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LInstructions to Students }

Please read the detailed Guideli
' : elines on Internship hoste » websi P State
Council of Higher Education httpsy/apsche.ap.gov ul1 IR U ey e e

Lo n.mndatory for all the students to complete 2 months (180 hours) of short-
term internship either physically or virtually.

2. E\"ery 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
B .make your own arrangements for transportation to reach the :
organization.

4. You should maintain punctuality in attending the inte
is compulsory.

5. You are expected to learn about the organization,
processes by interacting with the people working in the organizatio
consulting the supervisor attached to the interns.

6. While you are attending the internship, follow the rules
intern organization.

7 While in the intern organization, always we

8. If your College has a prescribed dress as uniform,
you attend to your assigned duties.

9. You will be assigned a Faculty G

rnship. Daily attendance

policies, procedures, and
n and by

and regulations of the

ar your College Identity Card.
wear the uniform daily, as

uide 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
Data and Information you are expected to collect about

address:

a. the
organization and/or industry.

b. Job Skills you are expected to acquire. l
c. Development of professional competencies that lead to future career
success.

11. Practice professional co

and your supervisor. This inc
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

mmunication skills with team members, co-interns,
ludes expressing thoughts and ideas effectively

progress with work assignments.
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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 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.If 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 to keep up your family pride and prestige of your College.

e < L@> > -
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Student’s Declaration

Y
L UPPY sk ENATU a student of _TWkeshS L P
Program, Reg. No23580UIOIH of the Department of__(3-Sc (3-2<)

College do hereby declare that I have completed the mandatory internship
Q0| Y5
from®[-0Q -9~ o 30 1029 Su-a‘ﬂ\oMoM\/esmv"(Nlame o

the intern organization) under the Faculty Guideship of

. YA
DR u- odr O M[)%%%mesop the Faculty Guide), Department of
S R Golvt (9%ee olle8e  KoilKwho

(Name of the College)

(Signature and Date)

U S9%eeroth
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Official Certification

This is to certify that V3PP Soteemolbly,  (Nameof

the student) Reg, No.2023BOUIOIY |, completed his/her Internship in

P o8
| subdlaMent Sicong o VWA ”\Enw of  the

Intern Organization) on

R2 Powcess of Jhe fo)ymesd (7%7&6“;/[ the  Internship) under my

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

Degree  of R sc (B-2¢)

Sv 3 Gow DeSviee co1eS¢(Name of thie College).

This is accepted for evaluation.

Endorsements

7 4 GAlS

Faculty Guide

IRV,

Head of the Department

2

Principal

Page No:

in  the Department of

\f WA

(Signatory with Date and Seal)
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Certificate from Intern Organization

This is to certify that () - Seeusd-h (Name of the intern)

Reg. No2o3s530o13101 4 of SV B Govt COUT “(Name of the

©-3S
College) underwent internship in _Lo\ shipg | veratesuvo-y ﬁJmﬁ? ’()}/ e

Intern Organization) from6l-09Q-9¢  to_30~(0-2a_

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

Sobsfactony (Satisfactory/Not Satisfactory).

Authdrized Signatory with Date and Seal
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CHAPTER 1: EXECUTIVE SUMMARY
The internship report shall have only a one-page excculive summary. It shall include

five or more Learnin 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
A. Introduction of the Organization
B. Vision, Mission, and Values of the Organization
C. Policy of the Organization, in relation to 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, profits, market
reach and market value.

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

Description of the Activitics/Responsibilities in the Intern Qrganization 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

Day

Date

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature

Day -1

conSudled 10 Hhe head of
Hae 0¥ Yo iSo4-ion fay
‘»—\qe +~Wles g L\‘ \)

ThPoved Imy
COMP A | cOf-TO
SKILS -

v

Day-2

AS Pe¥ Qovt ho¥mS, coch
de9%ee  Studentt Shouwld

oS hPiefe ntershif v
oMy eox%0n IS0 on. L
have Pov gntexShipP [ Mrexs

Twy pioved
My OO
o sking -

Day -3

Tndustry-
v Hhis =1egovd Hhey
hove 9sanked Pexsmiss
ot for TnleshShiPp 05
s

AntexlexSono/
SIS -

Prxoduct ADSStown

Day -4

oo oout the Pourndes
e? the v5goniSohoN
ond (ks history omd
achierenents -

Yoorsved: had Jo

covedh Jdojox

PN \Wasy Joeto
history )

