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[ Instructions to Studentsj

Please read the detailed Guidelines on Internship osted on the website of AP State
Council of Higher Education https://apsche.ap.gov.in

10.

11,

12

It is mandatory for all the students to complete Short term internship either in
2nd Semester.
Every student should identity 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 s uniform, wear the uniform daily, as
you attend to your assigned dutics.
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 arc 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 n your work environment, Follow up

and communicate regularly with vour siupervisor to provide updates on your
progress with work assignments. '
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( Instructions to 5tu dcntsJ

Please read the detailed Guidelines on Intein:lup osted on the website of AP State
Council of Higher Education https://apsche.ap.gov.in

1.

N

8.

9.

It is mandatory for all the students to complete Short term internship either in
2nd Semester.

Every student should identity the organization for imternship in consultation
with the College Principal/the authorized person noininated 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, alwavs wear your College Identity Card.

If your College has a prescribed dress - uniform, wear the uniform daily, as
you attend to your assigned dutics.

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 arc expected to collect about the
organization and/or industry.
Job Skills you arc 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 thoushts and ideas effectively
through oral, written, and non-verbal communication, and utilizing listening
skills.

12. Be aware of the communication culture m your work environment, Follow up

and communicate regularly with vour supervisor to provide updates on your
progress with work assignments. i
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t
13. Never be hesitant to ask questions te make sure you fully understand wha

youneed to do your work and to contril ute to the organization.

14. Be regular in filling up your Program ool [t shall be filled up in your own

15

16.

17.
18.

19.

20.

21,

22.

handwriting. Add additional sheets wivoever 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/eqguipment you work with.

Ensure that you do not cause any disturbance to the regular activities of the
intern organization. o

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 tt'\e
ambassador of your College, and your behavior during the internship
programme is of utmost importance.

If you are involved in any discipline related issucs, 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.
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Student’s Declaration

I_‘ﬁAMLLML_ astudent of  B.lem Cﬁ !Q(GFOUP)
Program, Reg. No.29 Lo XMOGLM! the Department of_B_mm__E[_ﬁ-

College do hereby declare that I have completed the mandatory internship

from_ J-§ ~ 2094 t030—64- —202Lpin 51(5]'2 gd;l[ech'gd”‘(l\lame of OJ'\

the intern organization) under the Faculty Guide ship of K. yﬂww

(Name of the Faculty Guide), Department of 3. COMCC-F\')
£ ve@  (pllegt [ Bammpet]
/ ==

(Name of the College)

Mamohkumot\/

(Signature and Date)



Official Certification

This is to certify that_A--_Nunda-leomay. (Name of

the student) Reg. NoOQQLLpp200LLOGDhas completed his/her Internship in

&&Lﬁdﬁﬁ‘h_‘ld'ui(Name of  the  Intern Organization) ~ on

\es (Title of the [uternship) under —my

supervision as a part of partial fulfilhient of the requirement for the

Degree of Q.o [ ¢.A] in the Department of
Y LA _

%ﬁ-_-&%m__mu?e(Nmnc of the College).

This is accepted for evaluation.

(Signatory with Date and Seal)

Endorsements

Faculty Guide
MV‘K

Head of the Departmer
~PRINCIPAL
Govt. Degree College
RAJAMPET - 516 115.
Annamayya Dist.

Principal
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Certificate from Intern Organization

This is to certify that_ o} - [\EVH& koumaY (Name of the intern)
Reg. NOQ.QA.LQ_‘ZOQ_G_Q_QQB_OF.__CJM Ae(dvg cmga,g (Name of the
College) underwent internship in_Exclep .4 Aech. M(Nrmn of the
Intern Organization) from -9 ¢/ to__30-06 -202¢p

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

(Satis]’egory/Not Satisfactory).

Authorized Signatory with Date and Seal
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have a bricl exccuuve summary. It shall include five or
more Learning Objectives and Outcomes achi « ed, a brief description of the sector of
business and intern organization and summary of all the activities done by the intern

during the period.



CHAPTER 2: OVERVIEW OF THE ORGANIZATION

Suggestive contents

TmUowp

)

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 emiployees inwhich the intern is placed.
Performance of the Organization in terims of turnover, profits, market
reach and market value.

Future Plans of the Organization.



