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Instructions to Students

Please read the dctallcd Ghrldellnes on Internshlp hosted o! the weblltc ofAP
Statc Councll of lllghcr Educatlon httos: / /aosche.ag.go,v.ln

1. It is mandatory for all the students to complete 2 montls (180 hours) of short-

term internship either physically or virtually.

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 of 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 persons working in the organization ald by

consulting the supervisor attached to the interns.

6. While you are attending the internship, follow ttre ruIes and regulations of the

intern organization.

7. 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

you attend to your assigned duties.

9. 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 dfficulty you encounter during the internship.

10. Identify five or more leaming objectives in consultation with your Faculty

Guide. These leaming objectives can address:

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

and/or industry.

o Job Skills you are expected to acquire.

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

11. Practice professional communication skills witl. 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 envkonment. Follow up

and communicate regularly with your supervisor to provide updates on your

progress with work assignments.

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

you need to do your work and to contribute to tJre organization.

14. Bc tegular la fillhg up your Program Book. It shall bc lllled up la your

owa handw:ltlng. Add addltloaal sheets wherever necerlaty.
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 employees of the intern organization

and your 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.If you are involved in any discipline related issues, you will be withdrawn from

the internship programme immediately and disciplinar5r action shall be

initiated.

22.Do not forget to keep up your family pride and prestige of your College.
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CIIAPTER 1: E,KECUTIVE SUMMARY

The intemship report shall haue-.onlg a one-page executiue summary. It shall include

fiue or mole Leaming Objectiues and Outcomes achieued, a brief description of the

sector of business and intern organization and summary of all the actiuities done by

the intern duing the period.
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CEAPTER 2: OVERVIBW OF TIIE ORGANIZATIOII

Suggestive contents

A. Introduction of the Organization

B. Vision, Mission and Values of the Organization

C. Policy of t}le Organization, in relation with the intern role

D. Organizational Structure

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

F. Performance of the Organization in terms of turnover, profrts, market reach

and market value.

G. Future Plans oi the Organization.
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CHAPTER 3: INTERNSHIP PART

Desciption of the Actiuities/ Responsibilities in tle Irxem Organization during

Intemship, tlhich slull include - details of uorktng anditions, ueekly uork scledule,

equipment used, and tasks perfonned. This part could end bg reflecting on uhat kind

o/slolls the intern aquired.
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ACTTVITY LOG F'OR THE FIRST W'EEK
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ACTTVITY LOG FOR THE SECOND WEEK
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ACTTVITY LOG FOR THE THIRD WEEK
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WEEK - 4 (From Dt................ to Dt.................)

ObJectlve of thc Actlvlty Done:

Detalled Rcport:
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CHAPTER 5: OUTCOMES DESCRIPTION

Descrlbe the work cnvlroameat you have erqrerlenced (in terms of people

interactions, facilities auailable and maintenance, claitg of job roles, protocols,

procedures, processes, discipline, time managemen| harmonious relation ships,

socialization" mutual support and teamwork, motiuatiory space and ventilation, etc.)
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:

Dcscrlbc thc reel tlac techalcal sktlls you have acqulred (in terms of the job-

related skills and lLands on expeience)
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Dcrcrlbc thc nanagcrlal slllls you have acqulrcd (in terms of planning, leadership,

team uork, behauiour, utorkmanship, productiue use of time, uteekly improuement in

ampetencies, goal setting, decision making, performance analgsis, etc.

\S.\.- rS:\ '\S<:( SS\. \a tNNrrse-

t\'L- Q\u-.s.L's&- ^(tss..'r \*.kci$.
)

I

(
s

vr,(

g) tp- .s.JJt.s-- {-el"wivr Aro ^?
fuu***c s PrOdJri{-

t

.===sr-s*lilA Stq.\.\S z'rro,tr\r(A- ^\-

, \q- r^.-*:c.cf\.-----p=v..\.- e'(- /a\At-t \\fs$

Rh--LY -ren \rr) W\ aY \rv-s -



Descrlbc how you could lmprove your communlcatlon lHllr (in terms of

improuement in oral communication, usitten communication, conuersational abilities,

confidence leuels uthile ammunicating, anxietg management, understanding others,

getting un-derstood by otters, ertempore speech., abilitg to artiqiate the key points,

ctosing th.e conuersation, maintaining niceties and protocols, greeting, ttranking and

appreciating others, etc., )
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Descrlbe how could you could enhance your abllltles ln group dkcucslons,

particlpa$on h teams, contributlon es a team member, leadlag a

team/actlvlty.
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Please rate vour oerformance in the following areas:

BellgglSdg: Letter grade of CGPA calculation to be provided

Date ofEvaluationr \6_ \\-1s Zz_

Organization Name& Address: $e\ S* St'
Name & Ad&ess of the Supervisor
with Mobile Number:

\s-\\-zr-

:<...$rc.'tt-\olrsr^q \hq\ E{Na:.{

Student Name: & Registation No:

\- lo ?z

Term of Internship: From To

2) Writtencommunication 4 5

4) Interaction with stalf I 345

6) Dependability t2,y4S

8) Planning and organizatlon t2 / 4 5

l0) Creativity 12 { 5

l2) Productivity

l4) Adaptability to organizalion's culture/policies I

345

345

E.-sag", Va,yrll-h-
Signature of the Stuilent-

Student Sef Eva luation of the Short-Term Internship

OraI communlcrtion 3z

t2 ,/
Inltiative 7234

/
Attitude 234

to learn 421

72 4

4

of rYork t2 4

/

of t -34

OVERALLPERFORMANCE 234



Please rate the student'3 performance in the following areas:

Plesse note that your evrluation shall be done independent of the Student's self{valurtion

Rating Scale: 1 ls lowest and 5 is highest rank

Student Namq & Registration No:

Tezm of Internship: From l- 
.\o- 22

Date of Evaluation: t6-\\- -\sn__\

Organization Name& Address: 5ri \-6\

To L5--11- L{-

st"
".=-g-$b...*.*.. 

fr.S\ E**,
Name & Ad&ess of the Supervisor
with Mobile Nrnnber:

2) Writtencommunlcatlon 3ls

4) Interaction with staff t/34s

6) Dependability 1 345

8) Planning and organization 1 345

l0) Creativity 51 4

12) Productivity I 345

14) Adaptability to orglnization's culture/policies 43I

Signature of the Supervisor

Erraluatlon by the Supenrlsor of the Intern Orgetrlsatlorr

Oral I 4

t"/
Initiative I 34

Attltude 1

.{

4

to 1Z 34

?-
Professlonallsm

./

4

3

1

ofrvork 1 4J

/
of I 43

1l 4
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Y

I\TI.]R\,{I- \SSESS\I E\1' ST \,I ]\IENl'

Name of the Student:

Programmc of Study: b.o*t

Group: C. A .

Year of the Srudy fi u.,--, iv s *,

Register No./H.T. No: Yt;-lo I ood
Name of thc College: C

AN V €au+^University

Datc: S

('crtilied by

S

f() cF

S lsrlll Lrre ol thc I'rirrcipul

S.No. Evaluation Criterion Maximum
Marks

Marks
Awarded

I Activity Log 25 lc
2 Intemship Evaluation 50 3>
1 Oral Presentation ,s.-

GRAND TOTAL 100 Ao

Datc: Departmcnt./

25


