |oed “Nocluesd Tdodihen & | g
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ord reoyddiong \eevd WISRY
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WEEKLY REPORT
WEEK - 1 (From Dtaals¥a to m.a’.(a[.m...)
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ACTIVITY LOG FOR THE SECOND WEEK

Person In-
D;y Brief description of the dalily Learning Outcome Charge
Date activity Signature
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ACTIVITY LOG FOR THE THIRD WERK
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WEEKLY REPORT
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ACTIVITY LOG FOR THE

FORTH WEEK
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WREKLY REPORT
WEEK - 4 (From il Bsa 1o peasithana.. )

Objectl t
Jective of the Activity DON® ¢ | oo ¢ty o tsen CesAB e Scbediltr

Detalled Report:
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CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (i terms of people interactions,
facilities available and maintenance, clarity of job roles, protocols, procedures, processes,
discipline, time management, harmonious relationships, socialization, smutual 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 fob-
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 improvement in
competencies, goal setting, decision making, performance analysts, etc.
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Describe how you could Improve your communication skills (in terms of
improvement in oral communication, terillen communication, conversalional abilities,
confidence levels while communicating, anxiety management, understanding others, getting
understood by others, extempore speech, ability to atliculate the key points, closing the
conversation, maintaining niceties and protocols, greeting, thanking and appreciating others,
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Describe how could you could enhance your abllities In group discussions, participation
In teams, contribution as a team member;, leading a team/activity.
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EVALUATION

Objectlves:

Explore carcer alternatives prior to graduation.

n the field of study.

To assess interests and abilitles |
and other critical skills in the

To develop communication, interpersonal

future job.
ional skills required for the world of work.

To acquire addit
a full-time job following

To acquire employment contacts leading directly to

graduation from college.

Assessment Model:

There shall be internal evaluation
activities of the

The Faculty Guide assigned is in-charge of the learning
ssment of the

students and for the comprehensive and continuous asse
students.

The weightings for External Evaluation shall be:
100 marks

to-day activities. The Activity Logis
mbers within

o Internship Evaluation

Activity Log is the record of the day-

assessed on an individual basis, thus allowing for individual me
he assessment will take into consideration

groups to be assessed this way. T
the following shall be

While evaluating the student’s Activity Log,
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

Description of the Work Environment.

a.

b. Real Time Technical Skills acquired.

¢. Managerial Skills acquired.

d. Improvement of Communication Skills.
e. Team Dynamics

f. Technological Developments recorded.
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Student Self Evaluation of the Short-Term

Internship
Student Name: SN "eSg Registration No: s\ SN
Term of Internship: Fromioo, -&5-Atfea,  TO ! S5 Oy esase

Date of Evaluation: .
Organization Name & Address: Soeed el sy st f?rQ"‘%p&é}'&

\arica tededde o \oedese,

Pleaserate your performance in the following areas:

Rating Scale: Letter grade of CGPA calculation to be provided

S @Q@\T‘h

Date: Signature of the Student
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Evaluation by the Supervisor of the Intern
Organization

Registration No: amkerseseecy

To § 258 ~rmtry

Student Name: SRS S

Term of Internship: From:ax -5-"XTans

Date of Evaluation:

T - \obotEs,

Organization Name & Address: COc® ToaNe VLN

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

» ~f =%

@méz&fm raef WE‘#WW I
sapat, Kadagin (D)

Date:
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INTERNAL ASSESSMENT STATEMENT

Name Of the Student: S (NLaSA. —e=
Programme of Study: ceddiMNe =t
Year of Studyt =can . sens ¢

Group: 3, R, S,

Register No/H.T. No: solg 2 essoct?

Name of the College: Q\Qmﬂf& Copec-

Universlty: M‘ N0 O \ﬂ\‘,\hbs;s*ﬁ\\lﬁm-‘.

eddene .%cs;sw*q-&u

SLNo Evaluation Criterion Maximum Marks
Marks Awarded
1 Activity Log 30 TR
Internship Evaluation 40 o
Oral Presentation 30 3o
GRAND TOTAL 100 fod J

o A LA o A

Date: Ignature of the Faculty Guide

Page No



- v v W v e w

e

sﬂ_‘ecwncﬂ o

Y
2
&

P
GPPA PRay,
4,
g
“rangad®

%
#aged LS

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