CHAPTER 3: INTERNSHIP PART

Description of the Activities/Responsibilities in 1 liiern Organization during Internship,

which shall include - details of working coudition., 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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WEEKLY REPORY
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ACTIVITY LOG FOR TTi;

SECOND WEEK
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ACTIVITY LOG FOR 111 T IIRD WEEK
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WEEKLY REPORT
WEEK - 3 (From Dt.........
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WEEKLY REPORT
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CHAPTER 5: QUTCOM! 5 DLSCRIPTION

Deseribe the work eavironment you have experienced (i terms of people interactions,
faclitios avadable and maintenance. darty of 08 aves prolady, procedured, Provossts,

y sevldpe §soen > P &, >
Jisupuln lreess ddrmdancnl, Raroancds el ) o pii e aitERn, mmislual syt and
PRGN A, Rttt R, el Sl (wfiistss

o



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 counununication skills (in terms of
improvement in oral communication, woritten comnunication, 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, grecting, thaitking and appreciating others,

cte.,)

e |
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Describe how could you could enhance your abilities in group discussions, participation
in teams, contribution as a team member, lcading a team/activity.
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Describe the technological developments you have observed and relevant to
thesubject area of training (focus on digital technologies relevant to your job role)
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s g % T R Y R T ARRTrT  memy T e R s

HOTOS
&2
VIDEO LINKS



EVALUATION

Objectives:

Explore carcer alternatives prior to graduation.
To assess interests and abilities in the lield of study.

To develop communication, interpersonal and other critical skills in the
future job.

To acquire additional skills required for the world of work.

To acquire employment contacts leading divectly to a full-time job following
graduation from college.

Asséssment Model:

There shall 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 weightings for External Evaluation shall be:

o Internship Evaluation 100 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 consider
While evaluating the student's Activity Log, the following shall be

considered -

ation

a. The individual student’s effort and commitiment,

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

c. The student’s integration and ca-operation with the work assigned.

d. The completeness of the Activit L

The Internship Evaluation shall inciude the tollowing components and based
on Weekly Reports and Outcomes Nescription

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

¢. Managerial Skills acquired.

d. Improvement of Communication Skills.
¢. Team Dynamics

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

luternslypy

Date of Evaluation:
Organization Name & Address: OV F

Student Name: f} - Uahég WV
Term of Internship: Jhard From: 1§ ~S+20n1 To: 0 6—2090p

 degvee, potispe  pgampes

2u® 30066003

Registration No:

Pleaserate your performance in the following arcas:

Rating Scale:

10

I

12

SUE T

14

Y TE ST T

:'~0ral commumcatlon
TS, STER §

Proactweness

—ERvETTRe T

Written commumcatlon
Interaction abxht) 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 OQutcomes

[ AT g T

1k

OVERALL PERFORMANCI’

B e e

Date:

Page No

Letter grade of CGPA calcnlation to be provided

CpEHE

2 3 4
BetfaEag i B
2 7 4 5
v 3 4 N5
2 g. g 5
2 B g anaRes
2 3 4 s—
g 43t S
3 v s
2. | R
2 3 w4 5

ature o! the Studw



Evaluation by the Supervisor of the Intern
Organization

92.U03006wo Y
Student Name: -A\m\fdg \LNYO..Y Registration No:

Term oflnt'ernship:d‘haﬁ/' From: [§ —5= 9pe To: 304 - 2092

Date of Evaluation:

Organization Name & Address: €x el Q. &d dect ,EPUJ-. Lo"c[J

Name & Address of the Supervisor
with Mobile Number

Please rate the student’s performance in the (ollowing areas:

Please note that your evaluation shall be doue independent of the Student’s self-
evaluation

Rating Scale: 1 islowestand 5 is highest rank

1 :Ol_'alcommunic_ation ] v eRdeined 4’ 45
2 Written communication v o2 3 4 3
3 Proactiveness 1 2 3 4 5
4 Interaction ability with community 2 377 4 \$—
554 :PositiveAgt_it:ude..l P PRI ey I 5
6  Self-confidence 3 4 | 5
2 iy oo o

8  Work Plan and organization

(U9)
- =
W

10  Creativity

By i 4 DR 5. o e R e % T S 3

¢ , ety ,g. — = et

LQ[_?HC){-\QF;@ rk done
12" Time Management

A R R S e SR

13§ Understanding the Community
14 Achievement of Desired Outcomes

il o TN
o o iy (0

- 157 [OVERALL PERFORMANCE

Date:

Signature of the Supervisor
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INTERNAL ASSESSMENT STATEMENT

Name OftheStudent:-A - Nad/o. kmolY

Programme of Study: ¢hony ~eym JW (Z‘“’)D
Year of Study:

Group: B. smM &H—]

Register No/H.T. No: .2 L4 HI0O0 £6o03

Name of the College: AUL . m7t’&£ Cotl€7 &
University: V‘ v By V‘(/lJ‘I(J-‘]’

Sl.No Evaluation Criterion e Maximum Marks
Marks Awarded
1. Activity Log . 30
2. Internship Evaluation B 40
3. Oral Presentation 30
GRAND TOTAL 100
Date:

Page No

Signature of the Faculty Guide
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