Day -5

obSeaved Hie Sout e
of the 0€9oniSot Oh

W eooKinG howde o
oy ¢

Tin Poioved by
olo 6e 3 VO+ 10
SKins -

Day -6

Snieso hed vtk the ese-
cubive employes onda

01So MNOLM obout Yhey

wodik n the dhidushy

Fm Poyoved.
Wy "
Covn P+ (e obion

SIKIY-

Page No:

(% scanned with OKEN Scanner



WEEKLY REPORT
WEEK -1 (From Dt................ to Dtuiiviveenninn )
Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE

SECOND WEEK

Day

Date

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature
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WEEKLY REIPORT
WEEK =2 (From Dt Lo Dbovvsiiiviveine )
Objective of the Activity Done;

Detailed Report:
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ACTIVITY LOG FOR THE THIRD WEEK

D;y Brief description of the daily ) Person In:
et activity Learning Outcome SCharge
ignature
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WEEKLY REPORT

WEEK =3 (From Do i, (0 Dber v e )

Objective of the Activity Done:

Detailed Report:

Cx€ole

A0

Qer
cored Rwild

cele d "2)” P-

SpPace calhe d

Pl H«woug L wot
Fhe  ohogySIiS

we 've

Add
AsS
€&Sset . You'n

ownal Y SiS

of  the

Scgeem * PrDCcesS S

stavled  we'

Poeyosed  Pox

Soon  Sheer omnd
goown OS
See  the
Sheet .

boy

Ngscek
PO.C,KGQ)Q

N Sset

the  @nolys) s

cgeote a

AnolySes  ond  Anodyscs
Arody SIS These two win Sk e

e fauyl’

visibie

W e
PuxchaSe 10 -Poy’ dota koded

od9e. e |1 tinK
‘o o

|.9noj W ?ng Psio Se §

choOse Comjohnend s .

cseoted Hae oMO{YS:S
oPHong to bud Hie Pissk
Sejeck one of [Fhe oLt
suth 0S5 the Bl -

FHhe ‘‘conPosrodn ce '

vou've

YOU  Co4n
COMm |Poune np-§

£ AP 10%e%" 0%

Sheet ©of  eoke  YOUSX 0N combined ON o
ComovienltS on ©  Sheel -
Page No:

(% scanned with OKEN Scanner



ACTIVITY LOG FOR THE FORTH WEEK
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WEEKLY REPORT
WEEK =4 (From Dt t0. Dbuceiiiiniiiinen )

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE FIFTH WEEK
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WEEKLY REPORT
WEEK -5 (From Dt.........c...... to Dtooveeicinininn)
Objective of the Activity Done:

Detailed Report:
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CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work environment you have experienced (in ferms of people interactions,
facilities available and maintenance, clarity of job roles, protocols, procedures, processes,
Hiscr’pline, time managentent, harmonious relationships, socialization, mutual support and
teanmwork, motivation, space and ventilation, efc.)
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Describe the real time technical skills you have acquired (in ferms of the job-
related skills and hands on experience)
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Describe the managerial skills you have acquired (i1 terms of planning, leadership,

team work, - behaviour, workmanship, productive use of time, weekly improvement in
competencies, goal setting, decision making, performance analysis, etc.
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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 team/activity.
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Describe 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-Terin Internship

Term of Internship:

Student Name: () © S9lear0l-l,

Date of Evaluation:

Organization Name & Address: <™, 1 O _&L‘/}-t_; Vo INANVESS

From: 9|-09- Qu—

Registration No:2.03 5BoulelL

To: do-|0-22

Please rate your performance in the following areas:

Rating Scale:

1  Oral communication

2 Written communication

3  Proactiveness

4  Interaction ability with community
5  Positive Attitude

6  Self-confidence

7  Ability to learn

8  Work Plan and organization

9  Professionalism

10 Creativity
11  Quality of work done
12 Time Management
13 Understanding the Community

14  Achievement of Desired Outcomes
15  OVERALLPERFORMANCE
Date:

Q— 1~

Page No:

e e e e e S S G

Letter grade of CGPA calculation to be provided

10 N NN NN NN NN

3 4= 5
3~ 4 5

3 4 7 4ud

3 4 =
3 4 5
3 4~ 5

3 4 -
3 4 - 5

3 4 - 5

3 4 5-
3 4 -~ 5

3 4 S5~
3 4 S
3 4 5
3 4 5.7

& 5“91&(2/1’\0#1\

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

Student Name: /- SDecinod L,
Term of Internship:
Date of Evaluation:

Organization Name & Address: S,

Name & Address of the Supervisor \ / W

with Mobile Number

From: O]-09-29 To: 535, g0

Registration No:
20353001 Y

LoMShiy) ol yroegs

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

O o0 N A B W N -

 Oral communication
Written communication
Proactiveness
Interaction ability with community
Positive Attitude
Self-confidence
 Ability to learn
Work Plan and organization
Professionalism
10 Creativity
e Quality of,wqu done
12 Time Management
13  Understanding the Community
14  Achievement of Desired Outcomes
15 OVERALLPERFORMANCE
Date:

1 2 3 47 155
1 2 39 4 5

1 2 3 4.7 55

1 2 3 4 5
I 2 3 4 5%
1 2 3 4- 5

1 2 3 4 5
1 2 3 4e 5

| 2 3 4- 5

1 2 3 4 57
| 2 3 4778

1 2 3 4 5-
| 2 3 4 57
| 2 3 4 5~
1 2 3 5

4
/N,.‘Q“\/
Sigfiature of the Supervisor
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EVALUATION
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Internal Evaluation for Short Term Internship
(On-site/Virtual)

Objectives:
¢ To integrate theory and practice.
e To learn to appreciate work and its function towards the future.
* To develop work habits and attitudes necessary for job success.

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

¢ To acquire additional skills required for the world of work.

Assessment Model:
* There shall only 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.

e The assessment is to be conducted for 100 marks.

e The number of credits assigned is 4. Later the marks shall be converted into
grades and grade points to include finally in the SGPA and CGPA.

e The weightings shall be:

o Activity Log 25 marks
o Internship Evaluation 50marks
o Oral Presentation 25 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 consideration
the individual student’s involvement in the assigned work.

* While evaluating the student’s Activity 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.

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

a. Description of the Work Environment.
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Real Time Technical Skills acquired.
Managerial Skills acquired.
Improvement of Communication Skills,

Team Dynamics
Technological Developments recorded.
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MARKS STATEMENT
(To be used by the Examiners)
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INTERNAL ASSESSMENT STATEMENT

Name Of the Student: U+ SDleeye)-1,

Programme of Study: 5 \A\-cx5 peey S P

Year of Study: Lol - © R

Group: Wete Wace

Register No/H.T. No: * &C { Qo 014

Name of the College: ~ $,v. @ & Deegvee € lleye,
University: Orontalsg beatmen  omaiveviidy

| SLNo Evaluation Criterion Maxiinum Marks
Marks Awarded
1. Activity Log 25 |6
{2 Internship Evaluation 50 L b
3. Oral Presentation 25 K
GRAND TOTAL 100 63
Date:q.%//#?ow” Signature of the Faculty Guide

Certified by

4.

Signature of the He,a;}? (I)I"fl g}g}?fpartment/l’rincipal

§V.B. GOVT. DEGREE COLLEGE
KOILKUNTLA, NANDYAL (OL)
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ANDHRA PRADESH
STATE COUNCIL OF HIGHER EDUCATION

(A Statuory Body of the Government of Andhra Pradesh)

2nd, 3rd, 4th and 5th floors, Neeladr Towers, Sri Ram Nagar, 6th Battalion Road

Atmakur (V)Mangalagiri (M), Guntur, Andhra Pradesh, Pin - 522 503
www.apsche.ap.gov.in
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